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PRINCIPAL SCOPE OF WORK REQUIREMENTS FOR ALL 
CONTRACTORS

01 Describe the work to be performed 

• Comply to all relevant WesTrac values, policies and procedures
• Comply to all governmental, environmental and industry regulations
• Provide details of plant and machinery to be brought on site in addition to any listed in the pre-qualification form
• Provide maintenance documentation for any stated equipment
• Supply all parts, tooling and equipment to complete works, unless agreed prior

02 Extra requirements to the Pre-Qualification 

• All below policies and procedures are to be read and understood by contracting employees
• Provide copies of licences, tickets and training for all employees that intend to enter WesTrac sites
• Respond to call outs as required - emergency, urgent and scheduled work if required
• Ability to be able to work after hours and on weekends if required
• Remove and dispose of waste as per local government and environmental regulations

03 Other Scopes of Work required or relevant to this task 

• Task specific scopes of work are required, dependant on the primary business function
• All scopes of work to be approved for each company by WesTrac before work commences on WesTrac sites

04 Policies, procedures and inductions that may be relevant to this Scope of Work 
• Alcohol and Other Drugs Policy (PCD-NAT-HR-0022)
• Area Induction – Operations (FTT-NAT-HR-0099)
• Area Induction Form - Administration & Support Service (FTT-NAT-HR-0098)
• Barricading Demarcation and Signage Policy (POL-NAT-HSEQ-0014)
• Barricading, Demarcation, Labeling and Signage (PCD-NAT-HSEQ-0111)
• Bullying, Harassment Discrimination Policy (POL-NAT-HR-0004)
• Completing WesTrac Inductions Online (WIN-NAT-HSEQ-0007)
• Contractor Management Procedure (PCD-NAT-PRC-0004)
• Contractor Permit to Work (FTT-NAT-SER-0171)
• Contractor Permit to Work Procedure (PCD-NAT-HSEQ-0168)
• Environmental Management Policy (POL-NAT-HSEQ-0023)
• Ergonomic Procedure (PCD-NAT-HSEQ-0118)
• Fatigue Management Procedure (PCD-NAT-HSEQ-0119)
• Fatigue Management Procedure WA (PCD-WA-HSEQ-0001)
• Fire Extinguishers (WIN-NAT-HSEQ-0033)
• Fraud and Corruption Policy (POL-NAT-FIN-0011)
• Group Isolation Permit (FTT-NSW-HSEQ-0018)
• Hazard and Incident Reporting and Notification Procedure (PCD-NAT-HSEQ-0107)
• Health and Fitness for Work Policy (POL-NAT-HSEQ-0005)
• High Voltage Isolation Permit (FTT-NSW-HSEQ-0017)
• Isolation and Tagging Procedure (PCD-NAT-HSEQ-0125)
• Isolation and Restoration of Energy Procedure (PCD-NSW-HSEQ-0010)
• Job Hazard Analysis (JHA) Worksheet (FTT-NAT-HSEQ-0103)
• Job Hazard Analysis Procedure (PCD-NAT-HSEQ-0103)
• Manual Tasks Procedure (PCD-NAT-HSEQ-0131)
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• Mobile Device in Operational Areas Policy (POL-NAT-HSEQ-0027)
• Personal Protective Equipment (PPE) Policy (POL-NAT-HSEQ-0008)
• Security Access Card Rules of Use (FTT-NAT-FAC-0019)
• SWP – Utilisation of a Starter Isolation Point to Conduct Approved Work (WIN- NSW-HSEQ-0108)
• Take 5 Procedure (PCD-NAT-HSEQ-0106)
• Use of Knives Procedure (PCD-NAT-HSEQ-0152)
• WA – Job Hazard Analysis (JHA) Worksheet (FTT-WA-HSEQ-0022)
• WA – Job Hazard Analysis Procedure (PCD-WA-HSEQ-0002)
• Wearing of Jewellery Procedure (PCD-NAT-HSEQ-0142)
• WesTrac Personal Protective Equipment (PPE) Matrix (FTT-NAT-HSEQ-0045)
• Working Alone Procedure (PCD-NAT-HSEQ-0139)
• Workshop, Yard and Storage Areas Procedure (PCD-NAT-HSEQ-0150)

05 Describe who supplies the materials 

• The decision as to who is providing hardware and materials is to be clarified at the time the purchase order is
raised, between the contracting company and the requisitioner

• The contracting company is to provide all tools necessary to complete the works
• WesTrac may, at its discretion, provide consumables or tooling that it deems necessary to complete the task

06 Describe how the work will be measured 

• The contracting company will be measured against safety, quality, velocity, cost and people-based metrics.
• The relevant WesTrac department will conduct reviews, feedback sessions and other performance management

tools it deems necessary

07 Describe at what point will the work be accepted 

• The contracting company is to provide WesTrac a Service Entry Sheet, maintenance report, commissioning
report or similar outlining works and testing completed

• The completed works will be tested and verified complete by both the contracting company and WesTrac
• The services as requested in the purchase order will be deemed to be delivered by WesTrac
• Acceptance will also be in accordance with WesTrac’s Terms & Conditions or Standing Offer
• Any large discrepancies in cost to be scrutinised between both parties
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ALCOHOL AND OTHER DRUGS PROCEDURE 
 


1 Purpose 
 
This procedure outlines the procedure for managing breaches of the Alcohol and Other Drugs Policy and the process 
that must be followed.  
 


2 Scope 
 
This procedure applies to all entities within WesTrac and all Workers must ensure compliance. The term “workers” in 
this procedure includes direct and indirect workers (Contractors/ Sub-Contractors) and visitors. 
 


3 Procedure 
 


3.1 Compliance to requests to undertake an Alcohol or Drug Screen 
 
All workers must cooperate fully and comply with any request to undertake an alcohol (breath) or drug (urine or oral 
swab) screen in accordance with the Alcohol and Other Drugs Policy. The following table provides the procedure to be 
undertaken if the following scenarios occur. 
 


Scenario Action 


Worker refuses to take test (including 
refusal to sign paperwork.) 


Recorded as a “Positive” and managed via the Coaching and 
Disciplinary Procedure. 


Worker does not attend a drug screen 
collection point – including onsite and off-
site venues – after being directed to one.   


Recorded as a “Positive” to a Drug Screen and managed via the 
Coaching and Disciplinary Procedure. 


Test is “doctored” or shows non-urine 
substances 


Recorded as a “Positive” and managed via the Coaching and 
Disciplinary Procedure. 


Worker is unable to produce urine sample  Employee is given access to 500mL water and able to consume slowly 
over a period. The employee must wait at the collection point. 
 
They must produce a testable sample within 4 hours or this will be 
recorded as a “Positive” and managed via the Coaching and 
Disciplinary Procedure. 


Creatinine level is too high. (Urine is 
dilute.) 


Employee must wait at the collection point for a period of 4 hours and 
provide a secondary sample. They must not drink during this period.  
 
They must produce a testable sample within 4 hours or this will be 
recorded as a “Positive” and managed via the Coaching and 
Disciplinary Procedure. 


 


3.2 Self-Testing – Drug and Alcohol 
 
In accordance with the Alcohol and Other Drug Policy, the following processes must be followed in relation to self-
testing.  
 


3.2.1 Alcohol Self Testing (Where available) 
 


a) A worker must perform their BAC self-test prior to their shift starting – with time to complete it properly and get 
to their work station prior to their normal starting time. If a self-test runs into an employee’s normal start time, it 
will be considered a Suspect Test as per 3.7.4 of the Drug and Alcohol Policy.  


b) Employees must not enter their normal working or operating areas including workshops, work stations etc if 
they intend to undertake a self-test. They may only enter the area where the self-testing unit is, or, in the case 
of a handheld unit, the office/ crib room or other safe area as appropriate and advise the relevant Supervisor/ 
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Manager they wish to take a BAC self-test. Customer sites are considered to be operational areas and self-
testing must be undertaken prior to entering a customer site.  


c) If no self-testing unit is available, then it is the employee’s responsibility to assess their Fitness for Work and 
make a decision on their suitability to attend the workplace.  


d) If a positive reading is registered, the worker must inform their Supervisor/ Manager immediately either in 
person or verbally via the phone, not enter any operational areas, leave WesTrac’s premises immediately and 
not commence work until their next shift when they are fit for work. They must not operate any WesTrac 
vehicle.  


e) If a worker is unfit to drive, then they must make personal arrangements to get themselves and their private 
vehicle home at their own cost. A WesTrac vehicle will be left at WesTrac premises.  


f) Once WesTrac initiates testing, or a worker’s rostered shift start time has been reached, then self-testing is 
excluded as an option.  


g) An employee, with a positive test result under a self-test, is eligible to utilise personal leave, annual leave or 
unpaid leave.  


 
3.2.2 Drug Self Testing  


 
a) A worker must perform a drug self-test in their own time, i.e. not during rostered working hours, and at their 


own cost. 
b) The worker is responsible for the mode and quality of testing. The information a worker receives is for their 


information and does not impact WesTrac’s ability to follow this procedure should an employee present for 
work. 


c) If a positive reading is registered, the worker must inform their Supervisor/ Manager verbally via the phone as 
soon as possible.  


d) Following a positive drug self-test, they must not enter any of WesTrac’s premises, or those of our Customers, 
without prior authorisation. 


e) They must not operate any WesTrac vehicle without prior authorisation.  
f) If they have a WesTrac vehicle, it must be arranged to be collected and returned to WesTrac premises. 
g) An employee, with a positive test result under a self-test, is eligible to utilise personal leave, annual leave or 


unpaid leave. (As applicable) 
h) A worker, at their own expense, must provide a clear drug test from a WesTrac approved provider, and 


arrange a return to work with their Supervisor/ Line Manager. 
i) The maximum amount of time a worker can have off work to provide a clear drug test is 28 days from the date 


of their positive self-test. 
j) While an employee is exempt from the Policy Breach clauses in the Drug and Alcohol Policy by self-testing, 


multiple failings to attend work due to drug use may result in performance management for attendance.  
 


3.3 Alcohol Policy Breach (Blood Alcohol Concentration – BAC)  
 
If an initial BAC test is positive, (i.e. BAC above 0.00%) then the following process must be undertaken.  
 


a) The person undertaking the test must complete the form Breathalyser Testing Record (FTT-NAT-HR-0025) to 
record the results of a confirmation test.  


b) The employee will wait 20 minutes for the second and final confirmation test result. They are not allowed to 
consume anything during this 20-minute period.  


c) If the confirmation alcohol test is still positive (i.e., BAC above 0.00%), then Steps D – F apply. If the 
confirmation test result is a BAC of above 0.05% then this will be regarded as Serious Misconduct as per the 
Alcohol and Other Drugs Policy and immediate formal disciplinary action will apply as per the Coaching and 
Disciplinary policy.   


d) Complete the Breathalyser Testing Record (FTT-NAT-HR-0025) in full. Instruct the worker that they are 
suspended without pay, required to leave the premises and not to return to work that shift. If required, they 
can be escorted to wait for transport off-site or wait supervised in an appropriate area if they are remaining on-
site. 


e) Arrange transport for the worker from site to home (or their accommodation if FIFO). If relevant, the worker’s 
vehicle should not be moved unless private arrangements are made for its movement or collection by the 
worker. 
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If a worker refuses WesTrac provided transport, the Supervisor will make a note that the worker refused the 
offer of transportation. 


f) If this is the employee’s first breach, then instruct the worker that they will be required to submit to alcohol 
testing and produce a BAC result of 0.00% at the commencement of their next work day/ shift. If it is their 
second breach, they must remain on unpaid stand down subject to the show cause process within the 
Coaching and Disciplinary Procedure.  


 
3.3.1 Alcohol - First Breach – BAC 0.001% - 0.049% 


 
a) On returning to work, the worker will be required to attend a show cause meeting. Subject to responses from 


the worker, and consideration of any mitigating circumstances, a First Breach for an alcohol breach will result 
in a First and Final Written Warning. 


b) After a first alcohol breach the worker will be required to a submit to a minimum of six tests over a period of 
six months coordinated by their Line Manager. This is in addition to any other testing regime. (Random, 
suspect, for cause etc.) 


c) After a First Breach, the worker must attend the EAP (or other approved Alcohol counselling program) and 
provide formal evidence of their attendance and successful completion. 


 
3.3.2 Alcohol - Second Breach within 24 Month Time Period    


 
a) The worker will be stood down without pay and required to attend a show cause meeting.  They are able to 


access long service leave or annual leave entitlements. They are not eligible to go into negative leave 
balances.  


b) Subject to responses from the worker, and consideration of any mitigating circumstances, a Second Breach of 
this procedure within a 24 Month/Two Year time period will most likely result in termination of the employment 
contract. 


 


3.4 Drugs - Prohibited and/ or Illicit Drugs 
 
Where an initial drug screen returns a “non-negative” result for drug use that has not been declared by the worker or is 
otherwise medically explainable, the worker and their Supervisor will be notified.  
 
In determining its approach to disciplinary action, the company may use a Saliva test following a non-negative urine 
result. If the Saliva test returns a non -negative result, disciplinary action will be taken up to and including termination 
after taking into account any relevant information identified in the show cause process. If the Saliva test results in a 
negative result - the employee will be issued with a final written warning.  
 
If the employee registers a non-negative result in any subsequent urine test in respect of prohibited drugs within the 
designated period subject to any relevant information identified in the show cause process the employment will be 
terminated. 
 
Where an initial drug screen returns a “non-negative” result for drug use that has not been declared by the worker or is 
otherwise medically explainable, the worker and their Supervisor will be notified.  
 
Where a drug (prescription or over the counter) is identified in the screen, and it has been declared prior to testing, the 
worker has 24 hours from the time of the test to provide written evidence of the prescription. This could include the 
prescription document or the medication container showing the worker’s name, date of prescription and type/ dosage. 
The screening results of the worker must match that of the prescription and the declaration. They must also complete 
the self-declaration form confirming their ability to work safely.  
 
Failure to declare prescribed or over-the-counter medication, provide the prescription within the time frame or have 
higher levels of prescription medication than prescribed, will result in the test being considered a “non-negative” test 
for a prohibited drug and is likely to subsequently be considered a “positive” screen pending further inquiries.  
 
Once notified of a “non-negative” result, the Supervisor will notify the worker of the following; 
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a) For prescription and over the counter medication, the employee must complete Alcohol or Drug Self 
Declaration Form to declare the medication taken and any effects and declare they are fit for wok. The 
Supervisor must assess the employee’s declaration and take any appropriate action such as returning the 
employee to work or standing them down.   


b) For illicit and prohibited drugs, instruct the worker that they are suspended without pay, required to leave the 
premises and not to return to work that shift. If required, they can be escorted to wait for transport off-site or 
wait supervised in an appropriate area if they are remaining on-site. 


c) Arrange transport for the worker from site to home (or their accommodation). If relevant, the worker’s vehicle 
should not be moved unless private arrangements are made for its movement or collection by the worker. 
If a worker refuses WesTrac provided transport, the Supervisor will make a note that the worker refused the 
offer of transportation. 


c) The worker must be instructed to remain off site until the laboratory confirmatory results have been provided 
to WesTrac. 


d) If a laboratory test confirms the positive result the Supervisor shall: 


• Offer advice to the worker to seek medical assistance and/or counselling (i.e. through the EAP)  


• Initiate disciplinary processes in collaboration with the People and Culture team. Invite the worker to 
attend a meeting to show cause as to why their employment should not otherwise be terminated. All 
cases will be dealt with on an individual basis but could result in termination of employment. 


• The worker will be provided with a copy of their laboratory test results if requested. 
 
If a laboratory test comes back as “negative”, or prescribed medicine breaches are medically explained, any time 
taken as unpaid leave, annual leave or long service leave will be paid for by WesTrac and any leave taken will be re-
credited to the worker’s entitlement balance. 
 


3.5 Termination of Employment or Services 
 
The procedure outlined above provides guidance on Drug and/ or Alcohol breaches under the WesTrac Alcohol and 
Other Drugs Policy. Please note, where a breach of any Policy occurs, subject to show cause processes and 
consideration of responses, they may not be considered in isolation. Nothing prevents WesTrac from undertaking a 
review of a worker’s overall performance, conduct and contract of employment under the Coaching and Disciplinary 
Policy and Ending of Employment Policy where a Policy breach occurs.  
 
A worker whose employment contract, or services in the case of a Contractor, are terminated in relation to this 
Procedure will be prohibited from being employed or engaged as a contractor at WesTrac for a period of two (2) years 
starting from the date on which their employment or services were terminated. Such details will be recorded on the 
employee’s file, in Contractor Management software or other electronic mechanism as appropriate to ensure 
compliance.  


 


4 Responsibilities 
 
The below outlines key accountabilities to ensure compliance with this procedure:  
 
GM – People and Culture 


• Is accountable for ensuring the successful implementation and operation of the Alcohol & Other Drugs Policy.  
This will ensure that all workers at WesTrac understand and support the Alcohol & Other Drugs Policy and 
adequate resources are provided for the education, training, counselling and other requirements of the policy. 


 
Managers and Supervisors  


• Accountable for the effective implementation and operation of the Alcohol & Other Drugs Policy and 
Procedure in their areas of responsibility. This includes the provision of training, education and other support 
programs and periodic review of the application and effectiveness of the policy. 


• Managers and Supervisors are responsible for assessing whether an individual is fit for work and/ or needs to 
be tested under the Suspect Testing clause.  


• Are accountable for ensuring that all workers are aware of, and comply with, the provisions of this procedure. 







 


PROCEDURE 


Document Number PCD NAT HR 0022 


Next Review Date 19th December 2021 


 Document Owner  GM - People and Culture 


  
 


ALCOHOL AND OTHER DRUGS PROCEDURE  Page 5 of 7 
Revision: 4.0  Confidential Level: Yellow 
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


• Accountable for taking prompt and appropriate action where required or to respond to any reports of a breach 
of this procedure. 


 
Workers 


• Ensuring that they are not impaired by drugs or alcohol contrary to this procedure. 


• Raising any concerns about their own fitness for work about alcohol, illicit drugs or prescribed/ over the 
counter medication. 


• Raising any concerns about another person’s fitness for work with their manager.  


• Notifying their relevant Supervisor or Manager of breaches to the policy. This includes: 


• The unauthorised possession or consumption of alcohol or other drugs on site, in accommodation or 
during work. 


• Workers are required to inform their manager of any prescription medication they have consumed 
either prior to coming to work or during working hours that affects their fitness for work. A worker is 
required to provide WesTrac with a doctor’s certificate which explains what affect, if any, this 
medication will have on their capacity to safely perform their duties. 


 


5 Reporting 
 
Results of alcohol and drug screening will be stored centrally in electronic format. Monthly reporting will be provided 
as confidential reports to the Executive team and Management from the People and Culture team.  
 
The purpose of these reports is to monitor the effectiveness of this procedure, identify trends and provide levels of 
support where appropriate to enhance safety in the workplace.  
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact their Manager or People and Culture Business Partner.  
 


7 Accountabilities 
 
Compliance to Policy   All Employees, Visitors and Contractors 
 
Implementation & Review   People & Culture, NSW and WA  
 
Approval of Policy   GM – People and Culture 
 
Monitoring  People & Culture Team 
 
Interpretation and Advice People & Culture: Business Partners, People Relations Team 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HR-0007 Alcohol and Other Drug Policy 


FTT-NAT-HR-0025 Breathalyser Testing Record 


PCD-NAT-HR-0039 Coaching and Disciplinary Procedure 
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This procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


AS 4760:2006 - Procedures for 
specimen collection and the 
detection and quantitation of drugs 
in oral fluid 


Australian Standard for saliva testing 


AS 4308:2008 - Procedures for 
specimen collection and the 
detection and quantification of 
drugs of abuse in urine 


Australian Standard for urine testing 


 
The following outlines the reporting requirements related to this procedure: 
 


Reporting Requirement Reporting Body Frequency 


Statistical information; Number and type of screens, 
Number and type of positive screens, Location 


Executive Leadership 
Team 


Monthly 


   


   


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


  


  


  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 28/02/2013 Procedure re-drafted into new template MC VS RG 


2.0 15/01/2014 Included Lifesaving Rule BM MC JH 


3.0 19/12/2019 Updated RP TE/RH TE/RH 


4.0 05/03/2020 Removed from confidential folder. DC DC DC 
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AREA INDUCTION – OPERATIONS  


 


To be completed on day 1 and submitted to People & Culture and Facilities on completion.   
 


Name:  
Employee Number  


(if known): 
 


Position:  Area Induction Date:  


 
The following provides an overview of areas and requirements that a new starter should be exposed to when starting 
in a new operations area.  
 
Have all relevant safety inductions been completed prior to day 1?  


 Yes   No (If no, complete during day 1, refer to Learning Pathway). 
 


Section A – Assigned person to complete: Supervisor/Leading Hand WA, TracMate NSW Only 


 Tour of work location, office, yard (8km speed limit), waste 
bins, toilets, security gatehouse, and parking locations 


 Location of Super User information 


 Location of tooling, tool store, parts area, gas bottle 
storage locations etc. (as applicable to the work area) 


 Take 5 Book and JHA Book Supplied 


 Location of first aid room, eye wash and showers, first aid 
kits, and defibrillator 


 PPE Requirements – Hard hats, gloves, safety 
boots, safety glasses and task specific PPE 


 Location of branch safety contacts e.g. Fire Warden and 
First Aider details 


 Familiarisation of pedestrian areas, forklift 
operational areas, and truck driver and forklift 
exclusion zones 


 Cafeteria/ Meal locations  


Assigned Person Name: Assigned Person Signature:  


 


Section B – Supervisor or Leading Hand to Complete (As applicable. Add any additional items) 


 Introduction to section employees and Supervisors e.g. at 
PSI or upon arrival via a walkaround 


 Continuous improvement process and board and 
safety board (if applicable) 


 Site specific hazards and risks (review WesTrac 
site/branch specific risk register if applicable, or the Regional 
or Metro Risk Assessments) 


 Take 5, JHA, Incident and Hazard reporting 
process and system explained (Training listed on 
learning pathway) 


 Evacuation Procedure and Muster Point Location 
(including testing of the system) 


 Introduction to fire warden/s, first aid providers, 
and safety representatives in area 


 Punctuality and hours of work 
 Introduction to relevant systems determined by 


role (e.g. WMS, AMT etc. if applicable) 


 Completing timesheets, rostering and clock on system 
 Introduction to a peer in the same position located 


in a different branch/department (where required) 
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 Work area housekeeping and cleaning requirements 
 Telephone usage and relevant WesTrac phone 


numbers (Admin/Supervisors/Team Leaders) 


 Lunch room and toilets/change rooms housekeeping 
requirements  


 Introduction to MyLearning and learning pathways 


 Overview of, and invitation to PSI and monthly meetings (if 
applicable) 


 Introduction to your Super User 


 TeamSite (QA Procedures) and DMS overview (if 
applicable) 


 Helpdesk demonstration (if applicable) 


  


 


Section C – Documents to Review & Associated Acknowledgement Forms (As applicable. Add any additional 
documents specific to your branch / site) 


 Air Powered Tools Checklist - FTT-NAT-HSEQ-0216   Available Hand Protection - WIN-NAT-HSEQ-0030 


 Complete the Prohibited Items/Tooling Checklist - FTT-
WA-HSEQ-0015 (WA Only). Refer to the Prohibited and 
Controlled Items Register PCD-NAT-HSEQ-0167 for further 
detail. 


 PPE Matrix - FTT-NAT-HSEQ-0045 


 Personal Tooling List - FTT-NAT-SER-0005   
 Injury reporting and Workers Compensation Policy 


- PCD-NAT-HSEQ-0161 


 Personal Tooling Calibration Audit - FTT-NAT-SER-0162  
 Waste Management Procedure - PCD-NAT-


HSEQ-0900 


 Hand Tools Procedure - PCD-NAT-HSEQ-0144 - Highlight 
the importance of using the correct tooling for the task. 


 Environmental Management Policy - POL-NAT-
HSEQ-0023 


 Hand Tools Checklist - FTT NAT HSEQ 0228 - Identify 
personal tooling requiring immediate calibration            


 Working Alone Procedure PCD-NAT-HSEQ-0139 
& Awareness Form - FTT-NAT-HSEQ-0130 


 Use of Knives - PCD-NAT-HSEQ-0152 
 Mobile Communication Devices Policy - POL-


NAT-IS-0002 


 Mobile Equipment Procedure - PCD-NAT-HSEQ-0127    
 Fatigue Management Procedure PCD-NAT-


HSEQ-0119 & Fatigue Management Awareness FTT-
NAT-HSEQ-0117 


 Smoke Free Workplace Procedure - PCD-NAT-HSEQ-
0160 (WA Only) 


 Safety Charter CTA-NAT-HSEQ-0001 and all 
other safety procedures relevant to area 


 Motor Vehicle Awareness Policy POL-NAT-FIN-   
     0007 & Motor Vehicle Awareness Form FTT-    
     NAT-HR-0001 


 Environment Charter CTA-NAT-HSEQ-0002 and 
all other environment procedures relevant to area 


 Alcohol and Other Drugs Policy POL-NAT-HR-  
     0007 


 Quality Charter CTA-NAT-HSEQ-0003 and all 
other quality procedures relevant to area 


 All relevant Safe Work Procedures (manager to list)  Site / Branch specific Traffic Management Plan 


 
Note – All completed awareness forms are to be scanned and emailed to branch / site administrator to upload to 
Training Matrix if required.  
 



http://westracnet/DMS/ControlledDocuments/Air%20Powered%20Tools%20Checklist.docx

http://westracnet/DMS/ControlledDocuments/Available%20Hand%20Protection.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-9973

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-9973

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-9630

http://westracnet/DMS/ControlledDocuments/WesTrac%20Personal%20Protective%20Equipment%20PPE%20Matrix.xlsx

http://westracnet/DMS/ControlledDocuments/Personal%20Tooling%20List.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-10045

http://westracnet/DMS/ControlledDocuments/Personal%20Tooling%20Calibration%20Audit%20Form.doc

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-3129

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-3129

http://westracnet/DMS/ControlledDocuments/Hand%20Tools%20Procedure.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-8763

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-8763

http://westracnet/DMS/ControlledDocuments/Hand%20Tools%20Checklist.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-379

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-92

http://westracnet/DMS/ControlledDocuments/Use%20of%20knives%20Procedure.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-1407

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-1407

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-527

http://westracnet/DMS/ControlledDocuments/Fatigue%20Management%20Procedure.docx

http://westracnet/DMS/ControlledDocuments/Fatigue%20Management%20Procedure.docx

http://westracnet/search/pages/dmsresults.aspx?s=DMS&k=Title%3A%22awareness%22http://westracnet/DMS/ControlledDocuments/Fatigue%20Management%20Procedure%20Awareness%20Form.docx

http://westracnet/search/pages/dmsresults.aspx?s=DMS&k=Title%3A%22awareness%22http://westracnet/DMS/ControlledDocuments/Fatigue%20Management%20Procedure%20Awareness%20Form.docx

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-422

http://westracnet/DMS/_layouts/DocIdRedir.aspx?ID=SAUJQW36JXPQ-27-422

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-4134

http://westracnet/DMS/ControlledDocuments/Motor%20Vehicle%20Policy.docx

http://westracnet/DMS/ControlledDocuments/Motor%20Vehicle%20Policy.docx

http://westracnet/search/pages/dmsresults.aspx?s=DMS&k=Title%3A%22awareness%22http://westracnet/DMS/ControlledDocuments/Motor%20Vehicle%20Policy%20Awareness%20Form.docx

http://westracnet/search/pages/dmsresults.aspx?s=DMS&k=Title%3A%22awareness%22http://westracnet/DMS/ControlledDocuments/Motor%20Vehicle%20Policy%20Awareness%20Form.docx

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-4135

http://westracnet/DMS/ControlledDocuments/Alcohol%20and%20Other%20Drugs%20Policy.docx

http://westracnet/DMS/ControlledDocuments/Alcohol%20and%20Other%20Drugs%20Policy.docx

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-8445
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Section D – Additional Site-Specific Requirements (Add any additional documents) 


 Site Mobilisation Booked (if applicable)  Mt Whaleback Newman (FTT-MWB-ADM-0003) 


 Murrin Murrin (FTT-MUR-ADM-0001) (FTT-MUR-SER-
0008) (FTT-MUR-HSEQ-0002) 


 KCGM (FTT-KCGM-HSEQ-0010) (FTT-KCGM-
HSEQ-0006) (WIN-KCGM-HSEQ-0005) 


 Tom Price Branch (FTT-TPR-SER-0002)  Ravensworth (FTT-RAV-SER-0001) 


 Guildford Parts Distribution Centre (FTT-GUI-PTS-0006)  PSG (FTT-WA-PSG-0002) (FTT-WA-PSG-0003) 


 WA Technology Department (Number TBC)  


 
Note – branches and sites with specific requirements should populate the above as required.  
 


Section E – Training Requirements 
Administrator or Supervisor to Complete 


Date 
Completed 


Checked 
by admin 


 Induction Learning Pathway provided   


 Schedule any additional training required specific to site / client requirements or 
employee’s role as per Training Matrix including (but not limited to): 


  


• Hazard Management - Take 5, JHA Training 


• Tagging and Isolations 


• Hazard and Incident Reporting 


• Fatigue Awareness Training 


• ChemAlert for General User 


• Manual Handling Awareness 


 


Section F - Collect Licenses and Certifications (as applicable)  
Administrator Complete 


Date 
Completed 


Checked 
by admin 


 Collect licenses and certificates applicable for role and update training matrix 
  


 
Note – Ensure copies of the training and licences are collected and sent to People & Culture. Any records retained 
must be done so in a secure manner to protect the employee’s privacy.  
 


Section G – Office Use Only 


 Training Matrix Updated 


 Copy of Area Induction Form Sent to People & Culture and Facilities 


 
Note – for post day 1 induction activities please refer to the Post Day 1 Induction Checklist1 (FTT-NAT-HR-0112).   
 
I, the undersigned, acknowledge that I have been inducted on all the requirements:  
 


Employee signature:  


 


Confirmation of Induction  


Inducted by:  Employee Number:  


Position:  Signature:  


 



http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-6171

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-5400

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-5403

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-5403

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-6806

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-4732

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-4277

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-4277

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-5684

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-9544

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-7735

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-2994

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-9369

http://westracnet/DMS/ControlledDocuments/SAUJQW36JXPQ-27-9370
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AREA INDUCTION – ADMINISTRATION / SUPPORT SERVICE 
FUNCTIONS  


 


Name:  
Employee Number (if 


known): 


 


Position:  Date:  


 
The following provides an overview of areas and requirements that a new starter should be exposed to when starting 
in a new administrative function area.  
 


Area Induction Safety Requirements  


 Introduction to Reception  Safety & Life Saving Rules Induction Completed  


 Toilet and Amenities   Safety Hazards in Area 


 Telephone Usage  Evacuation Procedure and Muster Point Location  


 Housekeeping Standards  Incident and Hazard Reporting 


 Provide a Facility Overview  Workers Compensation and Injury management  


 Provide Location Map/s  First Aid Equipment Location  


 Provide Meeting Room Information  Introduction to First Aid Providers in Area 


 Advise Car Parking Options and Location  Introduction to Fire Wardens in the Area 


 Cafeteria/ Meal locations  Introduction to Safety Representatives in Area 


 Overview of the Request for Maintenance Form  Location of Reception Duress Alarm (if applicable) 


  Working Alone Awareness 


 
Note – refer to the On Boarding Checklist (FTT-NAT-XX-XXXX) for other on boarding requirements.  
 
I, the undersigned, acknowledge that I have been inducted on all the requirements:  
 


Employee signature:  


 


Confirmation of Induction  


Inducted by:  Employee Number :  


Position:  Signature:  
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BARRICADING, DEMARCATION AND SIGNAGE POLICY 
 


1 Purpose 
 
The purpose of this policy is to define and communicate the business rules and principles for using barricades, 
associated signs and demarcation used to restrict access to hazardous areas and provide important safety warnings.  
 
The implementation of these business principles and rules will help ensure risks associated with entering potentially 
hazardous areas, breaching barricades or the incorrect use of barricades and signage used as part of Company 
activities will be managed to a level that is As Low as Reasonably Practicable (ALARP). 


 


2 Scope 
 
This Policy applies to all WesTrac employees and contractors at all WesTrac owned or controlled sites.  


3 Policy Statements 


Safety Protection Devices are never removed, bypassed or modified (e.g., guard, interlock or barricade) without 
authorisation – refer to the Life Saving Rule Policy (POL-NAT-HSEQ-0100). The following forms of Safety Protection 
Devices shall be considered when undertaking work where risk that injury may occur due to uncontrolled risks in the 
work area. 
 


3.1 Barricading 


When selecting the type of barricade, the following risk management process, as outlined within AS/NZ ISO 
31000:2009 Risk management – Principles and guidelines, shall be applied.  


Where actual or potential hazards exist within the workplace, barricading, signage and information tags will be used to 
warn and protect employees, contractors, visitors and the public. Barricading may consist of “soft” or “hard” barricade. 
The following situations will require the use of “hard” barricading: 


 


• Drop zones, 


• Excavations and trenches, and 


• Scaffold erection, modification and dismantling. 


3.1.1 Exclusive control zones 


Areas that pose a significant and immediate risk to life and/or the health and safety of employees will be delineated 
and access controlled at all times.  
 
A generally accepted means of controlling these areas can be conducted by establishing Exclusion Zones. These 
zones are controlled by an Exclusive Control Officer (ECO) and access to the zone prohibited to non-authorised 
persons. The ECO would generally be a trained Warden or Manager. 
 
The following conditions will be applied to all exclusive control zones: 
 


• ECO will be appointed to control the zone, 


• ECO will authorise designated personnel to enter the area, 


• ECO will establish a designated single entry point with a gate installed, and 


• Signs will be placed on all sides of the barricaded area indicating work in progress and that there are workers 
above. 
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 Examples where an exclusive control zone may include: a localised chemical spill/release, damaged racking with 
items still stored on the beams or an area where a significant incident has occurred (injury, property damage). 


3.2 Demarcation 


As a minimum, work spaces, tooling and storage areas will be demarcated with the appropriate colour codes as 
required by the Barricading, Demarcation and Signage Procedure (PCD-NAT-HSEQ-0111). 


3.3 Signage 


The selection of the signage required will be determined through risk assessment, and the selection of signage will 
follow the specifications of AS 1319:1994 Safety Signs - Specifications for the Occupational Environment and 
WesTrac’s Barricading, Demarcation and Signage Procedure (PCD-NAT-HSEQ-0111). The following types of areas 
will require signage:  
 


• Hazardous substances and dangerous goods storage areas, 


• Pedestrian and traffic management, 


• Construction worksites (at entry and onsite), 


• Areas where specific PPE is required, 


• Emergency exits, 


• Emergency equipment within buildings and structures, 


• Electrical and mechanical hazardous areas, 


• Confined spaces, and 


• Utilities services (e.g., electrical, gas, water etc.). 
 
Where vehicular or pedestrian traffic present a risk to people, plant, equipment or the environment, signage as 
prescribed within AS 1743:2001 Road Signs, will apply. 
 
Signs used in conjunction with barricading are designated Hazard signs are subdivided into the following: 


 


• Danger signs - Signs warning of a particular hazard or hazardous condition that is likely to be life threatening, 
and 


• Warning signs - Signs warning of a hazard or hazardous condition that is not likely to be life threatening.  


 
AS 1319: 1994 details and specifies design and use standards for safety signs used in the work environment. Safety 
signs are classified by function into groups. Refer to WesTrac’s Barricading, Demarcation, Labeling and Signage 
Procedure (PCD-NAT-HSEQ-0111) as a guide to determine which sign classification best suits your application. 
 
Signage is to be reviewed regularly and irrelevant, extraneous or superseded signage is to be removed.  


3.4 Information Tags 


Information Tags provide information in relation to the works being undertaken, or to the hazard that is present. 
All barricades will be accompanied with Information tags on all sides and at all access/egress points of the barricaded 
area clearly identifying the following details: 
 


• Supervisor contact name, 


• Mobile phone number or radio contact channel (call up), 


• Date of erection, 


• Purpose of the barricade, and 


• Expected completion date of works.  
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 3.5 Training 


• General information on barricading and signage will be provided during the HSEQ Induction Training, and 


• Regular toolbox talks will also be held on barricading and signage at the work sites. 


 
4 Responsibilities 


 


The below outlines key responsibilities for different roles in compliance with this policy. 
 


Managers 


• Ensure that this policy is communicated, implemented and complied with at all areas / departments within 
their scope of responsibility, 


• Provide the resources and training to ensure effective implementation and compliance with this policy. 
 


Supervisors 


• Ensure that they, and all personnel under their supervision, comply with the performance requirements 
outlined within this policy. 


• Ensure that signage, demarcation and barricading in the workplace meets the requirements defined within this 
policy 
 


Tool store Employees 


• Ensure that emergency barricading, signage and kits are in stock and available in the unlikely event of an 
incident requiring an emergency response. 


 
 General Employees 


• Comply with the performance requirements outlined within this policy.  
 


5 Reporting 


 


Emergency events shall be reported to the relevant authority and annotated in the WesTrac Hazard and Incident 
Reporting System in accordance with Hazard and Incident Reporting & Notification Procedure (PCD-NAT-HSEQ-
0107). 


 


6 Further Information  


 


For interpretation and advice refer queries to the HSEQ Systems Business Partner. 


 


7 Accountabilities  


 


Compliance to policy   All Employees and Contractors 


 


Implementation & Review   HSE Manager 


HSEQ Systems Business Partner 


 


Approval of Policy   General Manager – Risk, Safety, Security  


 


Monitoring  WesTrac Management and Internal Audit 
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Interpretation and Advice  HSEQ Systems Business Partner  


 


8 Related Documents  


 


This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0111 Barricading, Demarcation, Labelling & Signage Procedure 


POL-NAT-HSEQ-0004 Hazard and HSE Risk Management Policy 


POL-NAT-HSEQ-0100 Life Saving Rules Policy 


PCD-NAT-HSEQ-0107 Hazard and Incident Reporting & Notification Procedure  


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


AS 1319:1994 Safety signs for the occupational environment. 


AS 1743:2001 Road Signs 


AS/NSZ 4801:2001 Occupational Health and Safety Management Systems 


AS/NZS ISO 31000:2009 Risk Management – Principles and guidelines 


Mines Safety and Inspection Act 
1986 (WA) 


Safety and environmental requirements and responsibilities of mine sites 
regulated under the Departments of Mines and Petroleum, Western Australia 


Occupational Safety and Health Act 
1984 (WA) 


Occupational health and safety requirements and responsibilities within 
Western Australia 


Work Health and Safety Act 2011 
(ACT) 


Workplace health and safety requirements and responsibilities within 
Australian Capital Territory 


Work Health and Safety Act 2011 
(NSW) 


Workplace health and safety requirements and responsibilities within New 
South Wales 


 
9 Definitions and Abbreviations 


 


The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


ECO Exclusive Control Officer 


Safety Protective Device 
Guard, Interlock, barricade or other engineered safety system designed to 
prevent the user from placing themselves in harm’s way when undertaking a 
task in the area or with a device, plant or equipment.  


Hard Barricade 
Provides a solid / rigid barrier that cannot be walked through and is generally 
constructed of scaffold tube, mesh, metal or wooden posts or rails, etc. 


PPE Personal Protective Equipment. 


Soft Barricade 
Delineates an area that has restricted access due to an activity that is 
occurring or warns of a hazard / danger that may exist. The barricade does 
not provide a solid / rigid barrier and can be easily walked through. 


As Low as Reasonably Practicable 
(ALARP) 


A term used in the regulation and management of safety-critical and safety-
involved systems. The ALARP principle is that the residual risk shall be 
reduced as far as reasonably practicable. For a risk to be ALARP, it must be 
possible to demonstrate that the cost involved in reducing the risk further 
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Term Definition 


would be grossly disproportionate to the benefit gained. 


Executive management The roles of the:  


• Chief Executive Officer Australia (CEO) 


• Chief Executive NSW (CE NSW) 


• Chief Executive WA (CE WA) 


• Chief Financial Officer (CFO) 


Functional management Are Executive GMs, General Managers or other role who directly reports to 
the CE NSW or CE WA. 


Supervisory Positions within the business such as Regional/Area/Branch Managers or 
other role charged with the responsibility of an area, department, division, 
project or site. 


Employee The term employee in this Policy refers to any employee. 


Vendor, visitor, contractor or 
individual 


This term refers to those other than employees who may be undertaking work 
on a WesTrac site or may be visiting for professional or personal purposes. 
This is inclusive of volunteers, family members or work experience students. 


 
10 Document Amendment History  


 


Revision Date Description  Prepared By Reviewed By Approved By 


1.0 10.01.2017 New Document Policy created BG MC KB 


      


      


 
 
 





		1 Purpose

		The purpose of this policy is to define and communicate the business rules and principles for using barricades, associated signs and demarcation used to restrict access to hazardous areas and provide important safety warnings.

		The implementation of these business principles and rules will help ensure risks associated with entering potentially hazardous areas, breaching barricades or the incorrect use of barricades and signage used as part of Company activities will be manag...

		2 Scope

		3 Policy Statements

		3.1 Barricading

		When selecting the type of barricade, the following risk management process, as outlined within AS/NZ ISO 31000:2009 Risk management – Principles and guidelines, shall be applied.

		3.1.1 Exclusive control zones



		3.2 Demarcation

		3.3 Signage

		AS 1319: 1994 details and specifies design and use standards for safety signs used in the work environment. Safety signs are classified by function into groups. Refer to WesTrac’s Barricading, Demarcation, Labeling and Signage Procedure (PCD-NAT-HSEQ-...

		Signage is to be reviewed regularly and irrelevant, extraneous or superseded signage is to be removed.



		3.4 Information Tags

		3.5 Training



		4 Responsibilities

		5 Reporting

		6 Further Information

		7 Accountabilities

		8 Related Documents

		9 Definitions and Abbreviations

		10 Document Amendment History






 


PROCEDURE 


Document Number PCD NAT HSEQ 0111 


Next Review Date 6th June 2021 


 Document Owner  GM – Safety, Security, Risk 


  
  


BARRICADING, DEMARCATION, LABELLING & SIGNAGE PROCEDURE Page 1 of 9  


Revision: 5.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


BARRICADING, DEMARCATION, LABELLING AND SIGNAGE 
PROCEDURE 
 


1 Purpose 


To outline the requirements for barricading, demarcation, labelling and signage to ensure that equipment, walkways, 
work spaces, traffic and storage areas are clearly marked; ensuring that signs and notices are placed in an 
appropriate and consistent manner and workers understand them; and to define the requirements for labelling of 
equipment to ensure it is easily identified in the need for operation, isolation and maintenance. 
 


2 Scope 


This Procedure applies to all entities within WesTrac and workers must ensure compliance.  
 


3 Procedure 


3.1 Life Saving Commitment Requirement 


Life Saving Commitments provide clarity on expectations to manage fatal risks and 
prevent someone from being seriously injured or killed. Removing, bypassing or 
modifying a safety protection device potentially has the risk to cause a fatal event and 
as such is one of WesTrac’s Life Saving Commitments. The Safety Protection Devices 
Life Saving Commitment outlines:  
 
I will never remove, bypass or modify a safety protection device (e.g. guard, 
interlock or barricade) without authorisation. 
 
The Safety Protection Devices Life Saving Commitment is non-negotiable and any 
breaches of the commitment will initiate a full investigation process with disciplinary 
action as required. For specific information on Life Saving Commitments refer to the 
Life Saving Commitment Policy (POL-NAT-HSEQ-0100).  
 


3.2 Soft Barricading 


Where actual or potential hazards exist within the workplace, barricade tape must be used to warn and protect 
workers, visitors and the public, against actual or potential hazards. 
 


3.3 Caution Zones 


Caution or warning tape is to be put in place to warn of a hazard or hazardous condition that is not likely to be life-
threatening. 
  
Caution tape may be crossed, but if there is an alternate route around the taped off area, then it should be used by 
those not associated with the specific activity.  
 
Never remove any caution tape without the permission from an authorised member of the crew who is responsible for 
the work being conducted within the taped off area. 
 
Caution tape has a yellow background with black lines with words along the lines of "CAUTION DO NOT ENTER" 
written in black (Optional). The words ”WARNING” is also acceptable. 
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3.4 Danger Zones 


Danger tape is to be put in place to warn of a particular hazard or hazardous condition that is likely to be life-
threatening. 
 
Warning: Danger tape is not to be removed or crossed under any circumstances, without permission from the person 
in control of the taped off area 
 
Danger tape has a red and white background with words along the lines of "DANGER DO NOT ENTER" written in 
black (Optional). 
 
 


 
 
 
 
 
 


 
 
 


3.5 Hard Barricading 


Permanent 


Adequate handrails, guards or fences must be provided on all steps, stairs, elevated walkways and platforms, and on 
any other elevated workplace where there is a risk of injury to workers from falling.  
 
Any ladder on an elevated structure must be enclosed to minimize the risk of falling and be fitted with rest platforms 
within the confines of the enclosure at intervals not exceeding 10 metres; or be fitted with a fall arrest system.  
 
All Scaffolding must be erected, maintained and dismantled as per AS 1576: Scaffolding parts 1 to 4 inclusive. 
 
Every open sided platform, where there is a risk of injury to persons from falling, must be provided with a guard rail 
that meets the requirements of AS 1576: Scaffolding parts 1 to 4 and AS 1657 - Fixed platforms, walkways, stairways 
and ladders – Design, construction and installation. 
 
No person shall remove any part of any permanent handrail, mid rail, platform, kick plate or stairway from any site 
fixed installation without specific prior written approval from the Area Supervisor.  
 


This tape is used to warn of a 
potential hazard inside of an area 


This tape is to be used only where 
an immediate hazard exists inside 


the area 
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3.6 Temporary 


Where temporary handrails are required, they must consist of a top rail, at a height of not less than 900mm and not 
more than 1100mm above the surface being protected, with vertical support posts spaced at intervals not exceeding 
2500mm.  Intermediate railing may also be required.  Minimum size material used for temporary railing must be 
equivalent to 90 x 90mm hardwood timber. 
 


3.7 Guarding 


Any moving machinery which creates a risk of injury to a worker through inadvertent contact must be screened or 
guarded to prevent such contact.  
 
All holes or openings in floors greater than 100mm x 100mm must be protected by a material strong enough to 
prevent persons or things entering or falling through the hole or opening which must be securely fixed to the floor.  
 


3.8 Demarcation 


Work spaces, tooling and storage areas must be demarcated with the appropriate colour codes where required. The 
appropriate demarcation colour codes are listed on Table 1. Paint or heavy duty tape can be used at the discretion of 
the Area Manager. Where paint is used, the appropriate Australian Standard paint code is listed. 
 
A regular inspection of demarcated areas must be maintained, to ensure areas are kept clean and tidy at all times.  
Damaged or deteriorated demarcation lines of floor markings must be reported to your immediate supervisor. 
 


3.9 Walkways 


Design and marking of access ways must ensure that they: 
 


• Follow a logical route and provide access to regularly used facilities, 


• Are clear of obstacles such as doors, open windows and other protrusions, 


• Are defined by a coloured border. 


• Green (G21 Jade) fill with Yellow (Y15 Sunflower) border.  


• The minimum width of walkways must be 600mm, with 75mm borders. 
 


3.10 Emergency Safety Equipment 


• Green (G21 Jade) outline or Green (G21 Jade) fill with Yellow (Y15 Sunflower) 
border.  


• The minimum size demarcation must be 800mm. 
 


3.11 Fire-Fighting Equipment 


• Red (R13 Signal Red) outline or Red (R13 Signal Red) fill with White (N14 White) 
writing “KEEP CLEAR”  


• The minimum size demarcation must be 800mm 


• For firefighting, wall markings Red/White stripes (75 mm wide @ 45 degrees) to a 
height of 1.8 meters on the wall and extending 250 mm either side of the 
extinguisher. Refer Emergency Management Procedure (PCD-NAT-HSEQ-0114). 
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3.12 Potential Hazardous Areas 


• Electrical junction boxes, cranes, jibs and critical parts of equipment that can energise, move, rotate etc., 
must be demarcated with Orange (X15 Orange) outline. 


 


3.13 General Demarcation Outline 


• All aisle markings, traffic areas, equipment locations and internal work areas, Yellow (Y15 Sunflower), 
minimum 50-75mm. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


 
 


3.14 Demarcation Colour Standards 


 


 
Safety Green 


Emergency safety equipment floor markings such as first aid, 
emergency showers / eye wash. (AS 2700 Paint Code G21- Jade) 


 
Safety Red 


Firefighting equipment designated area floor marking. 
(AS 2700 Paint Code R13- Signal Red) 


 
Safety Orange 


Electrical junction boxes, cranes, jibs and critical parts of equipment 
that can energise, move, rotate etc., and cause potential injury or 
damage. (AS 2700 Paint Code X15- Orange) 


 
Yellow 


All aisle markings, traffic areas, equipment locations and internal 
work areas. (AS 2700 Paint Code Y15- Sunflower) 


 
Blue Kanban- Material In-bound. (AS 2700 Paint Code B41- Bluebell) 


 
White Kanban- Material Out-bound. (AS 2700 Paint Code N14- White) 
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Brown 


Containers / Long Term storage areas. (AS 2700 Paint Code X54- 
Brown) 


 
Grey 


Workshop floors- Sealed concrete or painted grey. 
(AS 2700 Paint Code N35-  Light Grey) 


 


3.15 Labelling 


Fixed Plant 


All fixed equipment must be labelled clearly with the name by which the equipment is known. Individual units of a 
number of similar machines must be identified with numbers or letters with one sign for the complete group. 
 
No detailed specification can be given for all applications, but every effort is to be made to standardise wherever 
possible in size, proportion and colour. 
 
Labels must be affixed so that: 
 


• They are clearly visible and can be clearly read within the working area; 


• They are unlikely to be damaged or obliterated, and 


• They are not attached to a machine or part of a machine that is interchangeable; they should be fixed to bed 
plates, steelwork or walls adjacent to the equipment. 


 


3.16 Electrical 


• All portable electrical equipment must be tested and tagged the appropriate colour as per AS 3760. Refer to 
Electrical Equipment Procedure (PCD-NAT-HSEQ-0130) and Safety Colour Coding System – Sign Template 
(FTT-NAT-HSEQ-0150). 


• The standard electrical sign (Electric Shock Risk - triangular yellow background with black border and black 
flash pictogram (AS1319 Safety Signs for the Occupational Environment) must be placed on the front of all 
distribution boards. 


• The voltage of distribution boards must be identified externally on all doors and internally on the panel itself at 
all access points. 


• The electrical switch gear and remote stop/start buttons must be labelled with the same name as that on the 
equipment it serves. 


• All circuit breakers inside a distribution board must be labelled with the number and circuit description of the 
outlet systems being fed. 


• All 240v socket outlets and switches in workshops, plants and offices must be clearly labelled so as to be 
clearly identifiable in the distribution board. 


• All distribution board circuit breakers, socket outlets, switch gear and lighting circuits must be labelled. 


• Labelling of all electrical equipment must be legible and indelible in accord with AS 3000: 2000 Electrical 
Installations. 
 


3.17 Valves and Pipelines 


• All pipelines must be colour coded in accordance with the Australian Standard AS 1345 (refer to Colour 
Coding – Plant and Pipelines) 


• All critical valves must be clearly labelled as to their purpose. 


• Direction arrows indicating direction of flow must be painted or affixed to the pipe next to each valve. 
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3.18 Electrical Crane Isolators 


• A pictogram for indicating the location of crane isolators must be erected at a suitable height, clearly visible 
and free from obstruction, in line with the isolators. 


• The pictogram consists of a white arrow on an orange background with a green border (440 mm square). 
Directly beneath the pictogram an information sign (white on green background) must be affixed, worded 
“Crane Isolator“ (200mm x 440 mm). 


 


3.19 Notices & Signs 


Signs must conform to AS 1319 - Safety signs for the occupational environment. Guidance in selecting the appropriate 
sign for particular applications may be obtained from AS 2342 - Development, testing and implementation of 
information and safety symbols and symbolic signs. 
 
Safety signs are classified and shall be used according to their function as follows: 
 


• Regulatory signs - Signs containing instructions with which failure to comply constitutes either an offence at 
law, or a breach of standing orders, safety procedures or other directions, depending on which kind of control 
has been imposed at the work site or workplace. They are subdivided as follows: 


• Prohibition signs - Signs that indicate that an action or activity is not permitted. 


• Mandatory signs - Signs that indicate that an instruction must be carried out. 


• Limitation or restriction signs- Signs that place a numerical or other defined limit on an activity or use of a 
facility. 


 
Note: No limitation or restriction signs are given in this Standard. However, the commonly used speed limit signs (see 
AS 1742.1:2003, Sign No. R4-1) will often be encountered in the workplace. 
 


3.20 Regulatory Signs 


Divided into three types of signs as follows: 
 


• Prohibition signs indicate that an action or activity is not permitted 


• Mandatory signs indicate that an instruction must be carried out 


• Limitation or Restriction signs place a numerical or other defined limit on an activity or use of a facility 
 
 
 
 
 
 
 
 


   
 
 
 
 
 


3.21 Hazard Signs 


Signs advising of hazards are subdivided as follows: 
 


• Danger signs - Signs warning of a particular hazard or hazardous condition that is likely to be life-threatening. 


• Warning signs - Signs warning of a hazard or hazardous condition that is not likely to be life-threatening. 
 


Limitation/Restriction Sign  Mandatory Sign  Prohibition Sign  
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Note: The term caution used in earlier editions of this Procedure has now been replaced by the term warning (see 
Preface). The two terms are regarded as being interchangeable. 
 
 
 
 
 
 
 
 
 
 
 
 


3.22 Emergency Information Signs  


Signs indicating the location of, or direction to, emergency related facilities such as exits, safety equipment or first aid 
facilities.  
 
 
 
 
 
 
 
 
 


3.23 Fire Signs  


Signs that advise of the location of fire alarms and fire-fighting facilities. For further information and details refer to AS 
1318 – SAA Industrial safety colour code.  
 
  
 
 
 
 
 
 
 


4 Accountabilities 


The below outlines key accountabilities for different roles in compliance with this procedure:  
 
Area Manager: 


• Ensure that floors and walkways are marked, either by having the whole floor area painted in accordance with 
the standard or, as a minimum, painting appropriately coloured demarcation lines 


• Ensure compliance with this procedure and enforce where required 


• Ensure that conformity is maintained regarding standards applicable to labels, their method to display and 
position within their department  


 
Area Supervisor: 


• Ensure that within their section, all switches, isolators and valves are clearly labelled and identified correctly 


• Maintain demarcation lines so that they are always clearly visible 


• Ensure that all workers are trained to know and recognise the standard safety sign symbols 


• Ensure that standardised signs are positioned where required 


Danger Sign  Warning / Caution Sign  


Emergency Sign  


Fire Sign  
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• Ensure that examples of safety sign symbols are prominently displayed in their sections as memory aids and 
for training and information purposes 


• Maintain all safety signs to ensure they are legible at all times 
 
All Workers: 


• Must comply with this procedure at all times 


• Remain within the boundaries of access ways when moving about; and  


• Store items in designated storage areas only 
 


5 Reporting 


Monitoring for compliance to this procedure will be completed through Inductions (WesTrac, New Starter and Work 
Area), Safety Interactions, Safety Audits, Workplace Inspections, and through Contractor Management. 
 


6 Further Information 


All workers who require further information or require clarification or any information contained in this Procedure 
should contact their Health & Safety Business Partner. 
 


7 Accountabilities 


Compliance to Procedure  All Workers 
 
Implementation & Review   Westrac Management 
     
Approval of Procedure   GM – Safety, Risk and Security 
      
Monitoring     WesTrac Management 
 
Interpretation and Advice  HSE Business Partners 
 


8 Related Documents 


 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms): 
 


Document Number Title 


PCD-NAT-HSEQ-0130 Electrical Equipment Procedure 


FTT-NAT-HSEQ-0150  Safety Colour Coding System – Sign Template 


PCD-NAT-HSEQ-0114 Emergency Management Procedure 


 
This Procedure should be read in conjunction with the following external documents (i.e. standards, codes of practice, 
legislation): 
 


Jurisdiction Document 


WA Mines Safety & Inspection Regulations (1995) 


WA Occupational Safety & Health Regulations (1996) 


ACT Work Health & Safety Regulations (2011) 


NSW Work Health & Safety Regulations (2011) 


ACT Work Health & Safety Regulations (2011) 


NSW Coal Mines (Health & Safety) Regulations (2006) 


NSW/ACT Mine Health & Safety Regulations (2007) 


National AS 1319 - Safety signs for the Occupational Environment 
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Jurisdiction Document 


National AS 2342 - Development, testing and implementation of information and safety symbols and 
symbolic signs. 


National AS 1318 - Use of colour for the marking of physical hazards and the identification of certain 
equipment in industry (SAA Industrial Safety Colour Code). 


National AS 1742 - Manual of uniform traffic control devices. 


National AS 1743 - Road signs and specifications. 


National AS 3000 - Electrical installations (Australian/New Zealand Wiring Rules)   


National AS 3760 - In-service safety inspection and testing of electrical equipment  


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Worker Refers to any person that carries out work in any capacity for Westrac.  A 
worker includes; direct employees, contractors, subcontractors, labour hire, 
apprentices or trainees and volunteers. 
 


 


10 Document Amendment History  


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 27/05/13 
Procedure transferred into new format, and 
merged, photos added, hard barricading added, 
danger/caution zones added 


BM MC DP 


2.0 16/01/14 Included Life Saving Rule BM MC MC 


3.0 7/7/14 
Added info to 6.3 about markings behind fire 
extinguishers, and removed references to sign 
legends from section 8 


JT/BM MC GH/BG 


4.0 14/09/16 


Updated formatting and removed table of 
content from the first page of the Procedure. 
Michael McCarthy also updated content to 
correct the following:  I have identified an error 
in our Barricading, Demarcation, Labelling and 
Signage procedure in section” 7.2 Electrical.”  I 
have highlighted some very minor changes in 
grey and deleted a reference to AS3000. Also 
Updated the review date 


MM/LG BG BG/GH 


5.0 28/05/2019 


Changed Life Saving Rules to Life Saving 
Commitments. 
Changed employee to worker and added worker 
definition. 
Updated template 


LD LD KB 


 



http://westracnet/DMS/ControlledDocuments/Barricading,%20Demarcation,%20Labelling%20and%20Signage.docx

http://westracnet/DMS/ControlledDocuments/Barricading,%20Demarcation,%20Labelling%20and%20Signage.docx
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BULLYING, HARASSMENT AND DISCRIMINATION POLICY 
 


1 Purpose 
 
WesTrac is committed to providing a work environment that is free from discrimination, harassment, bullying, 
victimisation and other inappropriate behaviour. To this end, WesTrac is committed to eliminating discriminatory 
practices as well as introducing measures which allow all Team Members equal opportunities in employment. 
 
This Policy outlines the minimum standards of behaviour required to foster a workplace where people treat each other 
with dignity and respect.  
 
Maintaining a workplace where people treat each other with dignity and respect is the shared responsibility of all 
WesTrac Team Members, Visitors and Contractors. Any conduct deemed to be in breach of this Policy may, in 
accordance with WesTrac’s legal obligations, result in disciplinary action up to and including termination of 
employment. 
 
Complaints about any behaviours prohibited in this policy can be lodged under the Grievance Resolution Procedure or 
Whistleblowing Policy (as appropriate) and may be investigated in accordance with the Formal Investigation 
Procedure as appropriate.  
 


2 Scope 
 
This Policy applies to all WesTrac Team Members and Contractors. It extends to work-related and non-work-related 
electronic communications.  
 
This Policy applies to all aspects of employment including recruitment, remuneration, promotion, transfer, terms and 
conditions of employment, benefits and opportunities associated with employment, training and staff development, 
performance assessments and termination of employment. 
 


3 Policy Statements  
 
All Team Members have a responsibility to: 


• respect cultural and social differences among our workmates and customers; 


• treat people fairly – recognise and respect skills and talents of others; and 


• act to prevent harassment, bullying and discrimination against others. 
 


To this end, Team Members must not engage in the behaviours detailed within this policy. Team Members have a 
duty of care to report any conduct that may constitute those behaviours in accordance with the Grievance Resolution 
Procedure or Whistleblower Protection Policy (as appropriate) as soon as they become aware of it. 
 


3.1 Discrimination 
 
Discrimination is any practice that makes a distinction between individuals, or groups of individuals, on unlawful 
grounds in a way that treats some less favourably than others.  
 
However, decisions based on the inherent requirements of a Team Member's position do not constitute unlawful 
discrimination. 
 
3.1.1 Grounds for Discrimination 
 
Discrimination on any of the following grounds is illegal under State and/ or Federal law: 
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• Age  


• Descent  


• State of being childless 


• Gender  


• Nationality  


• De-facto relationships 


• Race  


• Marital status  


• Family responsibilities 


• Colour  


• Sexual preference  


• Pregnancy 


• National/ ethnic origin  


• Being a parent  


• Breastfeeding 


• Religious belief/activity  


• Political belief/activity  


• Trade union activity/non-activity 


• Medical record 


• Criminal record/spent convictions 


• Disability 


• Transsexuality/transgender 


• Association (i.e. association with a person who has one or more of the attributes for which discrimination is 
prohibited) 
 


3.1.2 How discrimination occurs 
 
Discrimination occurs when someone is treated unfavourably because they have, or it is assumed they have, a 
personal characteristic, have had a characteristic in the past, may have a characteristic in the future or because they 
have an association with someone who has one of these characteristics. An example is treating someone 
unfavourably because they are the parent of a child with a disability. 
 
3.1.3 Direct and indirect discrimination 
 
Discrimination can be direct or indirect.  
 
Direct discrimination occurs where a person is treated less favourably than another person in the same or similar 
circumstances because of, or for, reasons that include any of the unlawful grounds listed above. 
 
Indirect discrimination is often less obvious than direct discrimination. It occurs when a requirement, condition or 
practice is imposed which applies to everyone and seems fair, but under which a higher proportion of people with an 
attribute linked to one of the unlawful grounds listed above are disadvantaged as a result of the requirement, condition 
or practice. If the requirement, condition or practice is not reasonable in the circumstances, this may be indirect 
discrimination.  
 
The relevant legislation also provides for exemptions and exceptions to conduct that would otherwise be unlawful.  
 
For example: 


• Where there are inherent requirements of a particular job; and  


• Where it would cause unjustifiable hardship. 
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3.2 Harassment 
 
Harassment is any form of verbal or physical behaviour, which is uninvited, unreciprocated, unwelcome and 
personally offensive to the recipient and creates an intimidating, hostile or offensive work environment. 
 
3.2.1 Grounds for Harassment 
 
Harassment can involve unwelcome and offensive behaviour that relates to grounds listed in clause 3.1.1 above.   
 
Harassment can take many forms and can be explained as any conduct that is unwanted, unreasonable and offensive 
to the recipient whether intended or not. It may be verbal, physical or visual and may include, but is not limited to: 
 


• threats; 


• offensive or inappropriate signals or actions; 


• abuse; 


• intimidation; 


• physical contact ranging from touching to serious assault; 


• horseplay and practical jokes; 


• behaviour that is humiliating;  


• offensive written messages or telecommunications - e.g. telephone, email; or 


• unwelcome social media contact – e.g. Comments or constant request to “friend”. 
 
Under no circumstances may offensive, discriminatory, sexist material be displayed on, or within, WesTrac property 
including vehicles. Line Managers have a responsibility to ensure such material is not introduced into the workplace. 
 
3.2.2 Sexual Harassment 
 
Sexual harassment is a form of unlawful harassment. 
 
Sexual harassment is unacceptable behaviour or conduct of a sexual nature, where a reasonable person having 
regard to all the circumstances would expect that the person would have been offended, humiliated or intimidated. 
Sexual harassment can take many different forms and includes but is not limited to: 
 


• Pressure or demands for dates or sexual favours; 


• Unnecessary familiarity - for example, invading their personal space, staring at a person, unwelcome personal 
based questions or conversations; 


• Unwanted physical contact - for example, brushing up against, touching or fondling; 


• Sexually explicit conversations, sexual based jokes or innuendo; 


• Offensive telephone calls; 


• Offensive sexual gestures; 


• Unwelcome comments or questions about a person's sex life; 


• Display, circulation of sexual material, including jokes, magazines, posters, screen savers, internet material or 
pictures; 


• Sending email or text messages which contain sexual content or tone; 


• Sexual assault; or 


• Indecent exposure. 
 
Sexual harassment is against the law, including under the Commonwealth Sex Discrimination Act 1984 and State 
legislation, and may result in a matter being referred to relevant authorities. Some forms of sexual harassment 
constitute criminal behaviour and may be treated as a criminal offence.  
 
WesTrac may consider that behaviour is in breach of this Policy even if no person comes forward to raise a complaint. 
For example, viewing pornography or sexually explicit images on a work computer or work phone.  
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Conduct which is welcome or consensual is not unlawful, and friendships (sexual or otherwise) which develop 
between Team Members who meet at work are generally a private concern. However, consent must be actively given. 
This means that circumstances where open objection is not given, but consent is not actively given (for example, 
because the Team Member is uncomfortable, embarrassed or scared to object openly) may be unlawful harassment.  
 
In addition, all Team Members must avoid any conflict of interest as a result of any workplace relationship, including 
but not limited to any favourable treatment. Any relationship or conduct which gives rise to a conflict of interest, or a 
perceived or potential conflict of interest, must be disclosed to the Team Member’s Line Manager and the appropriate 
People & Culture representative immediately.  
 
Any personal friendships that develop should not adversely impact on a Team Member's responsibilities to do their 
work or on the performance or productivity of co-workers. Refer to the WesTrac Code of Conduct for further 
information on Relationships within WesTrac and Conflicts of Interest. 
 
Team Members should take great care before engaging in conduct they believe to be welcome. Some Team Members 
may not feel comfortable telling another Team Member their behaviour is offending them. It is every Team Member’s 
responsibility to ensure they do not engage in conduct which is not welcome. If any of the above behaviours are 
unwelcome and cause the Team Member to whom it is directed to feel offended, humiliated or intimidated, then that 
may constitute sexual harassment - regardless of the other Team Member’s intentions. 
 
Conduct which is welcome may not be appropriate in the workplace. Team Members should speak to their manager or 
a People & Culture representative if they are unsure whether any conduct is in breach of this policy and or the 
WesTrac Code of Conduct.  
 
3.2.3 Racial Harassment 
 
Racial harassment is unacceptable behaviour or conduct based on a person’s race, nationality, colour or ethnic origin. 
 
Racial harassment can take many different forms and includes, but is not limited to: 


• Racial jokes or insinuations; 


• Offensive statements; 


• Unacceptable comments or questions about a person’s race; and/ or 


• The display or circulation of material that is offensive and of a racial nature. 
 


3.3 Bullying 
 
Workplace bullying is repeated unreasonable behaviour directed towards an individual or group that creates a risk to 
health and safety. 
 
Repeated behaviour refers to the repeated nature of the behaviour (ie – more than once) and can involve a range of 
behaviours over time. Behaviour that is bullying may also constitute discrimination.  
 
Unreasonable behaviour means behaviour that a reasonable person, having regard to all the circumstances, would 
see as unreasonable, including behaviour that victimises, humiliates, intimidates or threatens. 
 
A single incident of unreasonable behaviour is not considered to be workplace bullying; however it may still be 
investigated and could be considered harassment. 
 
Bullying may also occur at the same time as unlawful discrimination or harassment (including sexual harassment) and 
may also be a breach of work health and safety laws. 
 
3.3.1 Types of Bullying 
 
The following types of behaviour, whether intentional or unintentional, may be considered to be workplace bullying if 
they are repeated, unreasonable and create a risk to health and safety: 
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• Abusive, insulting or offensive language; 


• Behaviour or language that frightens, humiliates, belittles or degrades, including feedback or criticism that is 
delivered inappropriately, e.g. with a raised voice/ yelling or towards a Team Member in front of others; 


• Teasing or making someone the brunt of practical jokes;  


• Unrealistic over-checking of work outside of agreed parameters; 


• Derogatory comments; 


• Always being given the menial or unpleasant tasks to do; 


• Being singled out; 


• The silent treatment leading to limited direction; 


• Being put down in front of others; 


• Inappropriate comments about someone’s physical characteristics; 


• Changing work arrangements to deliberately inconvenience a particular Team Member or Team Members;  


• Displaying material that is degrading or offensive;  


• Excluding, isolating or marginalising someone from work activities; 


• Denying access to information, supervision, consultation or resources to the detriment of the Team Member; 


• Social networking media postings which cause hurt or embarrassment; 


• Intentionally setting unreasonable timelines or constantly changing deadlines; 


• Intentionally setting tasks that are unreasonably below or beyond a person's skill level; 


• Spreading gossip, rumours and innuendo of a malicious nature; 


• Unjustified criticism or complaints.  
 
Other types of behaviour may also constitute bullying. Bullying can be carried out in a variety of ways, including 
through email or text messaging, the internet or social media channels. It can be directed at a single Team Member or 
a group of Team Members and be carried out by one or more persons.  
 
3.3.2 Behaviour that does not constitute bullying 
 
Reasonable management action carried out lawfully, and in a reasonable manner, is not bullying. 
 
Examples of reasonable management action includes, but is not limited to: 


• Setting reasonable performance goals, standards and deadlines; 


• Rostering and allocating working hours where the requirements are reasonable; 


• Transferring a Team Member for operational reasons; 


• Informing a Team Member about not performing in their duties or inappropriate behaviour in an objective and 
confidential way; 


• Implementing organisational changes or restructuring; and 


• Taking disciplinary action, including suspension or terminating employment. 
 
In addition, differences of opinion and disagreements, held appropriately, are not considered workplace bullying. 
People can have disagreements in the workplace without engaging in repeated, unreasonable behaviour that creates 
a risk to health and safety. 
 
WesTrac has a legal right to direct and control how work is performed and to oversee the flow of that work. 
Supervisors and managers have a responsibility to monitor the conduct of Team Members and to provide reasonable 
feedback in relation to the Team Member's performance. 
 


3.4 Victimisation 
 
Victimisation means subjecting a person to some form of disadvantage because he or she has lodged a complaint or 
commenced proceedings, proposes to make or bring a complaint or proceedings, helped someone else make or bring 
a complaint or proceedings, given evidence or information in connection with a complaint or refused to do something 
because it would be a breach of a policy or this Policy, including these Guidelines. 
 
Victimisation is against the law and is prohibited under this Policy. Examples of victimisation include: 







 


POLICY 


Document Number POL NAT HR 0004 


Next Review Date 15th May 2022 


 Document Owner  GM – People and Culture 


  
 


BULLYING, HARASSMENT AND DISCRIMINATION POLICY  Page 6 of 8  
Revision: 2.0  Confidential Level: Green  
 


This Policy cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


• Excluding a Team Member from a group activity because they made a complaint of discrimination, sexual 
harassment or victimisation against another member of that group; 


• Hazing of apprentices; or 


• Refusing to promote a Team Member who was involved as a witness in a complaint of unlawful harassment 
against a manager. 
 


Any Team Member who brings a complaint of unlawful discrimination, unlawful harassment, bullying or victimisation in 
good faith should not be subject to detriment in relation to his or her employment as a result of the complaint. 
 
WesTrac will not tolerate any attempt to retaliate against another Team Member for bringing a complaint of 
harassment or discrimination in good faith. Similarly, WesTrac will not retaliate against anyone for cooperating or 
participating in an investigation of alleged harassment or discrimination and will not tolerate attempts at such 
retaliation from its Team Members. 
 
Victimisation may lead to disciplinary action, up to and including termination of employment. 
 


3.5 Unlawful Vilification 
 
Unlawful vilification occurs when a person, by public act, threatens physical harm towards any person or group or their 
property or incites hatred towards, serious contempt for or severe ridicule of a person or a group of persons on 
grounds including that person's or group's race, religion, sexual orientation, HIV/AIDS status or transgender identity. 
 
Vilification is against the law and is prohibited under this Policy. 
 


3.6 Malicious Intent and Vexatious Claims 
 
Malicious intent is when a person intentionally creates rumours or gossip about another party, intentionally distressing 
a Team Member or making false or vexatious complaints about another Team Member or individual. 
 
Team Members who are found to abuse this Policy by making false, vexatious or malicious complaints about another 
individual will be in breach of this Policy and the WesTrac Code of Conduct. They face disciplinary action up to and 
including termination of employment or summary dismissal. 
 


3.7 Complaints and Breaches 
 
Any alleged breaches of this policy will be taken seriously by WesTrac. The Grievance Resolution Procedure outlines 
the process and protocols for managing everyday complaints about breaches to WesTrac Policy.  
 
Breaches and complaints of a serious or unlawful nature should be reported under the Whistleblower Policy and will 
be investigated accordingly.  
 
The People & Culture team can provide guidance as to the appropriate process. Any Team Member who is found to 
be in breach of this Policy will be disciplined. This may include termination of employment. 
 


4 Responsibilities 
 
All WesTrac Team Members  Ensure that behaviours in outlined in this Policy do not occur, and report any 


of these behaviours as soon as they become aware of the behaviour.  
 
WesTrac Managers and Supervisors Ensure all complaints are managed and investigated appropriately. Role 


model appropriate behaviours in line with this Policy.  
 
Executive Management Ensure every aspect of this Policy is relevant for the business, reflected in 


procedures and implemented and adhered to. 
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5 Reporting 
 


Monitoring and reporting of compliance to this Policy will occur through the People and Culture team.  
 


6 Further Information 
 


WesTrac has a number of related Policies and Procedures that should be read in conjunction with the Bullying, 
Harassment and Discrimination Policy and are outlined below. All Individuals who require further information or need 
clarification of anything contained in this Policy should contact their Leader or People & Culture representative.  
 


7 Accountabilities 
 
Compliance to Policy   All Team Members and Contractors 
 
Implementation & Review   General Manager - People and Culture 
     
Approval of Policy   General Manager – People and Culture 
      
Monitoring     People and Culture 
 
Interpretation and Advice  People and Culture Business Partners and Advisors. 
 


8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 


 


Document Number Title 


POL-NAT-HR-0008 Grievance Resolution Procedure (Previously the Team Member 
Resolution Procedure) 


POL-NAT-HR-0003 Counselling and Disciplinary Policy  


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 


 


Title Description  


 Appropriate State and Federal laws, awards and agreements 


Equal Employment Opportunity Act 
(1984) 


Equal Employment Opportunity Act (1984) 


 


9 Definitions and Abbreviations 
 


The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


 Refer to People and Culture Glossary available on the intranet  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed By 


Approved 
By 


1.0 16.04.13 DMS-transfer to new template RV MC RG 
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Revision Date Description  
Prepared 


By 
Reviewed By 


Approved 
By 


2.0 01.06.20 
Full review of policy.  Update wording 
throughout to incorporate former Workplace 
Bullying Procedure 


RP 


 
RH/TE/SF/AC/ 


RH/KB/GB 
 


TE 
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COMPLETING WESTRAC INDUCTIONS ONLINE 
 


This work instruction outlines the specific steps that workers and visitors are required to follow to access and complete 
the WesTrac Inductions online. 


WESTERN AUSTRALIA 


WesTrac Operations 
Employees 
(Including WesTrac 
Labour Hire) 


Operations Contractor WesTrac Administration 
Employee 


Administration 
Contractor 


Safety for All Safety for All Safety for All Safety for All 


Safety for Operations Safety for Operations  Life Saving Commitments 


Life Saving 
Commitments 


Life Saving Commitments Life Saving Commitments 
 


CPS  CPS  


Preventing Hand & 
Finger Injuries 


 Preventing Hand & Finger 
Injuries 


 


Chain of Responsibility  Chain of Responsibility  


Damaging Energy, JHA, 
Take 5 


   


Dangerous Goods 
Awareness (Managers 
Discretion) 


 
Dangerous Goods Awareness 
(Managers Discretion) 


 


Fatigue Management    


Fibrous Materials    


Hazardous Tyre 
Identification 
Awareness (Field 
Service & Workshop 
Employees) 


Customer Experience 
(CX) training program 


 


Customer Experience (CX) 
training program 
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NEW SOUTH WALES 


 


WesTrac Operations 
Employees (Including 
WesTrac Labour Hire) 


Operations Contractor WesTrac Administration 
Employee 


Administration 
Contractor 


Safety for All  Safety for All Safety for All Safety for All 


Safety for Operations Safety for Operations Safety for Operations Life Saving Commitments 


Life Saving Commitments Life Saving Commitments Life Saving Commitments  


CPS  CPS  


Preventing Hand & Finger 
Injuries 


 Preventing Hand & Finger 
Injuries 


 


Chain of Responsibility  Chain of Responsibility  


Damaging Energy, JHA, 
Take 5 


 Damaging Energy, JHA, 
Take 5 


 


Dangerous Goods 
Awareness (Team 
members that work with, or 
near, Dangerous Goods 
and managers with DG in 
their areas of responsibility) 


 
Light Vehicle & Safety 
Driving Instruction (For 
employees that drive a 
vehicle as part of their work 
duties) 


 


Fatigue Management    


Hazardous Tyre 
Identification Awareness 
(Field Service & Workshop 
Employees that work with 
Tyres) 


   


Light Vehicle & Safety 
Driving Instruction (For 
employees that drive a 
vehicle as part of their work 
duties) 


Customer Experience (CX) 
training program 


 


Customer Experience (CX) 
training program 
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Use the below information to determine your Employee Type: 
 


 


After the successful completion of the required inductions that permit you to work on a WesTrac owned and/or operated 
worksite you will be issued with a WesTrac security pass/swipe card. 


Before commencement on any WesTrac site, you will be required to contact your WesTrac Representative and 
complete a further area specific induction as required.  


To Access the WesTrac HSEQ Online Inductions: 


1. In your internet browser go to https://westrac.mobilise-me.com/ - this can also be found under the Quick Links on 
the WesTrac Home Intranet Page. 


2. Click on ‘Create Account” if this is your first WesTrac online induction. Otherwise enter your username and 
password to enter your account. 


*Note: Please do not create a new account if you already have one in the system. Use the “Need help logging in” 
section if you are unsure. 


 
  



https://westrac.mobilise-me.com/
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3. Complete or update User Information and click submit. 


 
 


4. Complete or update Site Access Information and click submit. 
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5. Complete Acknowledgement section by ticking all the boxes and click submit. 
 


 
 
6. The Mandatory Induction Requirements page will appear with the Inductions you need to complete before coming 


to site. Click on the image to launch the module. 
 


 


*Note: Safety for All and Safety for Operations expire every 2 years. All other inductions do not expire. 


7. All assessments in the module need to be completed. 


A maximum of 3 attempts per question is permitted. If after 3 attempts you are still not successful a review of the 
relevant chapter is required.  


Failing an assessment 3 times will lock your account, and you will need to email hseqadmin@westrac.com.au to 
have it unlocked to proceed. 


 
 
 
 



mailto:hseqadmin@westrac.com.au
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At the Completion of your Induction: 


Print a copy of your certificate and email it to SMB-SecurityAccessWA@westrac.com.au  if you require a security pass 
and attach a passport sized photo (maximum 2mb) (WA Only). If you don’t require a security pass take a copy of the 
certificate to the WesTrac location. 


 



mailto:SMB-SecurityAccessWA@westrac.com.au
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CONTRACTOR MANAGEMENT PROCEDURE  
 


1 Purpose 
 
The purpose of this procedure is to ensure that all Contractors conducting work on any WesTrac site or area of 
operation: 
 


• Have the appropriate pre-qualification to the assigned scope of work, have been assessed and approved to 
do work with WesTrac, and on WesTrac sites; 


• Have had their personnel onboarded to demonstrate capability through their qualifications to execute assigned 
work safely and effectively; 


• Have attended the required safety inductions and/or safety training courses; 


• Work in accordance with all WesTrac safety policies and procedures; 


• Work in accordance with requirements as prescribed by the WA Occupational Safety and Health Act 1984, the 
NSW/ACT WHS Act and the Mines Safety and Inspection Act 1994; 


 


2 Scope 
 
All WesTrac Employees and Contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction.  
 


3 Procedure 
 
The WesTrac Contractor Management procedure has ten (10) key areas which all need to be considered when 
engaging Vendors to complete contract works on behalf of WesTrac. The following areas have been established to 
ensure an acceptable level commercial/task base risk is being managed. It also provides mechanisms to recognise 
and improve the system over time. (Refer section 3.8).  These 10 areas are outlined in 3.1 through 3.10.     


 


3.1 Vendor Selection  
 
A Vendor needs to be Pre-Qualified to be approved to work on a WesTrac site.  
 
Approved Vendors will be setup in WesTrac’s OnTrac system. Operational departments will select Vendor and 
Contractor personnel based on the following: 


• The Vendor is created in OnTrac and is therefore pre-qualified to engage in works 


• Contractor personnel are listed in OnTrac.  


o Where the Contractor company personnel are not listed, the operational department will notify both 


the Vendor and the WesTrac Procurement Team (WPT) of the issue and the WPT is organise the 


On-boarding of the Contractor 


• The Vendor listed in OnTrac has the appropriate Scopes of Work (SOW).  


o The SOW’s are a general description of the work types that need to be completed at WesTrac 


providing clarity in the pre-requisites. Refer Scopes of Work Classifications on DMS, or the WesTrac 


web page - Working-with-WesTrac 


Operational departments may request new Vendors or scope of works be added to existing Vendors as and when 


required to meet operational requirements. 


Should a new Vendor be required to be to setup in OnTrac, or a change to the SOW be required, a New Vendor 
request must be raised to enable the WPT to process and track timeliness of setup. A Vendor Request Form 
located on the Procurement Team site will be completed by the requester, and actioned by the WPT. 



https://www.westrac.com.au/company/working-with-westrac

https://app.smartsheet.com/b/form/22a619c7cee54d659d5bae063cec4068
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3.2 Pre-qualification 
 


Pre-qualification of a vendor refers to the evaluation of new and sometimes existing companies, to establish an 
appropriate commercial and capability risk profile so as not to expose WesTrac to undue or unnecessary risk. 


The WPT have the accountability to assess and setup for approved use. Selection assessment and evaluation is 


completed in line with WesTrac Procurement policies and suitability for the Scope of work (below). The following (but 


not limited) criteria will be considered by the WPT for Vendor suitability: 


• Business support and strategic fit; 


• Cost optimisation and risk management for the scope; 


• Commercial competitiveness; 


• Quality. 
 
The Vendor selection criteria will be collected, verified and approved resulting in the Vendor becoming an “Competent 
Contractor” PRIOR to proceeding with any works on a WesTrac site. Once the evaluation has been completed and the 
Vendor is approved this will be recorded in OnTrac. 
 
In some cases, the Vendor requested may have a risk profile unacceptable to the business and an alternative Vendor 
maybe required to carry out the scopes of work. In this case alternatives will be considered with appropriate 
communication with the requesting operational team to utilise a new Vendor or existing Vendor with an expanded 
scope of work.   
 
The system of maintaining the records and reminders to companies will be identified, managed and maintained by the 
WPT as a central service to the business. Records will be made depending on the Vendor criteria.  
 


3.3 Commitment – Purchase Order 
 
WesTrac employees raising purchase orders for work to be performed by Contractors are to ensure that; 


• The Vendor is Pre-Qualified and setup in OnTrac; 


• Purchase Order raised as per the standard procedure; 


• Convert Purchase Requisition to a Purchase Order (WIN-NAT-PRC-0005). 
 
Approved Pre-Qualified companies will be setup in OnTrac and SAP. Any Vendors that are not yet Pre-qualified or fail 
to meet any of WesTrac’s requirements will be de-activated in SAP by the WPT Department. They will not be 
reactivated until all Pre-qualification and Scope of work requirements are met. 
 


3.4 Onboarding - Engaging Contractor Personnel  
 
As part of the pre-qualification in section 3.2, the WPT will request that personnel who will work at WesTrac sites 
provide appropriate qualifications and/or some demonstration of competency. This is firstly done at the time of pre-
qualification based on scope of work skills and competencies required to carry out works.  
 
The Contractor is to complete the relevant inductions and On-boarding forms prior to starting work. This is to inform 
the Contractor of their requirements when working with WesTrac. 
 


Induction Requirements 
 
All Contractors are required to participate in WesTrac’s mandatory safety induction program. This mandatory program 
consists of a series of eLearning modules addressing workplace health and safety and compliance related topics.  
 


1. Safety for All; provides an overview of the business and safety expectations. Completion of this induction 
means the contractor is only authorized to access administration buildings.  


2. Safety for Operations; allows employees access into operational work areas.  


3. Life Saving Commitments; WesTrac has 10 Life Saving Commitments. This induction program provides all 
contractors an overview of the Life Saving Commitments program. 



https://westrac4.sharepoint.com/sites/DMS/ControlledDocuments/Procurement%20-%20Confidential/Convert%20a%20Purchase%20Requisition%20to%20a%20Purchase%20Order.docx?d=wf5f7c71b20654979b7c99a66b2a133f5
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The HSEQ “Safety for All” and “Safety for Operations” Inductions expire every two years and all contractors must 
complete the HSEQ Refresher Induction before the two-year expiry date. Upon the two-year expiry period, the worker 
cannot perform work on any WesTrac site, and their security access will be de-activated within their OnTrac profile.   
 
The Contractor personnel may be allowed on site without prior inductions or onboarding, however, the 
Contractor/Vendor is required to provide the WesTrac supervisor with a copy of the individuals Trade Certificates, 
relevant high-risk work licence(s) and any other relevant qualifications. It is the Contractor company’s responsibility to 
ensure the qualification is credible.  
 
An approved site administrator will have the appropriate access levels to update the Contractor records in OnTrac, 
however, it is strongly recommended that all changes to Contractor records are completed by the WPT department. 
 
If it is deemed that the job is urgent, and there is no time to complete any of the above Induction requirements prior to 
starting work, then this is called Business Critical. Approval to use the un-inducted Contractor is required by a General 
Manager prior to starting work. The un-inducted Contractor is also required to be 100% supervised during their time 
on site.  
 
Selection of the Business Critical field in the Contractor Permit to Work (CPTW) in OnTrac will allow you to enter the 
relevant details. The CPTW will also trigger an email to your Manager notifying them of the Business-Critical Situation.  
 


3.5 Work Planning Validation 
 
Work planning for the Contractor to come to site ensures there is greater efficiency when arriving at the entry point 
and when reporting to the responsible person. The work planner is to ensure that the Contractor is aware of their 
requirements as listed in 3.4 – Onboarding, and to ensure that; 


• a Purchase Order is provided, committing to the work requested; 


• The Company is pre-qualified and that the people are approved for the required SOW. This done by checking 
that the company and employees are listed in OnTrac; 


• The Supervisor/Coordinator of the area is notified; 


• OnTrac will send an email to the responsible person notifying them of this when a CPTW is created and their 
name is listed as the Responsible Person. 


 


3.6 Site Entry Authority  
 
The relevant Site Entry Authority (Gatehouse, reception, etc.) are to advise the relevant WesTrac employee that the 
Contractor has arrived on site and instruct the Contractor to report directly to that person. 
 
If the Contractor cannot supply a site contact name, they are to be denied site access until such time as they can 
provide one. 
 
The site entry authority can validate if the Contractor has been inducted and onboarded by using OnTrac, and the 
Induction portal. 
 


3.7 Onsite Supervision  
 
Supervisors/Coordinators of the specific operational area are to ensure that they and all Contractors entering any 
WesTrac site; 


• Have prepared the job site as safe as practicable, and have all necessary equipment that allow them to 
complete their work safely and in accordance to applicable legislations; 


• Are compliant with all WesTrac policies and procedures; 


• Are compliant with the requirements set out under 3.5 - Work Planning Validation; 


• Complete a CPTW where appropriate. 
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Understanding that sometimes unforeseen events occur the supervisor can seek approval from their Service 
Operation/Branch Manager for a Contractor to complete work outside their approved SOW, PRIOR to the work 
commencing. In this instance it is up to the supervisor to validate all licences and competencies for the Contractor, 
and to complete a CPTW. 
 
Selection of non-approved SOW in the CPTW will allow you to enter the relevant details. The CPTW will also trigger 
an email to your Manager notifying them of the situation.  
 
When the job has been completed, the Contractor shall; 


• Make the area safe and remove all equipment; 


• Apply an “Out of Service” tag to any machine or piece of equipment where applicable; 


• Remove Personal Locks & Danger tags; 


• Return any WesTrac tooling or property where applicable; 


• Advise Supervisor/Coordinator/Vendor Coordinator of job completion; 


• Sign of and return the Contractor Permit to Work (FTT-NAT-SER-0171)  


 


3.8 Vendor Performance Management 
 
Vendor Performance Management (VPM) is the monitoring and analyzing of the safety, quality and performance of 
WesTrac Vendors. The WPT will own the relationship with the vendors however it is critical the operational teams 
provide feedback to the WPT through OnTrac.  
 
The use of the Performance Management tool in OnTrac allows a centralized location to record Contractor 
Performance for future use and analysis. A performance review is to be completed prior to all CPTW’s being closed 
out. This will happen automatically in the OnTrac CPTW system. WesTrac responsible people also need to complete 
ad-hoc performance reviews in OnTrac when utilizing Contractors that do not require a CPTW.  
 
Unsatisfactory performance on behalf of a Contractor should be raised with the Contractor at the first instance. Should 
their performance not improve then this is to be escalated to the Contractor’s Supervisor and the WesTrac Area 
Manager.  
 
Should the need to ban a contractor from site be required, the following steps are to be taken: 


• Notify the Category Manager; 


• Notify the Contractor, preferably in person; 


• Submit a help desk ticket to facilities to deactivate the contractor swipe card; 


• Email HSEQ Admin or Contractor Management to deactivate the contractor in OnTrac. 


 


Contractors banned from site are unable to return to work for any Vendor for two years. Once two years have elapsed 
the application to return to site can be evaluated. 
 


3.9 Works Completion Signoff 
 
Closing out Contractor executed works is critical for to: 


• Ensure the Contractor has completed the works to a satisfactory quality and as committed; 


• They have met the conditions of the works as per the Works Planning process; 


• They have signed out correctly should there be an emergency and the whereabouts of every person on site 
needs to be accounted for; 


• A record or judgment is made to ensure competitive pricing or agreed pricing is fair, invoicing can be chased 
up and timely payment made; 


• VPM can be initiated as required. 



https://westrac4.sharepoint.com/sites/DMS/ControlledDocuments/Contractor%20Permit%20to%20Work.docx?d=wadf9d852de184ddda98fbc16b61a3ab8
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The Contractor Permit to Work is required to be signed off with comments on successful completion. There are 
several documents that can be submitted or requested to demonstrate correct works completion including but not 
limited to: 


• Service Reports; 


• Timesheets; 


• Checklists and Specialised Reports; 


• Evaluations; 


• Risk Assessments; 


• High Risk Permits. 
 
Any supporting documentation is to be filed in the job pack for future reference or as required by the WPT if a 
performance issue arises. 
 


3.10 Service Entry Sheet 
 
Complete Service Entry Sheet as per work instruction Create and Approve Service Entry Sheet (WIN-NAT-PRC-0007) 
 


3.11 Customer Engaged Vendors 
 
There may be limited times where a customer is required to directly engage a Vendor to work on a WesTrac site. A 
Customer Engaged Vendor (CEV) is only to be authorised for a Business Critical event. For the avoidance of doubt, a 
Business Critical event is a high value, high impact situation, and is negotiated with the customer prior to a sales 
contract being signed. 
 
Approval for a CEV to work on site is to be granted by the Area/Regional Manager) of the supervising area via the LP 
system. Once the LP has been approved, a Site Access Deed Poll (FTT-NAT-LEG-0037) is to be signed by the GM 
and the Vendor, and a supervision charge is to be added to the fitting order in accordance with the Cost Recovery 
from Work Orders Policy (POL-NAT-SER-0001). 
 
It is the responsibility of the customer account owner (or salesperson) to ensure the Deed Poll is completed and 
approved prior to release of a fitting order or receival of a purchase order to undertake repair works. The Deed Poll is 
only valid for one project or occurrence and cannot be transferred between parties. 
 
A CEV company is not required to be pre-qualified, however, they must comply with and make available all documents 
set out in the Deed Poll. All employees of the CEV are to be on-boarded and inducted as per WesTrac requirements 
stipulated in section 3.4 of this procedure. All CEV employees are to adhere to and comply with all WesTrac policies, 
procedures, and requirements including but not limited to any health, safety, environment, quality and site entry 
requirements. 
 
A CPTW is to be completed in OnTrac by the Supervisor responsible for the CEV. The Supervisor is to select 
Customer Engaged Vendor in the Payment Method and High Risk Category fields of the CPTW, and upload the 
completed Deed Poll into the OnTrac CPTW, as per the Contractor Permit to Work Procedure (PCD-NAT-HSEQ-
0168).  
 
A copy of the authorised Deed Poll is to be retained by the CEV working on site at all times.  
  



https://westrac4.sharepoint.com/sites/DMS/ControlledDocuments/Create%20and%20Approve%20Service%20Entry%20Sheet.docx?d=wf8af0103883a477fa744f3256a86c21c

https://westrac4.sharepoint.com/sites/DMS/ControlledDocuments/Site%20Access%20Deed%20Poll.docx?d=wc070491132bd4f2987a77213165c0c7b

https://westrac4.sharepoint.com/sites/DMS/ControlledDocuments/Cost%20Recovery%20from%20Work%20Orders%20Policy.docx?d=wd38e03ec5a364343a2342a1d431442a1
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4 Responsibilities 
 
Area/Regional Managers: 


• Must ensure compliance with this procedure and enforce where required 


• Provide adequate training for all employees 
 
Managers and Supervisors: 


• Must ensure compliance with this procedure and enforce where required. 
 
All employees: 


• Must ensure compliance with this procedure 
 


5 Reporting 
 
Monitoring of compliance and opportunities for improvement will be completed through the Safe Act 
Observation/Interaction tool with assigned KPI’s to all leadership and management positions along with monthly 
workplace inspections and scheduled audit regime. 
 
Reporting of non-compliance will be captured through the WesTrac Hazard and Incident Reporting system and where 
required investigations will be conducted and corrective actions will be assigned and monitored. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the Contractor Management Team or the National Procurement Manager. 


 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   Group Business Intelligence Manager 
     National Procurement Manger 
 
Approval of Procedure   Group Manager Business Support 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  Contractor Manager, Vendor Coordinator, HSEQ Business Partner 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-WA-FAC-0001 Conditions for Contractors Entry to WesTrac 


PRO-NAT-PRC-0032 Contractor Management Process 
FTT-NAT-HR-0014  Contractor Performance Review 


PRO-NAT-PRC-0034 Contractor On-boarding Process 


PCD-NAT-HSEQ-0168 Contractor Permit to Work Procedure 
FTT-NAT-SER-0171 Contractor Permit to Work 


WIN-NAT-PRC-0005 Convert Purchase Requisition to a Purchase Order 


POL-NAT-SER-0001 Cost Recovery from Work Orders Policy 







 


PROCEDURE 


Document Number PCD NAT PRC 0004 


Next Review Date 16th October 2022 


 Document Owner  Group Manager Business Support 


  
 


CONTRACTOR MANAGEMENT PROCEDURE  Page 7 of 7  
Revision: 7.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


Document Number Title 


WIN-NAT-PRC-0007  Create and Approve Service Entry Sheet 


PCD-NAT-HSEQ-0101 Induction Procedure 


PRO-NAT-PRC-0031 New Vendor Request and Pre-qualification Process 
PCD-NAT-HSEQ-0113 Personal Protective Clothing & Equipment Procedure  


FTT-NAT-PRC-0003-0051 Scopes of Work 


POL-NAT-FAC-0001 Security Access Card Policy 
FTT-NAT-LEG-0037 Site Access Deed Poll 


WesTrac web page  Working-with-WesTrac 


Vendor Request Form Vendor Request Form 
 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


CEV Customer Engaged Vendor 


CPTW Contractor Permit to Work 


Deed Poll Site Access Deed Poll 


HSEQ Health, Safety, Environment and Quality 


SOW Scope of Work 


VPM Vendor Performance Management 


WPT WesTrac Procurement Team 


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 29/04/2013 
Transferred to new templates (combined 
existing SP OHS GEN 001, SS OHS GEN 016, 
SS OHS GEN 058) 


MC CG CG 


2.0 06/03/2019 
Updated procedure reference PCD-NAT-
HSEQ-0101 to PCD-NAT-HR-0053. 


DC DC DC 


3.0 06/02/2020 
Transferred ownership from HSEQ to 
Procurement. Review complete Procedure. 


CC NT CG 


4.0 18/05/2020 
New section – Contractor Induction 
requirements 


NT CC CG 


5.0 24/06/2020 Remove reference to WA Procedure. NT CC CG 
6.0 16/10/2020 Addition of Customer Engaged Vendors CC CJ CG 


 
 
 
 
 
 
 
 
 



https://www.westrac.com.au/company/working-with-westrac

https://app.smartsheet.com/b/form/22a619c7cee54d659d5bae063cec4068
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ENVIRONMENTAL MANAGEMENT POLICY  
 


1 Purpose 
 
This policy details WesTrac’s environmental management practices and business rules and has been designed to 
reduce the risk of environmental impacts occurring.  
 


2 Scope 
 
The policy applies across all WesTrac sites including employees, contractors and visitors or where employees/sub-
contractors are undertaking works on behalf of WesTrac.  
 


3 Policy Statements  
 
An Environmental Charter shall be generated by the Executive Management team in accordance with the 
requirements of ISO 14001 Environmental Management Systems Standard and reviewed biannually. Functional 
Managers shall ensue that the overarching intent and strategies stemming from this charter are communicated to all 
stakeholders. 
 


3.1 Planning 
 
To ensure that environmental risks are understood, assessed and effectively controlled in line with the Risk 
Management Policy (POL-NAT-IA-0002), the branch/site/area shall: 
 


• Develop and maintain a Risk Register (FTT-NAT-IA-0001) which includes the identification of environmental 
risks to be reviewed at least annually. 


• Comply with the requirements listed in the HSE Register of Legislative Obligations and ensure access to all 
applicable legislation as per the HSE Legal and Other Requirements Policy (POL-NAT-HSEQ-0011).  


• Develop a Business Plan for the work activities undertaken in the area which refer to environmental risks. 


• Develop an annual review of the Business Plan and identify Continuous Improvement opportunities which 
shall include any environmental objectives. 


• Ensure that environmental targets and objectives are defined. 
 


3.2 Obligation Register 
 
Identified applicable legal and other requirements shall be summarised in a HSE Register of Legislation. Executive 
Management shall appoint an individual(s) who shall be responsible for maintaining the HSE Register of Legislative 
Obligations and communicating the register to appropriate line managers. 
 
Full details on the obligation register requirements are detailed in the Legal and Other Requirements Policy (POL-
NAT-HSEQ-0011).  
 


3.3 Implementation 
 
All WesTrac entities shall ensure that environmental responsibilities and authorities are defined in position 
descriptions. Varying levels of accountability shall be defined to ensure employees, contractors and visitors 
understand their obligations and can undertake tasks without causing harm to others or the environment. To assist in 
implementing effective environmental management plans, the following shall be undertaken: 
 


• An Environmental Management Plan shall be developed with actions assigned and implemented for all stores, 
work locations and branches.   


• Strategic high level environmental risks shall be identified and included in the site’s Risk Management Plan 
and where required included in the business risk register. 
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• Operational Environmental Risks shall be identified utilising local risk management tools to ensure that 
environmental hazards are identified and controlled. Where required these risks shall be annotated in the site 
risk register. 


 


3.4 Incident Reporting and Investigation 
 
All environmental risks and incidents shall be reported, managed and investigated in accordance with the Hazard and 
Incident Reporting and Notification Procedure (PCD-NAT-HSEQ-0107), the key function being to prevent an incident 
or a recurrence. 
 
Actions are managed in accordance with the Quality Corrective and Preventive Action Procedure (PCD-NAT-HSEQ-
0013).  All actions shall be clearly allocated to a responsible person with timeframes allocated.  
 


3.5 Monitoring and Measurement 
 
Monitoring and measurement of environmental activities shall be in accordance with HSEQ Performance Monitoring 
Policy (POL-NAT-HSEQ-0018).    
 
All stores, work locations and branches shall set objectives and targets through their CPS metric boards.  This shall 
include lead and lag indicators, and targets for environmental control. Measurement methodology shall be developed 
and implemented for all key result areas and performance indicators. 
 
An inspection schedule and process shall be established for all branches and stores in line with the requirements in 
the Workplace Inspection Procedure (PCD-NAT-HSEQ-0110). All entities shall be inspected at least monthly by 
competent personnel. Self-assessment audits should be conducted as determined by the frequencies set in the HSEQ 
Management System Audit Procedure (PCD-NAT-HSEQ-0009).     


 


3.6 Review 
 
Management review meetings shall occur at determined frequencies outlined in the HSEQ Management Review 
Policy (POL-NAT-HSEQ-0015). The function of this is to establish the suitability and effectiveness of the 
environmental management system.   
 


4 Responsibilities 
 
Functional Manager 
 


 Ensure the implementation of this policy and the allocation of adequate resources;  


 Ensure that environmental performance is evaluated through monitoring, inspections, and audit assessments 
of all WesTrac operational workplaces;  


 Regularly review the environmental processes and performance of all entities including identification of 
corrective and preventative actions;  


 Utilise suitably competent personnel to achieve performance requirements and commitments;  


 Train employees to meet environmental responsibilities, gain levels of competency, achieve compliance with 
legislative requirements, and meet environmental standards for tasks performed;  


 Regularly review contingency and emergency preparedness to ensure timely action. 
 


Supervisors  
 


 Identify environmental hazards, complete risk assessments and applying control measures to prevent 
environmental damage;  


 Implement environmental management plans and conduct monitoring to verify compliance;  


 Ensuring subcontractors work to the conditions of engagement and that they prepare and implement the 
necessary environmental control and practices applicable to their work;  
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Employee or Contractor 
 


 Identify environmental hazards, complete risk assessments and applying control measures to prevent 
environmental damage;  


 Understand and implement general environmental duties;  


 Work in an environmentally responsible manner in accordance with the environmental management system  


 Comply with instructions from supervisors, and with environmental controls;  


 Report all hazards, injuries and damage to relevant supervisor or manager. 
 
HSEQ Advisor / Manager: 
 


• Assists in undertaking activities to prevent environmental incidents through training and guidance. 


• Assists departments to resolve environmental issues with the aim to prevent escalation to an external party 


• Initiates contact with the relevant state or territory regulator 
 


5 Reporting 
 
Where required if an environmental incident or risk is recognised, reporting shall be via the WesTrac Hazard and 
Incident Reporting System. Significant incidents may require escalation to the local environmental regulator and this 
shall be done via the GM Risk, Safety, Security.  
 
The business is responsible for maintaining their risk registers and should be available for consolidation bi-annually. 
Environmental risks within the business risk register shall be communicated to the Board and Executive Management. 
 


6 Further Information  
 
For interpretation and advice refer queries to the HSEQ Systems Business Partner. 
 


7 Accountabilities 
 
Compliance to Policy   All Employees and Contractors 
 
Implementation & Review   HSEQ Systems Business Partner 
     GM – Safety, Security, Risk & Facilities 
 
Approval of Policy   GM – Safety, Security, Risk & Facilities 
      
Monitoring  WesTrac Management, HSEQ  
 
Interpretation and Advice  HSEQ Systems Business Partner 
 


8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


CTA-NAT-HSEQ-0002 Environmental Charter 


POL-NAT-HSEQ-0010 HSEQ Inspection Policy  


POL-NAT-HSEQ-0018 HSEQ Performance Monitoring Policy 


POL-NAT-HSEQ-0015 HSEQ Management Review Policy 


POL-NAT-HSEQ-0004 HSE Hazard and Risk Management Policy 
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Document Number Title 


POL-NAT-IA-0002 Risk Management Policy 


PCD-NAT-HSEQ-0009 HSEQ Management System Audit Procedure 


PCD-NAT-HSEQ-0107 Hazard and Incident Reporting and Notification Procedure 


PCD-NAT-HSEQ-0108 Investigation Procedure 


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


ISO 14001 Environmental 
Management Systems 


Specifies and describes the requirements for an environmental management 
system. 


Environmental Protection Act 1986 
(WA) 


Environmental safety requirements and responsibilities within Western 
Australia 


NSW Protection of the Environment 
Operations Act 1997 


The object of the Act is to achieve the protection, restoration and enhancement of the 
quality of the NSW environment. 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


Executive Management The roles of the:  


• Chief Executive Officer Australia (CEO) 


• Chief Executive NSW (CE NSW) 


• Chief Executive WA (CE WA) 
Chief Financial Officer (CFO) 


Functional Management Are Executive GMs, General Managers or other role who directly reports to 
the CE NSW or CE WA. 


Supervisory Positions within the business such as Regional/Area/Branch Managers or 
other role charged with the responsibility of an area, department, division, 
project or site. 


Lead Indicator 
Leading Indicators, generally ‘positive performance’ indicators – e.g. 
Inspections, Audits and Safe Act Observations. 


Objective  
Overall HSEQ goal in terms of HSEQ performances, that an organisation 
sets itself to achieve, and which are quantified where practicable. 


Target 
A detailed performance requirement, quantified wherever practicable 
and pertaining to the organisation, that arises from the HSEQ 
objectives and that needs to be met in order to achieve those objectives. 


 


10 Document Amendment History  
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By 
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By 


1.0 02/05/2017 Created and issued BG GP/GH KB 
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ERGONOMIC PROCEDURE 
 


1 Purpose 
 
The purpose of this procedure is to define the requirements for managing ergonomic factors within the workplace.  


2 Scope 
 
All WesTrac workers are covered by this procedure whilst working on WesTrac sites or under WesTrac direction. 
 


3 Procedure 
 
To ensure behavioural and human factors are considered for design and installation of equipment and workstations 
the following needs to be considered: 
 


• Designs for the installation of equipment such as switches, valves, hand rails and platforms must be 
formulated with the operator and maintainer in mind. 


• Signs and notices must be positioned where they will be easily seen and read. 


• Seats must be set at the right height for the task. Ensure adjustable seats are available to accommodate the 
needs of any worker using the seat. 


• Racks and storage equipment must be designed for easy access and retrieval of heavy objects. 


• Position objects, e.g. toolboxes etc. to minimise bending and reaching. 


• The ergonomics of more complicated work situations must be studied. It is recommended that an Injury 
Management Advisor or a HSE Advisor be consulted for assistance. 


 
Any non-conformances identified from the completion of an ergonomic checklist must have an action assigned by the 
Manager and reviewed until the action is complete. 
 
Ordering Ergonomic Equipment for your Workspace 
 
Any employee who requires new office equipment must get a pre-approval from their manager and follow the normal 
procurement guidelines for ordering new equipment. 
 


4 Responsibilities 
 
Area Managers are accountable for ensuring that: 


• All new employees in an administrative role complete an ergonomic checklist in OnTrac upon the 


commencement of their employment. 


• The ergonomics of all existing plant and equipment in their area of accountability are assessed on a 12- 
monthly basis via the Ergonomic Checklist - Seated Work Station (FTT-NAT-HSEQ-011)1 or Ergonomic 
Checklist – Standing Work Station (FTT-NAT-HSEQ-0074) or online via the OnTrac Portal. 


• All new buildings, plant and equipment meet acceptable safety, and ergonomic standards, by arranging for 
relevant design drawings to be referred to the General Manager for consultation and advice;   


• Workplace conditions are checked for ergonomic factors which may deteriorate in service (e.g. forklift seats, 
lighting, and ventilation) any deviation must be recorded and corrected. The Area Manager must define the 
frequency of checks to maintain acceptable standards. 


 
The Area Supervisors are accountable for ensuring that: 


• Ergonomic factors of the plant and equipment are assessed before commissioning; and 


• Ergonomics of all plant modifications are assessed 
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5 Reporting 
 
Reporting of compliance and non-compliance of this procedure will be completed through the initial completion of 
Ergonomic Checklist - Seated Work Station (FTT-NAT-HSEQ-0111) or Ergonomic Checklist – Standing Work Station 
(FTT-NAT-HSEQ-0074) or online via the OnTrac Portal for new employees and contractors (where applicable) and the 
annual completion of the applicable form to review ergonomic suitability.  
 


6 Further Information  
 
All workers who require further information or need clarification of anything contained in this Policy should contact the 
Injury Management Advisor or local HSE Advisor. 
 
Reporting of non-compliance and corrective actions arising from the completion of the checklists will be tracked 
through the OnTrac Hazard Reporting system.   


 


7 Accountabilities 
  
Compliance to Procedure All workers (where applicable) who utilise WesTrac work locations where 


working at a work station or static location and where ergonomic assessment 
is applicable.  


 
Implementation & Review   Functional Managers 
     Branch & Area Managers 
     HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring     HSE Manager 
 
Interpretation and Advice  HSE Managers, HSE Advisors, Injury Management Advisor  
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0131 Manual Tasks Procedure 
FTT-NAT-HSEQ-0111 Ergonomic Checklist – Seated Work Station 


FTT-NAT-HSEQ-0074 Ergonomic Checklist – Standing Work Station  


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Ergonomic The process of designing or arranging workplaces, products and systems so that they fit 
the people who use them. 


Worker Refers to any person that carries out work in any capacity for Westrac.  A worker 
includes; direct employees, contractors, subcontractors, labour hire, apprentices or 
trainees and volunteers 


 


10 Document Amendment History  
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Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 23/05/2015 Transferred to new template BM MC CG 
2.0 22/05/2014 Ordering a chair added CH JH JH 


3.0 30/09/2014 Title changed from Ergonomics to Ergonomic PH BG/GH BG/GH 


4.0 10/10/2019 


Added in details of updated Ergonomic 
Checklists Seated Work Station FTT-NAT-
HSEQ-0111 and Standing Work Station FTT-
NAT-HSEQ-0074 and reference to OnTrac 
Portal. Removed reference to Safety Advisor – 
Workers Compensation and replaced with Injury 
Management Advisor or HSE Advisor.  
Replace ordering a chair with ordering 
equipment. Added headings – Reporting, 
Further Information and Accountabilities. 


RA NT/NT GH 


5.0 18/05/2020 
Change employee to Worker 
Minor formatting changes  


BG NT GH 
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FATIGUE MANAGEMENT PROCEDURE WA  
 


1 Purpose 
 
The purpose of this procedure is to describe the program used by WesTrac to ensure that individuals are Fit for Work 
(FFW) in relation to fatigue and provide a process for identifying and assessing the risks associated with fatigue and 
providing tools for intervention and management where appropriate. 
 


2 Scope 
 
This Procedure applies to all entities within WesTrac and Employees must ensure compliance. The term employees in 
this procedure relates to any employee, contractor, labour hire worker or visitor.  
 


3 Procedure 
 
WesTrac recognises that the management of fatigue is a shared responsibility between the company and its 
employees. WesTrac must design rosters, facilities and processes that allow employees the opportunity to get 
sufficient rest and relaxation to perform their duties in a safe manner. 
 
It is the responsibility of all employees to ensure that they get sufficient rest and appropriate nutrition and exercise 
while away from work to enable them to perform at work appropriately. 
 
Fatigue is more than feeling tired and drowsy. In a work context, fatigue is a state of mental and/or physical 
exhaustion which reduces a person’s ability to perform work safely and effectively. It can occur because of prolonged 
mental or physical activity, sleep loss and/or disruption of the internal body clock. Fatigue can be caused by factors 
which may be work related, non-work related or a combination of both and can accumulate over time.  
 


3.1 Controlling Fatigue Related Hazards 
 
All reasonable steps shall be taken to control fatigue related hazards including: 
 


• Use of the hierarchy of controls where fatigue risk is identified; 


• Roster design and hours of work rules to provide adequate sleep opportunity; 


• Formal risk assessment processes for extending hours work or temporary changes to rosters; 


• Individual fatigue assessments; 


• Providing personnel with the tools and education to prevent and/or manage their own fatigue (preferred 
method is online training); 


• Providing personnel with the tools and education to assess themselves and others for signs of fatigue and to 
take appropriate action if required 


 


3.2 Working Hours and Days 
 
3.2.1 Maximum Working Hours 
 
The following applies to working hours: 
 


• The maximum permissible hours of work is 14 hours in any 24 hour period.   


• This must be followed by a 10hour rest period from the completion of one shift to the commencement of 
another.  


• Any person required to work more than 14 continuous hours must notify, and obtain written permission from 
their Area Manager (see section 3.3 below).  


• Employees shall stop during day for breaks, including a compulsory ½ hour lunch break, generally within 5 
hours of starting a shift.  







 PROCEDURE 
  
 Document Number PCD WA HSEQ 0001 
 
 Next Review Date  21st  April 2022 
 
 Document Owner  GM – Safety, Security, Risk 
  


FATIGUE MANAGEMENT PROCEDURE - WA  Page 2 of 12 
Revision: 1.0  Confidential Level: Green 
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


3.2.2 Maximum Number of Working Days 
 
The following applies to working days: 


• A minimum of 24 hours uninterrupted rest period must be taken within any 14day work cycle.  


• No employee will work more than 13 days on a continuous basis without authorisation from a General 
Manager (see section 3.4 below).   


• Managers, Supervisors and Coordinator's will be accountable for the design, implementation, monitoring and 
review of roster cycles (especially amongst individuals engaged in shift work or potentially hazardous 
activities). 


• All rosters shall be designed to consider length of shifts and hours worked; the roster cycle and the number of 
consecutive days of work and recovery; work start and finish times and length of breaks and the flight times 
for fly in fly out personnel.  


• Continuous set rosters “Fly in / Fly Out” (i.e. 2 / 1) automatically have General Manager’s approval for working 
the 14th day (only). No employee on a set roster will work more than a 14-day cycle without written 
authorisation from a General Manager. 


 


3.3 Extending Hours of Work 
 
Under certain circumstances, extended working time of more than 14 hours may be necessary (e.g. delays from 
significant incidents, call outs and breakdowns). Written approval must be provided by an Area Manager using a 14 
Hour – 14 Day Authorisation form (FTT-NAT-HSEQ-0119) after completion of a Fatigue Assessment Tool (FTT-NAT-
HSEQ-0272).  
 
Approval of work beyond 14 hours should only be done in rare cases and as such job planning is critical.  
 
Mandatory controls shall include: 


• If working time exceeds 16 hours, then a General Manager must authorise the additional hours after 
review of the risk assessment. More frequent breaks shall be included into the extended period. 


• Individuals shall not work alone. 


• Consideration of the amount of time that people have been awake and the time of day / night of the call out. 


• A commute/travel plan must be developed and take into account travel time, rest periods and additional 
controls as required. 


• A minimum of ten hours break shall be taken by individuals who have worked extended hours, regardless of 
their normal roster. Reducing the length of the next shift and determination of the individuals sleep patterns 
should be considered when determining when they will return to work. 


 
3.3.1 Out of Hours Responses (Call Outs) 
 
All branches/sites shall ensure procedures are in place to minimise the requirement for individuals to respond out of 
their normal work hours and to assess the fitness for work of individuals who are required to undertake such 
responses. Managers will be required to: 
 


• Establish an "on call" roster to respond to all unplanned after -hours requirements 


• Identify alternative individuals who can be used for urgent after hour responses when branch/site’s own 
employees are unavailable or unfit. Appropriate induction and briefing for these individuals will be required 


• Take all appropriate action for shut downs for preventative maintenance in sensitive areas to reduce the need 
for out of hours responses 


• Where it is known that an out of hours response is likely, individuals shall be notified as far ahead as possible 
to allow them to modify their behaviour to ensure their fitness for work 


 
Provide employees required to respond to out of hours requirements with information on: 


• Their responsibility to ensure they are fit for work during their time on roster, including their requirements to be 
rested and not under the influence of alcohol or other substances 


• Their responsibility to inform the person who calls them in of any possible threat to their fitness for work 
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3.4 Extending Days of Work Due To COVID 
 
For the period of the COVID 19 outbreak and response phase, it may be necessary to extend the number of days 
rostered for work continuously beyond 14 days in order to meet the changed requirements of customers.  Where this 
is deemed essential: 
 


• A risk register will be completed per site with written approval of a General Manager 


• A list of employees per site is approved by a General Manager and is applicable while the while the COVID 19 
response is in place. This approval will cover the employees for a set period of time defined in the risk register 


• Fatigue actions set out in the risk register are managed by the area managers and supervisors.  
 
In situations where WesTrac is responsible for rostering, the requirements of section 3.2.2 remain in effect.   
 
This ‘step out’ clause shall be reviewed on a quarterly basis while the COVID 19 response phase is in effect.   
 


3.5 Travel Time 
 
The assessment of fatigue must include travel time (including door to door travel). Suitable controls must be 
implemented to ensure the individual is able to reach their final destination with a reduced risk of a fatigue related 
incident. Any persons commuting from towns, cities, or other countries to the regular commute collection point are 
required to notify their Supervisor and or Manager for the following: 


• Point of departure 


• Distances and method of travel 


• Departure and arrival times 


• Fatigue management strategies implemented 
 


Persons required to travel should be reviewed by their Supervisor and or Manager. Where door to door travel is 
greater than 14 hours an Individual Commute Plan (FTT-NAT-HSEQ-0180) shall be developed by the individual, in 
conjunction with their Manager and then implemented by the individual.  
 
Office work, business travel and commute time have associated fatigue risks that must be managed. Business travel 
to operational sites may be managed through Local Journey Management Plans. General business travel must be 
managed through risk assessments. Commute time and core business hours for office and site locations must be 
assessed. Where the Supervisor and or Manager and the travelling individual have identified fatigue as a risk, all 
reasonable steps shall be followed to comply with the requirements of this procedure to ensure fitness for work.  
 
3.5.1 FIFO (Fly In, Fly Out) Travel 
 
The following applies to FIFO travel: 


• Where the roster plus travel time exceeds 14 hours, a management plan must be in place to manage fatigue 
related risks (i.e. shorten the first shift, include rest periods, job rotation etc). The Individual Commute Plan 
template (FTT-NAT-HSEQ-0180) may be used and developed in conjunction with the Area or Project 
Manager. 


• When personnel arrive at the site airport, consideration shall be given to fatigue risks and where appropriate, 
transportation provided to the site and accommodation. 


 
3.5.2 Permanent DIDO (Drive In, Drive Out) Travel 
 
The following applies to DIDO travel: 


• If an employee resides outside a maximum of 2 hours travelling time from the employee’s place of residence 
to site at the commencement or completion of their roster cycle, then an individual commute plan (FTT-NAT-
HSEQ-0180) is required to be developed in conjunction with the Project Manager and implemented by the 
individual.  


• The commute plan will specify controls which may include staying closer to the site prior to the 
commencement and completion of a shift, adjustment of work hours to factor in additional travel etc.  
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• When applicable, client accommodation shall be provided to employees at the completion of their nightshift 
roster cycle to allow for any employee to have a sleep/rest break prior to travelling to their place of residence. 


 


3.6 Driving 
 
Drivers shall stop every two hours and rest as required, get out of car and walk around, stretch muscles, use 
appropriate rest areas such as truck stops/driver reviver zones. If too tired to continue they are to notify their 
supervisor and rest / sleep as required. 
 
Rest areas enable distance drivers to increase the frequency, duration and quality of rest breaks in accordance with 
the road safety principle "Every 2 hours. Stop. Revive. Survive."  
 
Driver fatigue can severely impair judgment and can affect anyone. It is particularly dangerous because one of the 
symptoms is decreased ability to judge our own level of tiredness. Other symptoms vary between drivers, but may 
include yawning, poor concentration, tired or sore eyes, restlessness, drowsiness, slow reactions, boredom, feeling 
irritable, making fewer and larger steering corrections, missing road signs, having difficulty in staying in the lane, 
micro-sleeps.  
 
It is important to note that driver fatigue is not simply a function of time spent driving but relates to many factors 
including hours since last slept (hours of wakefulness) and time of day or night. 
 


3.7 Rest Breaks Prior to Returning to Work 
 
It is recognised that some individuals undertake activities outside of their paid employment with WesTrac, such as 
volunteer work, study and family commitments. All personnel have an obligation to be fit for work which includes 
ensuring adequate rest and recovery prior to commencing work following rostered days off. 
 


3.8 Fatigue Management Techniques 
 
Fatigue shall be managed at the following levels and in the following order: 
 


1. Self -management; 
2. Peer management; and 
3. Supervisor management. 


 
3.8.1 Self-Management  
 
Self -management is by far the most effective control for fatigue because responsibility is with the individual who is 
most able to identify and control fatigue. 
 
Individuals shall advise their supervisor of anything that they are aware of that may affect their alertness. This includes 
extended travel time to work, sleep disorders and medications that may cause drowsiness or fatigue. The individual 
and their supervisor shall then have a discussion to determine appropriate control strategies to control the hazard.  
 
If employees require assistance, access to the Employee Assistance Program (EAP) shall be available for all 
employees and their immediate families. The EAP provides management strategies for fatigue and other fitness for 
work risks. 
 
3.8.2 Peer Management 
 
Each individual has a duty of care to identify and control hazards in the workplace, including fatigue related hazards. 
Should any person have a concern that another person is showing signs of fatigue, they should discuss their concern 
with the individual. If the individual raising the concern isn’t satisfied their work colleague’s response, it shall be 
reported to the relevant supervisor by either party. 
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3.8.3 Supervisor Management 
 
Supervisor management shall also be utilised to support and enhance the implementation of self management and 
peer management. Supervisors should utilise the Fatigue Observation Checklist (FTT-NAT-HSEQ-0265) to assist in 
identification of signs and symptoms of fatigue. 
 
The Fatigue Assessment Tool (FTT-NAT-HSEQ-0272) should also be used to aid discussions with individuals on 
fatigue risks, risk assessment and implementation of control actions. This tool should be used when: 
 


• Individual reports they are fatigued; 


• Signs or symptoms are observed in an individual; 


• First night or day shift where there has been an extended commute; 


• Extending hours of work for non-emergencies 


• Night shift where there may be an accumulative effect of fatigue; 


• Shutdowns or project work; 


• Call outs; or 


• Other situations where there may be a fatigue risk. 
 
Supervisors shall consider fatigue risks when planning work tasks. Consideration shall be given to the type of task 
being performed (physical and mental demands) as well as workplace conditions such as heat, humidity and noise 
which can impact on an individual’s alertness. 
 
If an individual has ongoing or regularly repeated issues with fatigue, the supervisor shall follow up with the Injury 
Management Advisor or HR Advisor to assist in investigating and addressing any underlying issues. 
 
3.8.4 Fatigue Breaks 
 
Fatigue breaks shall be made available for individuals when: 
 


• Requested, subject to authorisation by supervisor on each occasion; 


• The supervisor identifies that individuals may be fatigued;  


• Extreme heat/weather is present or heavy work is scheduled; and / or 


• When identified in the commute plan.  
 
During the fatigue breaks the individual shall remove themselves from active work for a short period of rest and/ or 
refreshments. When a fatigue break is taken it should be identified in the Fatigue Observation Checklist (FTT-NAT-
HSEQ-0265) and/or Fatigue Assessment Tool (FTT-NAT-HSEQ-0272). This may include either an unscheduled or 
rescheduled meal break, a walk around inspection of their work area, or a change of environment for a brief period. 
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3.9 Reporting and Managing Fatigue Related Issues 
 
The following process outlines reporting and managing fatigue related issues: 
 


 
 


3.10 Training 
 
Employees and supervisors shall be provided with education to assist in the identification, prevention and 
management of fatigue at work and outside of work. 
 
3.10.1 Induction 
 
All employees shall complete the HSEQ Induction prior to commencement of any work on a WesTrac premise. 
Fatigue Management Training is part of the overall HSEQ induction. Refer to the Induction Procedure (PCD-NAT-HR-
0053) for specific details on the Induction.  
 
Employees will be required to complete the Fatigue Procedure Awareness Form (FTT-NAT-HSEQ-0117) during the 
induction.  
 
3.10.2 Employee Fatigue Training 
 
Employees are required to complete specific fatigue related training within 6 months of commencement with WesTrac.  
 
Before vehicles are issued to employees (i.e. those required to regularly travel such as field service personnel, 
marketing representatives, area managers etc.) they must complete the online fatigue training module. This ensures 
that the employee is fully aware of specific commute plan requirements and travel/vehicle related fatigue controls 
before undertaking long distance driving. 
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3.10.3 Supervisor Fatigue Training 
 
In addition to the above training, all employees in supervisory roles shall complete Supervisor Fatigue Management 
Training within 3 months of being appointed in a supervisory role. 
 
3.10.4 Refresher Training 
 
All employees shall complete fatigue refresher training at a minimum of 2 yearly intervals. This refresher training is not 
part of the HSEQ Induction Refresher Training.  
 


3.11 Breaches of Procedure 
 
Breaches of this procedure, including breaches of individual commute plans will be dealt with in accordance with the 
WesTrac Counselling and Disciplinary Procedure.  


 
Fatigue is one of the Life Saving Commitments which outlines that: 
 


• I will talk to my supervisor if I am feeling fatigued. 
 
The Life Saving Commitment is non-negotiable and any breaches of the rule will initiate a full 
investigation process with disciplinary action as required. For specific information on Life 
Saving Commitments refer to the Life Saving Commitment Policy (POL-NAT-HSEQ-0100). 
 


4 Responsibilities 
 
The following responsibilities apply to the following roles: 
 
General Managers: 


• Ensuring that working arrangements and fatigue management practices meet the requirements of this 
procedure; 


• Approving new rosters. 
 
Regional and Area Managers: 


• Submitting risk assessment and control plans for approval where scheduled working hours and roster patterns 
are greater than the maximum limits specified in this procedure; 


• Implementation of this procedure in relevant areas of responsibility including ensuring all employees are 
available for adequate education and training and the review of this procedure’s application and effectiveness 
in their area;  


• Approving risk assessments and control plans relating to extended work hours (i.e. Working time greater than 
14 hours); 


• Documenting and approving risk assessments for situations where more than 14 hours are worked. 
 
Supervisors: 


• Ensuring personnel under their supervision comply with this procedure; 


• Monitoring personnel under their supervision for signs of fatigue; 


• Taking prompt and appropriate action whenever they believe an individual is not capable of working in a safe 
and effective manner. This may include removing the individual from the workplace;  


• Hours worked by individuals in the department are monitored to prevent excessive time being worked;  


• Reporting fatigue incidents and hazards. 
 
HSE Manager: 


• Assisting site managers and supervisors with fatigue advice and risk management strategies; 


• Considering fatigue risk factors in incident investigations, and monitoring and responding to trends in such 
incidents; 
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• Updating the fatigue management plan and associated training packages when changes are required. 
 
Injury Management Advisor: 


• Assist supervisors and managers with ongoing fatigue related concerns with employees 
 
Employees: 


• Complying with all requirements of this procedure; 


• Managing their personal fatigue and fitness for work; 


• Reporting any fatigue risks or issues relating to themselves or other individuals in their work area;  


• Attending fatigue management training as directed;  


• Adhering to individual commute plans when developed.  
 


5 Reporting 
 
Monitoring for compliance to this procedure will be completed through the OnTrac system through: Safety Interactions, 
Workplace Inspections and Audits. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the HSE Manager 
 


7 Accountabilities 
  
Compliance to Procedure  All Workers 
 
Implementation & Review   GM – Safety, Security, Risk  


HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  HSE Manager/Advisors  
 
Interpretation and Advice  HSE Manager 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HR-0053 Induction Procedure  


FTT-NAT-HSEQ-0272 Fatigue Assessment Tool 


FTT-NAT-HSEQ-0265 Fatigue Observation Checklist 


FTT-NAT-HSEQ-0180 Individual Commute Plan 


FTT-NAT-HSEQ-0119 14 Hour Authorisation and 14 Day Authorisation Form 


FTT-NAT-HSEQ-0117 Fatigue Management Procedure Awareness Form 


External Reference Guide for Managing the Risk of Fatigue at Work, Safe Work Australia 
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9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Fatigue Fatigue is more than feeling tired and drowsy. In a work context, fatigue is a 
state of mental and/or physical exhaustion which reduces a person’s ability 
to perform work safely and effectively. It can occur because of prolonged 
mental or physical activity, sleep loss and/or disruption of the internal body 
clock. Fatigue can be caused by factors which may be work related, non-work 
related or a combination of both and can accumulate over time.  


Work Period Defined as work and travel within the 14 hour requirement, however does not 
equate to paid work time. For example employees may travel in their own 
time within the maximum 14 hour requirement, however will only be paid for 
the portion as per their shift or contract.  


Employee The term employees in this procedure relates to any employee, contractor, 
labour hire worker or visitor. 


 


10 Document Amendment History  
 


Revision Date Description  
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Approved 
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Appendix – Risk Management Chart 
 


Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Identify potential hazards and risks at the 
workplace. Examples of some factors that 
contribute to fatigue are listed below. Consider 
these factors in the context of your specific 
workplace or industry.  


To assist risk assessment, a general level of risk for each hazard is indicated along 
arrow guides. In assessing risk consider interaction between hazard factors that could 
influence the level of risk. Also take into account specific workplace/industry 
circumstances that may influence it.  


Where a hazard is assessed as medium/higher risk, consider 
implementing control measures, such as those outlined in section 2 of 
this code.  


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Work Scheduling and planning 


Hours 
 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Average weekly hours (other than FIFO) 35-40 hours 
(working week)  


 48 hours (working 
Week 


56 hours (working 
week)  


▪ Scheduling safety critical work outside low body clock periods (i.e. 
between 2am and 6am) 


▪ Total hours over a three month period (other 
than FIFO) 


  624 working hours  ▪ Structure shifts and work plans so that demands are highest towards 
the middle of the shift and decrease towards the end. 


▪ Daily work hours  9 working hours 12 working hours  ▪ Use forward rotation roster systems (day-evening-night) 


▪ Daily work hours and work-related travel, 
including commute 


  10 working hours 13 working hours ▪ Designing working hours and rosters to provide for adequate sleep 
opportunity (considering time for eating, washing, personal 
commitments etc.) 


▪ Scheduling of work Regular,  
predictable hours 


Irregular and unpredictable hours, short 
notice of schedule, extended overtime, on 
call across shift cycle 


▪ Monitor actual time worked against the allocated roster and identify if 
excessive hours are being worked 


Shift work 


 


Additional control measures should be implemented for special 
work arrangements and include: 


▪ Length of shift (other than FIFO)   10 hours 13 hours ▪ Considering  sleep opportunity and recovery in instances where 
workers are required to work on call after a normal shift or on days off 


▪ Time of Shift Day Shift  Afternoon shift Night shift ▪ Avoiding quick shift changeovers such as finishing at 11am and 
starting again at 7am 


▪ Speed and direction of shift Forward rotation (morning/afternoon/night) Backward rotation 
(night / evening /  
morning) 


Slower rotation (i.e. 
weekly / 3-4 weekly 
rotation) 


▪ Use forward rotation roster systems (day-evening-night)  


▪ Split shifts and variable Shifts    13 hour period  ▪ Allocate shift and night workers consecutive days off to allow for at 
least two full nights rest including some weekends 


Lower Risk Higher risk


Lower Risk Higher risk
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Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Night Work 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Shift end (for those working 8 hrs or more 
between 10pm and 6am  


   After 10pm and 
before 6am  


▪ planning into work schedules enough workers and other resources to 
do the job without placing excessive demands on workers 


▪ Sequential night shifts 8 hours  10 hours 12 hours ▪ Keeping sequential night shifts to a minimum 


  6 or more 8 hour shifts  


5 or more 10 hour shifts 


4 or more 12 hour shifts 


▪ Avoiding overtime allocations after afternoon or night shifts 


Breaks 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Period of non-working following a sequence of 
night shifts 


48 hours  Less than 48 hours ▪ ensuring that workers have and take adequate and regular breaks so 
that they can rest, eat and rehydrate 


▪ Frequency of breaks during work Adequate and 
regular breaks 


 Infrequent of no 
breaks 


 ▪ Including rest periods in the work schedule and allow time for 
controlled sleeping and napping if necessary 


▪ Recovery time / sleep opportunity between 
work periods 


Adequate time for sleep, travel, meals, etc Inadequate time for sleep, travel, meals 
etc 


▪ Designing working hours and rosters to allow for good quality sleep 
and enough recovery time between work days or shifts for travelling, 
eating, washing and sleeping 


Job demands 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Repetition (physical and/or mental) Varying task 
demands 


 Highly repetitive work and or high 
concentration work, with high demands 
over and extended period of time 


▪ Install fit for purpose plant machinery and equipment for use at the 
workplace 


▪ Physical Minimal physically 
demanding work 


 Highly physically Demanding Work that 
results in muscle fatigue  


▪ Redesign jobs to limit periods of excessive mental or physical 
demands 


▪ Mental    ▪ Introduce job rotation to limit build up of mental and physical fatigue 


 


Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Lower Risk Higher risk


Lower Risk Higher risk


Lower Risk Higher risk
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Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Environmental Conditions 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Exposure to hazardous substances and 
atmospheric contaminants  


Hazardous substances, low risk calculated 
using relevant exposure standard  


For hazardous substances, high risk 
calculated using relevant exposure 
standard 


▪  Avoid working during periods of extreme temperature  
▪ Install heating devices in cold work environments or provide access to 


cooled areas 
▪ Install fit for purpose machinery (low noise) 
▪ Install cooling devices in hot work environments like truck cabins and 


ensure shelters for shade are available in hot work environments 
▪ installation of adjustable, low vibration seats in appropriate machinery 


and vehicles and provide low vibration hand held equipment 
▪ Taking reasonable steps to ensure the workplace and surroundings 


are well lit, safe and secure 


▪ Exposure to noise - exposure for short duration  


- low noise levels 


- exposure for long duration  


- high noise levels 


▪ Exposure to extreme temperatures Short period of exposure  Long period of exposure 


▪ Exposure to vibration Short period of exposure Long period of exposure 


Individual and lifestyle 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Sleep (amount and quality) Night sleep 


8 hours sleep in 24 hours 


Day sleep 


6 hours sleep in 24 hours 


▪ Consulting with workers and designing shift rosters that enable 
workers to meet work and personal commitments 


▪ Health and wellbeing    Poor diet Recent 
illness/injury  


▪ Develop a fitness for work policy and consider implementing health 
and fitness programs 


▪ Social life    Influence of alcohol 
drugs or amount of 
sleep 


•  


▪ Family responsibilities Adequate time to fulfil family 
responsibilities 


Inadequate time to fulfil family 
responsibilities 


•  


▪ other work commitments (for example having 
a second job) 


No other work 
commitments 


 Additional work commitments  
(second job) 


•  


 
Reference: Guide for Managing the Risk of Fatigue at Work, Safe Work Australia, 2013.  
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FATIGUE MANAGEMENT PROCEDURE  
 


1 Purpose 
 
The purpose of this procedure is to describe the program used by WesTrac to ensure that individuals are Fit for Work 
(FFW) in relation to fatigue and provide a process for identifying and assessing the risks associated with fatigue,and 
providing tools for intervention and management where appropriate. 
 


2 Scope 
 
This Procedure applies to all entities within WesTrac and Employees must ensure compliance. The term employees in 
this procedure relates to any employee, contractor, labour hire worker or visitor.  
 
Refer to Fatigue Management Procedure WA (PCD-WA-HSEQ-0001) for additional Western Australian requirements.  
 


3 Procedure 
 
WesTrac recognises that the management of fatigue is a shared responsibility between the company and its 
employees. WesTrac must design rosters, facilities and processes that allow employees the opportunity to get 
sufficient rest and relaxation to perform their duties in a safe manner. 
 
It is the responsibility of all employees to ensure that they get sufficient rest and appropriate nutrition and exercise 
while away from work to enable them to perform at work appropriately. 
 
Fatigue is more than feeling tired and drowsy. In a work context, fatigue is a state of mental and/or physical 
exhaustion which reduces a person’s ability to perform work safely and effectively. It can occur because of prolonged 
mental or physical activity, sleep loss and/or disruption of the internal body clock. Fatigue can be caused by factors 
which may be work related, non-work related or a combination of both and can accumulate over time.  
 


3.1 Controlling Fatigue Related Hazards 
 
All reasonable steps shall be taken to control fatigue related hazards including: 
 


• Use of the hierarchy of controls where fatigue risk is identified; 


• Roster design and hours of work rules to provide adequate sleep opportunity; 


• Formal risk assessment processes for extending hours work or temporary changes to rosters; 


• Individual fatigue assessments; 


• Providing personnel with the tools and education to prevent and/or manage their own fatigue (preferred 
method is online training) ; 


• Providing personnel with the tools and education to assess themselves and others for signs of fatigue and to 
take appropriate action if required 


 


3.2 Working Hours & Days 
 
3.2.1 Maximum Working Hours 
 
The following applies to working hours: 
 


• The maximum permissible hours of work is 14 hours in any 24 hour period.   


• This must be followed by a 10 hour rest period from the completion of one shift to the commencement of 
another.  


• Any person required to work more than 14 continuous hours must notify, and obtain written permission from 
their Area Manager (see section 3.3 below).  
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• Employees shall stop during day for breaks, including a compulsory ½ hour lunch break, generally within 5 
hours of starting a shift.  


3.2.2 Maximum Number of Working Days 
 
The following applies to working days: 
 


• A minimum of 24 hours uninterrupted rest period must be taken within any 14 day work cycle.  


• No employee will work more than 13 days on a continuous basis without authorisation from a General 
Manager (see section 3.4 below).   


• Managers, Supervisors and Coordinator's will be accountable for the design, implementation, monitoring and 
review of roster cycles (especially amongst individuals engaged in shift work or potentially hazardous 
activities). 


• All rosters shall be designed to consider length of shifts and hours worked; the roster cycle and the number of 
consecutive days of work and recovery; work start and finish times and length of breaks and the flight times 
for fly in fly out personnel.  


• Continuous set rosters “Fly in / Fly Out” (i.e. 2 / 1) automatically have General Manager’s approval for working 
the 14th day (only). No employee on a set roster will work more than a 14-day cycle without written 
authorisation from a General Manager. 


 


3.3 Extending Hours of Work 
 
Under certain circumstances, extended working time of more than 14 hours may be necessary (e.g. delays from 
significant incidents, call outs and breakdowns). Written approval must be provided by an Area Manager using FTT-
NAT-HSEQ-0119 after completion of a Fatigue Assessment using FTT-NAT-HSEQ-0272.  
 
Approval of work beyond 14 hours should only be done in rare cases and as such job planning is critical.  
 
Mandatory controls shall include: 
 


• If working time exceeds 16 hours, then a General Manager must authorise the additional hours after 
review of the risk assessment. More frequent breaks shall be included into the extended period. 


• Individuals shall not work alone. 


• Consideration of the amount of time that people have been awake and the time of day / night of the call out. 


• A commute/travel plan must be developed and take into account travel time, rest periods and additional 
controls as required. 


• A minimum of ten hours break shall be taken by individuals who have worked extended hours, regardless of 
their normal roster. Reducing the length of the next shift and determination of the individuals sleep patterns 
should be considered when determining when they will return to work. 


 
3.3.1 Out of Hours Responses (Call Outs) 
 
All branches/sites shall ensure procedures are in place to minimise the requirement for individuals to respond out of 
their normal work hours and to assess the fitness for work of individuals who are required to undertake such 
responses. Managers will be required to: 
 


• Establish an "on call" roster to respond to all unplanned after hours requirements 


• Identify alternative individuals who can be used for urgent after hour responses when branch/site’s own 
employees are unavailable or unfit. Appropriate induction and briefing for these individuals will be required 


• Take all appropriate action for shut downs for preventative maintenance in sensitive areas to reduce the need 
for out of hours responses 


• Where it is known that an out of hours response is likely, individuals shall be notified as far ahead as possible 
to allow them to modify their behaviour to ensure their fitness for work 


 
Provide employees required to respond to out of hours requirements with information on: 
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• Their responsibility to ensure they are fit for work during their time on roster, including their requirements to be 
rested and not under the influence of alcohol or other substances 


• Their responsibility to inform the person who calls them in of any possible threat to their fitness for work 
 


3.4 Extending Days of Work 
 
Under certain circumstances, extended working time of more than 13 days may be required. Written approval must be 
provided by a General Manager using FTT-NAT-HSEQ-0119 after completion of Fatigue Assessment Tool FTT-NAT-
HSEQ-0272.  
 


3.5 Travel Time 
 
The assessment of fatigue must include travel time (including door to door travel). Suitable controls must be 
implemented to ensure the individual is able to reach their final destination with a reduced risk of a fatigue related 
incident. Any persons commuting from towns, cities, or other countries to the regular commute collection point are 
required to notify their Supervisor and or Manager for the following: 
 


• Point of departure 


• Distances and method of travel 


• Departure and arrival times 


• Fatigue management strategies implemented 
 


Persons required to travel should be reviewed by their Supervisor and or Manager. Where door to door travel is 
greater than 14 hours an Individual Commute Plan (FTT-NAT-HSEQ-0180) shall be developed by the individual, in 
conjunction with their Manager and then implemented by the individual.  
 
Office work, business travel and commute time have associated fatigue risks that must be managed. Business travel 
to operational sites may be managed through Local Journey Management Plans. General business travel must be 
managed through risk assessments. Commute time and core business hours for office and site locations must be 
assessed. Where the Supervisor and or Manager and the travelling individual have identified fatigue as a risk, all 
reasonable steps shall be followed to comply with the requirements of this procedure to ensure fitness for work.  
 
3.5.1 FIFO (Fly In, Fly Out) Travel 
 
The following applies to FIFO travel: 
 


• Where the roster plus travel time exceeds 14 hours, a management plan must be in place to manage fatigue 
related risks (i.e. shorten the first shift, include rest periods, job rotation etc). The Individual Commute Plan 
template (FTT-NAT-HSEQ-0180) may be used and developed in conjunction with the Area or Project 
Manager. 


• When personnel arrive at the site airport, consideration shall be given to fatigue risks and where appropriate, 
transportation provided to the site and accommodation. 


 
3.5.2 Permanent DIDO (Drive In, Drive Out) Travel 
 
The following applies to DIDO travel: 
 


• If an employee resides outside a maximum of 2 hours travelling time from the employee’s place of residence 
to site at the commencement or completion of their roster cycle, then an individual commute plan (FTT-NAT-
HSEQ-0180) is required to be developed in conjunction with the Project Manager and implemented by the 
individual.  


• The commute plan will specify controls which may include staying closer to the site prior to the 
commencement and completion of a shift, adjustment of work hours to factor in additional travel etc.  
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• When applicable, client accommodation shall be provided to employees at the completion of their nightshift 
roster cycle to allow for any employee to have a sleep/rest break prior to travelling to their place of residence. 


3.6 Driving 
 
Drivers shall stop every two hours and rest as required, get out of car and walk around, stretch muscles, use 
appropriate rest areas such as truck stops/driver reviver zones. If too tired to continue they are to notify their 
supervisor and rest / sleep as required. 
 
Rest areas enable distance drivers to increase the frequency, duration and quality of rest breaks in accordance with 
the road safety principle "Every 2 hours. Stop. Revive. Survive."  
 
Driver fatigue can severely impair judgment and can affect anyone. It is particularly dangerous because one of the 
symptoms is decreased ability to judge our own level of tiredness. Other symptoms vary between drivers, but may 
include yawning, poor concentration, tired or sore eyes, restlessness, drowsiness, slow reactions, boredom, feeling 
irritable, making fewer and larger steering corrections, missing road signs, having difficulty in staying in the lane, 
micro-sleeps.  
 
It is important to note that driver fatigue is not simply a function of time spent driving but relates to many factors 
including hours since last slept (hours of wakefulness) and time of day or night. 
 


3.7 Rest Breaks Prior to Returning to Work 
 
It is recognised that some individuals undertake activities outside of their paid employment with WesTrac, such as 
volunteer work, study and family commitments. All personnel have an obligation to be fit for work which includes 
ensuring adequate rest and recovery prior to commencing work following rostered days off. 
 


3.8 Fatigue Management Techniques 
 
Fatigue shall be managed at the following levels and in the following order: 
 


1. Self management; 
2. Peer management; and 
3. Supervisor management. 


 
3.8.1 Self Management  
 
Self management is by far the most effective control for fatigue because responsibility is with the individual who is 
most able to identify and control fatigue. 
 
Individuals shall advise their supervisor of anything that they are aware of that may affect their alertness. This includes 
extended travel time to work, sleep disorders and medications that may cause drowsiness or fatigue. The individual 
and their supervisor shall then have a discussion to determine appropriate control strategies to control the hazard.  
 
If employees require assistance, access to the Employee Assistance Program (EAP) shall be available for all 
employees and their immediate families. The EAP provides management strategies for fatigue and other fitness for 
work risks. 
 
3.8.2 Peer Management 
 
Each individual has a duty of care to identify and control hazards in the workplace, including fatigue related hazards. 
Should any person have a concern that another person is showing signs of fatigue, they should discuss their concern 
with the individual. If the individual raising the concern isn’t satisfied their work colleague’s response, it shall be 
reported to the relevant supervisor by either party. 
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3.8.3 Supervisor Management 
 
Supervisor management shall also be utilised to support and enhance the implementation of self management and 
peer management. Supervisors should utilise the Fatigue Observation Checklist (FTT-NAT-HSEQ-0265) to assist in 
identification of signs and symptoms of fatigue. 
 
The Fatigue Assessment Tool (FTT-NAT-HSEQ-0272) should also be used to aid discussions with individuals on 
fatigue risks, risk assessment and implementation of control actions. This tool should be used when: 
 


• Individual reports they are fatigued; 


• Signs or symptoms are observed in an individual; 


• First night or day shift where there has been an extended commute; 


• Extending hours of work for non-emergencies 


• Night shift where there may be an accumulative effect of fatigue; 


• Shutdowns or project work; 


• Call outs; or 


• Other situations where there may be a fatigue risk. 
 
Supervisors shall consider fatigue risks when planning work tasks. Consideration shall be given to the type of task 
being performed (physical and mental demands) as well as workplace conditions such as heat, humidity and noise 
which can impact on an individual’s alertness. 
 
If an individual has ongoing or regularly repeated issues with fatigue, the supervisor shall follow up with the Injury 
Management Advisor or HR Advisor to assist in investigating and addressing any underlying issues. 
 
3.8.4 Fatigue Breaks 
 
Fatigue breaks shall be made available for individuals when: 
 


• Requested, subject to authorisation by supervisor on each occasion; 


• The supervisor identifies that individuals may be fatigued;  


• Extreme heat/weather is present or heavy work is scheduled; and / or 


• When identified in the commute plan.  
 
During the fatigue breaks the individual shall remove themselves from active work for a short period of rest and/ or 
refreshments. When a fatigue break is taken it should be identified in the Fatigue Observation Checklist (FTT-NAT-
HSEQ-0265) and/or Fatigue Assessment Tool (FTT-NAT-HSEQ-0272). This may include either an unscheduled or 
rescheduled meal break, a walk around inspection of their work area, or a change of environment for a brief period. 
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3.9 Reporting & Managing Fatigue Related Issues 
 
The following process outlines reporting and managing fatigue related issues: 
 


 
 


3.10 Training 
 
Employees and supervisors shall be provided with education to assist in the identification, prevention and 
management of fatigue at work and outside of work. 
 
3.10.1 Induction 
 
All employees shall complete the HSEQ Induction prior to commencement of any work on a WesTrac premise. 
Fatigue Management Training is part of the overall HSEQ induction. Refer to the Induction Procedure (PCD-NAT-HR-
0053) for specific details on the Induction.  
 
Employees will be required to complete the Fatigue Procedure Awareness Form (FTT-NAT-HSEQ-0117) during the 
induction.  
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3.10.2 Employee Fatigue Training 
 
Employees are required to complete specific fatigue related training within 6 months of commencement with WesTrac.  
 
Before vehicles are issued to employees (i.e. those required to regularly travel such as field service personnel, 
marketing representatives, area managers etc.) they must complete the online fatigue training module. This ensures 
that the employee is fully aware of specific commute plan requirements and travel/vehicle related fatigue controls 
before undertaking long distance driving. 
 
3.10.3 Supervisor Fatigue Training 
 
In addition to the above training, all employees in supervisory roles shall also complete the online fatigue training 
module within 3 months of being appointed in a supervisory role. 
 
3.10.4 Refresher Training 
 
All employees shall complete fatigue refresher training at a minimum of 2 yearly intervals.  
 


3.11 Breaches of Procedure 
 
Breaches of this procedure, including breaches of individual commute plans will be dealt with in accordance with the 
WesTrac Counselling and Disciplinary Procedure.  


 
Fatigue is one of the Life Saving Commitment which outlines that: 
 


• I will talk to my supervisor if I am feeling fatigued. 
 
The Life Saving Commitment is non-negotiable and any breaches of the rule will initiate a full 
investigation process with disciplinary action as required. For specific information on Life 
Saving Rules refer to the Life Saving Commitment Policy (POL-NAT-HSEQ-0100). 
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4 Accountabilities 
 
The following accountabilities apply to the following roles: 
 
General Managers: 
 


• Ensuring that working arrangements and fatigue management practices meet the requirements of this 
procedure; 


• Approving new rosters. 
 
Regional and Area Managers: 
 


• Submitting risk assessment and control plans for approval where scheduled working hours and roster patterns 
are greater than the maximum limits specified in this procedure; 


• Implementation of this procedure in relevant areas of responsibility including ensuring all employees are 
available for adequate education and training and the review of this procedure’s application and effectiveness 
in their area;  


• Approving risk assessments and control plans relating to extended work hours (i.e. Working time greater than 
14 hours); 


• Documenting and approving risk assessments for situations where more than 14 hours are worked. 
 
Supervisors: 
 


• Ensuring personnel under their supervision comply with this procedure; 


• Monitoring personnel under their supervision for signs of fatigue; 


• Taking prompt and appropriate action whenever they believe an individual is not capable of working in a safe 
and effective manner. This may include removing the individual from the workplace;  


• Hours worked by individuals in the department are monitored to prevent excessive time being worked;  


• Reporting fatigue incidents and hazards. 
 
HSEQ Manager: 
 


• Assisting site managers and supervisors with fatigue advice and risk management strategies; 


• Considering fatigue risk factors in incident investigations, and monitoring and responding to trends in such 
incidents; 


• Updating the fatigue management plan and associated training packages when changes are required. 
 
Injury Management or HR Advisor: 
 


• Assist supervisors and managers with ongoing fatigue related concerns with employees 
 
Employees: 
 


• Complying with all requirements of this procedure; 


• Managing their personal fatigue and fitness for work; 


• Reporting any fatigue risks or issues relating to themselves or other individuals in their work area;  


• Attending fatigue management training as directed;  


• Adhering to individual commute plans when developed.  
  







 PROCEDURE 
  
 Document Number PCD NAT HSEQ 0119 
 
 Next Review Date  01st March 2021 
 
 Document Owner  GM – Safety, Security, Risk 
  


FATIGUE MANAGEMENT PROCEDURE  Page 9 of 12  
Revision: 6.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


5 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HR-0053 Induction Procedure  


FTT-NAT-HSEQ-0272 Fatigue Assessment Tool 


FTT-NAT-HSEQ-0265 Fatigue Observation Checklist 


FTT-NAT-HSEQ-0180 Individual Commute Plan 


FTT-NAT-HSEQ-0119 14 Hour Authorisation and 14 Day Authorisation Form 


FTT-NAT-HSEQ-0117 Fatigue Management Procedure Awareness Form 


External Reference Guide for Managing the Risk of Fatigue at Work, Safe Work Australia 


 


6 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Fatigue Fatigue is more than feeling tired and drowsy. In a work context, fatigue is a 
state of mental and/or physical exhaustion which reduces a person’s ability 
to perform work safely and effectively. It can occur because of prolonged 
mental or physical activity, sleep loss and/or disruption of the internal body 
clock. Fatigue can be caused by factors which may be work related, non-
work related or a combination of both and can accumulate over time.  


Work Period Defined as work and travel within the 14 hour requirement, however does 
not equate to paid work time. For example employees may travel in their 
own time within the maximum 14 hour requirement, however will only be 
paid for the portion as per their shift or contract.  


Employee The term employees in this procedure relates to any employee, contractor, 
labour hire worker or visitor. 


 


7 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 06/05/13 Document transferred to new template MR MC CG 


2.0 15/01/14 Updated with life saving rules and links to DMS BM MC BG/GH 


3.0 11/09/14 
Re-write of the procedure to introduce new 
controls and procedures 


Fatigue 
project 
steering 


team 


MC BG/GH 


4.0 5/11/14 
3.4 Extending days of work and 5 Related 
documents updated 


DB BG/GH BG/GH 


5.0 07/03/19 
Updated document reference PCD-NAT-HSEQ-
0101 to PCD-NAT-HR-0053 


DC DC DC 


6.0 06/11/20 
Update LSR to LSC 
Updated reference to WA specific procedure 


NT NT GH 
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Appendix – Risk Management Chart 
 


Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Identify potential hazards and risks at the 
workplace. Examples of some factors that 
contribute to fatigue are listed below. Consider 
these factors in the context of your specific 
workplace or industry.  


To assist risk assessment, a general level of risk for each hazard is indicated along 
arrow guides. In assessing risk consider interaction between hazard factors that could 
influence the level of risk. Also take into account specific workplace/industry 
circumstances that may influence it.  


Where a hazard is assessed as medium/higher risk, consider 
implementing control measures, such as those outlined in section 2 of 
this code.  


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Work Scheduling and planning 


Hours 
 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Average weekly hours (other than FIFO) 35-40 hours 
(working week)  


 48 hours (working 
Week 


56 hours (working 
week)  


▪ Scheduling safety critical work outside low body clock periods (i.e. 
between 2am and 6am) 


▪ Total hours over a three month period (other 
than FIFO) 


  624 working hours  ▪ Structure shifts and work plans so that demands are highest towards 
the middle of the shift and decrease towards the end. 


▪ Daily work hours  9 working hours 12 working hours  ▪ Use forward rotation roster systems (day-evening-night) 


▪ Daily work hours and work-related travel, 
including commute 


  10 working hours 13 working hours ▪ Designing working hours and rosters to provide for adequate sleep 
opportunity (considering time for eating, washing, personal 
commitments etc.) 


▪ Scheduling of work Regular,  
predictable hours 


Irregular and unpredictable hours, short 
notice of schedule, extended overtime, on 
call across shift cycle 


▪ Monitor actual time worked against the allocated roster and identify if 
excessive hours are being worked 


Shift work 


 


Additional control measures should be implemented for special 
work arrangements and include: 


▪ Length of shift (other than FIFO)   10 hours 13 hours ▪ Considering  sleep opportunity and recovery in instances where 
workers are required to work on call after a normal shift or on days off 


▪ Time of Shift Day Shift  Afternoon shift Night shift ▪ Avoiding quick shift changeovers such as finishing at 11am and 
starting again at 7am 


▪ Speed and direction of shift Forward rotation (morning/afternoon/night) Backward rotation 
(night / evening /  
morning) 


Slower rotation (i.e. 
weekly / 3-4 weekly 
rotation) 


▪ Use forward rotation roster systems (day-evening-night)  


▪ Split shifts and variable Shifts    13 hour period  ▪ Allocate shift and night workers consecutive days off to allow for at 
least two full nights rest including some weekends 


Lower Risk Higher risk


Lower Risk Higher risk
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Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Night Work 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Shift end (for those working 8 hrs or more 
between 10pm and 6am  


   After 10pm and 
before 6am  


▪ planning into work schedules enough workers and other resources to 
do the job without placing excessive demands on workers 


▪ Sequential night shifts 8 hours  10 hours 12 hours ▪ Keeping sequential night shifts to a minimum 


  6 or more 8 hour shifts  


5 or more 10 hour shifts 


4 or more 12 hour shifts 


▪ Avoiding overtime allocations after afternoon or night shifts 


Breaks 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Period of non-working following a sequence of 
night shifts 


48 hours  Less than 48 hours ▪ ensuring that workers have and take adequate and regular breaks so 
that they can rest, eat and rehydrate 


▪ Frequency of breaks during work Adequate and 
regular breaks 


 Infrequent of no 
breaks 


 ▪ Including rest periods in the work schedule and allow time for 
controlled sleeping and napping if necessary 


▪ Recovery time / sleep opportunity between 
work periods 


Adequate time for sleep, travel, meals, etc Inadequate time for sleep, travel, meals 
etc 


▪ Designing working hours and rosters to allow for good quality sleep 
and enough recovery time between work days or shifts for travelling, 
eating, washing and sleeping 


Job demands 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Repetition (physical and/or mental) Varying task 
demands 


 Highly repetitive work and or high 
concentration work, with high demands 
over and extended period of time 


▪ Install fit for purpose plant machinery and equipment for use at the 
workplace 


▪ Physical Minimal physically 
demanding work 


 Highly physically Demanding Work that 
results in muscle fatigue  


▪ Redesign jobs to limit periods of excessive mental or physical 
demands 


▪ Mental    ▪ Introduce job rotation to limit build up of mental and physical fatigue 


 


Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Factors that contribute to Fatigue General Risk indicator for factors that contribute to fatigue Control measures 


Lower Risk Higher risk


Lower Risk Higher risk


Lower Risk Higher risk
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Step 1: Hazard identification Step 2: Risk Assessment Step 3 Risk Control 


Environmental Conditions 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Exposure to hazardous substances and 
atmospheric contaminants  


Hazardous substances, low risk calculated 
using relevant exposure standard  


For hazardous substances, high risk 
calculated using relevant exposure 
standard 


▪  Avoid working during periods of extreme temperature  
▪ Install heating devices in cold work environments or provide access to 


cooled areas 
▪ Install fit for purpose machinery (low noise) 
▪ Install cooling devices in hot work environments like truck cabins and 


ensure shelters for shade are available in hot work environments 
▪ installation of adjustable, low vibration seats in appropriate machinery 


and vehicles and provide low vibration hand held equipment 
▪ Taking reasonable steps to ensure the workplace and surroundings 


are well lit, safe and secure 


▪ Exposure to noise - exposure for short duration  


- low noise levels 


- exposure for long duration  


- high noise levels 


▪ Exposure to extreme temperatures Short period of exposure  Long period of exposure 


▪ Exposure to vibration Short period of exposure Long period of exposure 


Individual and lifestyle 


 


The most appropriate control measures should be implemented for 
the identified risk factor. Control measures may include: 


▪ Sleep (amount and quality) Night sleep 


8 hours sleep in 24 hours 


Day sleep 


6 hours sleep in 24 hours 


▪ Consulting with workers and designing shift rosters that enable 
workers to meet work and personal commitments 


▪ Health and wellbeing    Poor diet Recent 
illness/injury  


▪ Develop a fitness for work policy and consider implementing health 
and fitness programs 


▪ Social life    Influence of alcohol 
drugs or amount of 
sleep 


•  


▪ Family responsibilities Adequate time to fulfil family 
responsibilities 


Inadequate time to fulfil family 
responsibilities 


•  


▪ other work commitments (for example having 
a second job) 


No other work 
commitments 


 Additional work commitments  
(second job) 


•  


 
Reference: Guide for Managing the Risk of Fatigue at Work, Safe Work Australia, 2013.  


 
 
 
 


Lower Risk Higher risk


Lower Risk Higher risk
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FIRE EXTINGUISHERS 
 
All employees using a fire extinguisher must comply with this Safe Work Instruction. 
 


1 Safety Requirements 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 


 


 
 
 


2 Life Saving Commitments 
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 
 


                     
 


3 Process 
 


3.1 Fire Extinguisher Location and Installation 
 
Each fire extinguisher shall be located in a conspicuous and readily accessible location in accordance to AS 2444 -2001 
(Portable fire extinguishers and fire blankets – Selection and location). Where practicable, extinguishers should be 
located along paths of normal travel near exits for quick access. Each extinguisher shall be mounted no more than 
1200mm at its highest point and 100mm from its lowest point to the ground.  
 
Fire extinguishers are to be installed in accordance with the hazard present in the area to be protected rather than the 
size of the area. Each fire extinguisher present shall be at least equal to the hazard of the area to be protected, a 
combination of smaller fire extinguishers shall not be used to attain the required protection. 
 


3.2 Fire Extinguisher Location Sign 
 
Extinguishers shall have their locations clearly indicated by placement of a location sign as per AS 2444. Signs shall be 
installed above or adjacent to an extinguisher and shall be mounted not less than 2.0m above floor level. A single sign 
may be used to indicate multiple extinguishers in one location, even if different types are grouped together.  
 
Signs and extinguishers shall be clearly visible from a distance up to 20m in all directions of approach. 
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3.3 Fixed Fire Points 
 
Fixed fire point shall be marked in accordance AS 2444, ensuring KEEP CLEAR is clearly marked on the floor within a 
red border as shown below: 
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3.4 Fire Extinguisher Inspection and Servicing 
 
When an extinguisher cylinder lining is found to exhibit any of the following the cylinder must be condemned: 


• The lining shows evidence of cracking 


• The lining separates from the wall of the cylinder 


• The lining displays any signs of cracking or irregularities 


• Pitting or corrosion occurs 


• A fire extinguisher that has been condemned must not be used and “tagged out of service”. 


Fire extinguishers must be tested at the following intervals; 


• Six-monthly 


• Yearly 


• Five-Yearly. 


For further information regarding testing requirements, refer to AS 1851: 


Portable fire extinguishers designed for ‘one-off’ use, such as aerosol and non-rechargeable types, shall undergo all 
inspection and test requirements contained in AS 1851-2012 except for those requiring the depressurizing of the cylinder, 
removal of the operating head, inspection of the contents, and inspection of the interior of the extinguisher. 


Portable fire extinguishers designed for ‘one-off’ use, such as aerosol and non-rechargeable types, shall undergo all 
inspection and test requirements contained in AS 1851 except for those requiring the depressurizing of the cylinder, 
removal of the operating head, inspection of the contents, and inspection of the interior of the extinguisher. 


Note: Extinguisher testing must be completed by qualified technician. 


 


3.5 Fire Extinguisher Training Requirements 
 
The following personnel shall undergo and complete basic fire extinguisher training every two (2) years. 
 


• Wardens. 


• 20% of all Parts, Service and MARC personnel. 


• 20% of staff working in administration areas. 


• Personnel involved in hot work activity. 


• Field Service Personnel. 


 
Training will be conducted by a registered training organisation and delivered as a national unit of competency 
CPPFES2005A “Demonstrate First Attack Fire- Fighting Equipment (or equivalent). 
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3.6 Portable Fire Extinguishers and Suitability Chart 
 
The following chart outlines the most suitable fire extinguisher for the type of small fire; this guide should not be used as a 
substitute to training. 
 


 
 


3.7 Fire Extinguisher Basic Usage 
 
The use of portable fire extinguishers will be covered in training. However, the basic procedure for operation is to follow 
the acronym P.A.S.S as shown below: 
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4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe Work 
Procedure should contact the HSE Advisor or Supervisor 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure All Employees and Contractors 
 
Implementation & Review   HSE Manager 
     HSE Advisors 
 
Approval of Safe Work Procedure HSE Manager 
      
Monitoring  HSE Advisor 
 Supervisors 
 
Interpretation and Advice  HSE Manager 
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Savings 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


WIN-NAT-HSEQ-0315 5 Star Audit Compliance Guide 


POL-NAT-HSEQ-0100 Life Saving Rules Policy 


CTA-NAT-HSEQ-0001 Safety and Well Being Charter 


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


Fire Point 
A grouping of fire extinguishers, not necessarily of a common type, for ease of location in 
industrial premises. 
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FRAUD AND CORRUPTION POLICY  
 


1 Purpose 
 
WesTrac recognises the importance of protecting the organisation, its operations, employees and assets against 
financial risks, operational breaches and unethical activities. 
 
Fraud and corruption harm legitimate business activities and are serious criminal offences. In a global effort to combat 
bribery and corruption, anti-bribery and corruption (ABC) laws have been put in place making it an offence to engage 
in corrupt business practices.   
 
WesTrac are committed to acting ethically and takes a zero tolerance approach to fraud, bribery and corruption and 
shall, at a minimum, comply with all applicable laws (including ABC laws) relevant to countering bribery and corruption 
in Australia and overseas.   
 
This Policy sets out specific guidelines and responsibilities regarding appropriate actions that must be followed: 


• for the investigation of fraud, corruption and other similar irregularities; 


• the responsibilities in observing and upholding WesTrac’s position on fraud and corruption; and  


• provides its Employees and Contractors with information and guidance on how to recognise and deal with 
these issues. 


 


2 Scope 
 
This Policy applies to WesTrac  Australia operations, including subsidiaries, joint ventures and associated companies. 
It is important to note that ABC legislation generally includes provisions making it illegal for Australian citizens and 
businesses to engage in corrupt practices overseas as well as in Australia.   
 
All WesTrac Employees and Contractors must ensure they read, understand and comply with this Policy. It is each 
individual’s responsibility to avoid any activity that might lead to, or suggest a breach of this Policy and report any 
concerns in this regard. 
 
This Policy does not form part of a contract of employment with WesTrac and may be amended at any time. 
 
This Policy applies to any person or entity which acts for or on behalf of or performs services for WesTrac, including 
third party agents, consultants or service providers unless: 


• they have their own anti-bribery and corruption policy that General Counsel and Company Secretary has 
reviewed; and 


• General Counsel and Company Secretary has given written approval for this policy to no longer apply to that 
Business Partner. 


 
This Policy applies to all WesTrac’s business and transactions, regardless of where they occur and whether or not any 
particular conduct may be regarded as common or customary in a particular place or location. 
 


3 Policy Statements  
 
The key principles of this Policy: 


• explain the notions of fraud, bribery and corruption and the risks associated with them 


• introduce appropriate measures to minimise the risk of fraud and corruption 


• deter Employees and Contractors from making malicious or unfounded accusations 


• have no hesitation in referring cases of suspected financial irregularity to the attention of auditors and the 
police 


• support international, national and local initiatives against fraud, bribery and corruption.  


3.1 Definitions 
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Fraud refers to actions taken by an Individual to obtain a benefit for themself or others that is not allowed, warranted 
or justified.  It may involve misuse of a WesTrac business process or system to hide evidence of the fraud. A fraud 
may involve collusion between two or more people. For the avoidance of doubt, fraud is an act of deception, with 
intent to mislead or conceal, in order to gain an unlawful or unfair advantage or to induce another party to do so. A 
formal definition is provided in Section 9. 
 
Corruption occurs when a person, no matter what their level in the Company, seeks to misuse their position, authority 
or influence to gain an unfair or illegal advantage for one person at the expense of another, whether there is an actual 
benefit to themself or not.  
 
Any general reference to fraud in this Policy should be taken to include corruption. Please refer to the ‘Definitions and 
Abbreviations’ section of this Policy for the meaning applied to: 


• bribery 


• corruption 


• fraud 


• computer fraud 


• government official 


• gifts 


• anti-bribery and corruption laws. 
 


3.2 Disclosures and Investigations 
 
All Disclosures under this Policy shall be disclosed, investigated, managed, monitored and reported as per the Fraud 
and Corruption Procedure (PCD-NAT-FIN-0008). 
 
The mechanism for Employees and Contractors to report any disclosures are outlined in this document. 
 


3.3 Attitude to Fraud and Corruption 
 
Fraud and corruption is a business risk that must be actively managed. All Employees, Contractors and Business 
Partners are responsible for the detection and prevention of fraud and corruption within WesTrac. 
 
At WesTrac, effective fraud and corruption detection is achieved through a combination of:  


• adherence to the Delegation of Authority Policy (POL-NAT-FIN-0005) and procedures; 


• vigilance on the part of Employees, Contractors and Management and confidence in fraud and corruption 
reporting mechanisms 


• use of internal audit resources for special reviews  


• periodic management reviews.  
  
Fraud, corruption and official misconduct are illegal, and in the event WesTrac Employees or Contractors are found to 
have taken part in bribery or any other related improper conduct, WesTrac and/or the Individual involved may be 
subject to penalties or imprisonment.  Furthermore, it can damage the reputation of WesTrac and may impair its 
operational viability. Hence, such activities shall not be tolerated within WesTrac. WesTrac through its Board and 
Executive Management are committed to maintaining a work environment free of fraud and corruption.  
 
Fraud, bribery and corruption may amount to a criminal offence that following assessment may be referred to the 
Police. All incidents of fraud, bribery and corruption involving Employees or Contractors shall be regarded as serious 
and disciplinary action shall be taken depending on the severity of the breach which may include reprimands, formal 
warnings, demotions and/or termination of employment. 
 
There is an overlap in the meaning of fraud, corruption and misconduct. While they overlap in some respects, together 
they describe a range of improper conduct, which is addressed in this Policy. Other forms of misconduct shall be dealt 
with under WesTrac’s Counselling and Disciplinary Policy (POL-NAT-HR-0003). 
 


3.4 Prohibited Conduct 
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3.4.1 Bribery and Corruption 
 
Corruption is dishonest or fraudulent conduct, typically involving bribery.  Under the law, bribes and bribery have a 
very wide definition. A bribe is a personal inducement or reward offered, promised or provided in order to gain an 
advantage from the person’s principal.   
 
Acts of bribery and corruption are intended to influence an individual in the performance of their duties to act 
dishonestly and improperly. The person being bribed is usually someone who can obtain, retain or direct business, for 
example, during a tender or contracting process.   
 
Bribery and corruption can take on many different forms but typically both parties to the bribe or corrupt practice shall 
benefit.  Examples include: 


•  a direct or indirect promise or offer of something of value 


• the offer or receipt of a kickback or facilitation payment or other gift, reward or advantage designed to exert 
improper influence or secure dishonest advantage. 


 
While a bribe may involve a monetary payment or offer, it covers anything of value such as cash or cash equivalents 
(e.g. vouchers or loans), some gifts, hospitality, entertainment or travel, donations or scholarships, the provision of 
favours (e.g. discounted or ‘free’ WesTrac product or use of WesTrac services, facilities or property) or anything else 
that is of significant value to the recipient. 
 
WesTrac does not pay, offer, promise or accept, directly or indirectly, any bribe, kickback, secret commission or other 
form of improper payment (however small) in order to obtain any improper business or other advantage for WesTrac, 
for an Employee, Contractor, Business Partner or for others. 
 
3.4.2 Faciliation Payments and Kickbacks 
 
Facilitation payments are typically nominal, unofficial payments made to secure or expedite the performance of a 
government official’s routine duties or actions. Kickbacks are payments made in return for business favour or 
advantage.   
 
WesTrac does not make or accept facilitation payments or kickbacks of any kind. If any WesTrac Employee or 
Contractor is requested to make a payment on WesTrac’s behalf, that person must be fully aware of the purpose of 
the payment and whether the amount requested is commensurate with the goods and/or services being provided. 
WesTrac Employees and Contractors must always ask for a receipt detailing the amount of the payment and reason 
for the payment. 
 
If a payment is extorted under duress or a threat to personal safety then payment may be made provided that the 
payment (including the circumstances considered to constitute duress or threat to personal safety) is reported to the 
person’s General Manager, the General Counsel and Company Secretary as soon as possible.  
 
3.4.3 Gifts and Hospitality 
 
WesTrac prohibits the giving and receiving of gifts in connection with its operations which go beyond common 
business courtesies. This is to ensure that the offer or acceptance of a gift does not create an obligation or be 
construed or used by others to allege favouritism, discrimination collusion or other unethical business practices by 
WesTrac. However, WesTrac does not prohibit bona fide and appropriate gifts or promotional or other legitimate 
business expenditures given and received to or from third parties.   
 
Refer to Gifts, Gratuities and Entertainment Procedure (PCD-NAT-FIN-0003).  
 
3.4.4 Due Diligence and Dealing with Third Parties 
 
WesTrac, its Employees and Contractors could be held responsible for acts of bribery and corruption by third parties 
in instances where WesTrac, its Employees or Contractors know or reasonably should have known of such party’s 
unlawful acts. Turning a “blind eye” or ignoring “red flags” that something may be wrong does not absolve WesTrac, 
its Employees or Contractors from criminal liability.  
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WesTrac, its Employees and Contractors must take reasonable precaution to ensure third parties comply with this 
Policy, including through the exercise of due care in selecting contractors and/or suppliers to ensure they are 
reputable, honest and qualified for their roles through due diligence investigations and the inclusion of appropriate 
contractual safeguards in terms of engagement with such parties. The purpose of conducting due diligence 
investigations is to mitigate identified bribery and corruption risks. 
 
WesTrac, its Employees and Contractors should not conduct business with a third party who refuses to cooperate in 
due diligence, or where the due diligence raises concerns regarding this Policy, unless the prior consent of the 
General Counsel and Company Secretary is obtained to do so, via the LP17 process.   
 
If an Employee or Contractor has concerns that a third party’s conduct may breach this policy, that person must 
contact their relevant General Manager immediately. As part of our procurement contracting, compliance with this 
Policy must be a term of our supplier, consultant and subcontractor contracts. 
 
3.4.5 Donations and Sponsorships 
 
WesTrac does not make contributions to government officials (including but not limited to political parties) or donations 
at the request of government officials. However, WesTrac does allow charitable donations that are legitimate, legal 
and ethical in accordance with ABC laws and WesTrac’s charitable objectives.   
 
WesTrac is committed to the communities in which it operates. To this end, WesTrac supports a number of nominated 
charitable organisations and sponsorships including: 


• incorporated community groups, clubs and associations 


• not-for-profit organisations 


• non-government organisations 


• other community-related commercial organisations and academic bodies.  
 


In order to ensure donations are made for proper charitable purposes, Employees and Contractors must only make 
donations on WesTrac’s behalf to charitable organisations which have been previously approved by WesTrac. 
 
Requests for sponsorships should follow the Delegation of Authority Policy (POL-NAT-FIN-0005). Charitable 
donations must not be made to Individuals. 
 
3.4.6 Dealing with Government Officials 
 
Payments to Government Officials, customs officers, agents and such like for the purpose of winning tenders or 
facilitation payments are considered corrupt practices and shall not be undertaken or condoned by WesTrac.  
 
Any requests for these types of payments must be immediately raised to the General Counsel and Company 
Secretary, who will then inform the Chief Executive Officer (CEO) and Chief Financial Officer (CFO) and if required 
relevant Managers. Direction on how to proceed shall then be provided by the General Counsel and Company 
Secretary. 
 
Bribing a government official is a serious offence and as such a high degree of caution must be used when dealing 
with government officials.  
 
WesTrac prohibits the offering, giving or accepting of gifts or anything of value to or from government officials. 
However, this policy does not curtail an Cmployee or Contractor’s freedom to make political contributions in their own 
personal capacity.   
 
WesTrac does not engage in party politics by attending political functions, unless there is a legitimate business reason 
for attendance. However, this policy does not curtail an Employee or Contractor’s freedom to attend political functions 
in their own personal capacity where such participation does not involve WesTrac’s funds, assets, resources, time or 
personnel. 
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Departments must not, without approval of the CEO engage a government official as a consultant or appoint a 
government official (or a Government Official who has retired or resigned from office within the preceding 12 months) 
to a company position. 
 


3.5 Protection 
 
Those who refuse to accept or offer a bribe or make a corrupt payment, or those who raise concerns or report 
another’s wrongdoing are sometimes worried about possible repercussions.  WesTrac aims to encourage openness 
and shall support anyone who raises genuine concerns in good faith under this policy, even if they turn out to be 
mistaken. 
 
WesTrac Employees and Contractors shall not suffer any form of retaliation or detrimental treatment as a result of 
refusing to take part in bribery or corruption, or because of reporting in good faith their suspicions.  
 


3.6 Sanctions 
 
WesTrac has zero tolerance for conduct in violation of this Policy. Failure to comply with this Policy may lead to 
disciplinary action, up to and including dismissal. Conduct in violation of this Policy may also breach applicable anti-
corruption laws and result in criminal or civil penalties for WesTrac and its Employees, Directors and Officers, 
including fines and imprisonment.  
 
All Employees, Contractors and Business Partners must not do any of the above in their ‘personal capacity’ in an 
attempt to evade the requirements of this Policy. 
 
All Employees, Contractors and Business Partners must cooperate fully and openly with any investigation by WesTrac 
into alleged or suspected corrupt activity or breach of this Policy. Failure to cooperate or to provide truthful information 
is a breach of this Policy. 
 


3.7 Record keeping and Reporting 
 
The CFO and Finance team are responsible for ensuring an accurate and auditable record of all gifts and items of 
value given to or received from government officials, Employees or third parties are maintained in accordance with 
generally accepted accounting practices.   
 
All accounts, invoices, memoranda and other data and documents relating to third party dealings must be prepared 
and maintained with strict accuracy and completeness.   
 
All WesTrac Employees and Contractors must ensure that all expense claims relating to hospitality, gifts or expenses 
incurred to third parties are submitted in accordance with WesTrac’s expenses procedures refer to Expense 
Management Policy (POL-NAT-FIN-0006). 
 
All WesTrac Employees, Contractors and Business Partners must not falsify or mis-describe any book, record or 
account relating to WesTrac’s business. All receipts and expenditures must be supported by documents that describe 
them accurately and properly. No accounts are to be kept “off the record” to facilitate or conceal any improper 
payments. Entries must never distort or disguise the true nature of any transaction. 
 


4 Responsibilities 
 
All WesTrac Executive Management and Managers have a responsibility to assist in the prevention, detection, and 
reporting of fraud and corruption and suspected fraud and corruption.  
 
All WesTrac Employees and Contractors have a responsibility to detect, prevent and report instances not only of fraud 
and corruption but also of any other suspicious activity or wrongdoing in connection with our business. Issues or 
suspicion of malpractice are encouraged to be raised at the earliest possible stage. 
 
All WesTrac Employees and Contractors have the responsibility to act ethically and report any and all instances of 
fraud, bribery and corruption or suspected fraud and corruption at the earliest opportunity.  
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It is the responsibility of Executive Management and Managers to operate internal systems to ensure that high 
standards are applied and brought to the attention of their Employees and Contractors. Procedures are operated 
throughout WesTrac to ensure:  


• an adequate separation of duties (e.g. more than one employee is involved in key tasks)  


• proper authorisation procedures (e.g transactions must be approved)  


• independent monitoring and checking of data and documentation (e.g. checks and balances, reconciliations).  
 
As part of a process for fraud, bribery and corruption incident response, Executive Management and Managers must 
review systems and procedures to ensure that similar frauds and corruptions do not recur.  
 
WesTrac has audit processes which monitor compliance with regulations and undertakes a rolling program of checks 
to detect, deter and prevent fraud and corruption.  
 
The Chief Financial Officer (CFO) is responsible for collating the information from Executive Management and 
preparing the bi-annual risk report. 
 


4.1 Responsibility for Fraud & Corruption Risk Management  
 
The CFO is responsible for fraud and corruption risk management. 
 
All WesTrac Executives and Managers are responsible for operating internal systems that cultivate high standards of 
internal control that minimise the opportunity for fraud and corruption in their own areas. They are responsible for 
ensuring that these controls are brought to the attention of their Employees and Contractors.  
 
Internal audit activities are conducted as per the annual internal audit plan. The results of these internal audits shall be 
reviewed for their implications for the management of fraud and corruption risk and this information provided to 
management so that appropriate action can be taken by them to control these risks.  
 
4.1.1 Fraud & Corruption Risk Assessment  
 
The CFO shall consider fraud and corruption risks are included within overall risk assessment processes for WesTrac.  
 
Fraud and corruption risks shall be identified through WesTrac’s risk management process, addressing inherent risk 
and the likelihood and consequences of identified risks.  
 
A risk treatment plan addressing significant risks shall be developed by the appropriate business process owner and 
include at a minimum:  


• a description of the risk  


• the controls for minimising that risk  


• criteria for assessing the effectiveness of those controls.  
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4.1.2 Fraud & Corruption Awareness and Training  
 
WesTrac shall ensure all Employees and Contractors (including new Employees and Contractors) are informed about 
and understand this Policy. 
 
Each Employee and Contractor shall receive a copy of this Policy and be provided with training by HR upon 
commencement at WesTrac. Key personnel shall receive regular communications and confirm they understand and 
shall comply with this Policy. 
 


5 Reporting 
 
Monitoring and reporting of compliance to this Policy will occur through the processes outlined in the Related 
Documents section and the documents held within WesTrac’s Document Management Framework.  
 
A risk report will be prepared by the CFO and provided to the WesTrac Board bi-annually. 
 


6 Further Information  
 
WesTrac has a number of related Policies and Procedures that should be read in conjunction with the Fraud and 
Corruption Policy and are outlined in section 8 of this document. All Employees and Contractors s who require further 
information or need clarification of anything contained in this Policy should contact the General Counsel and Company 
Secretary. 
 


7 Accountabilities 
 
Compliance to Policy   All Employees and Contractors 
 
Implementation & Review   CEO & CE WA 


CE NSW 
CFO 
General Counsel and Company Secretary     


 
Approval of Policy   Chief Executive - WA 
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  General Counsel and Company Secretary     
 


8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as policies, 
procedures, forms). 
 


Document Number Title 


POL-NAT-HR-0015 Code of Conduct Policy 
POL-NAT-FIN-0005 Delegation of Authority (DOA) Policy 


POL-NAT-FIN-0006 Expense Management Policy 


POL-NAT-HR-0003 Counselling and Disciplinary Policy 
PCD-NAT-FIN-0008 Fraud and Corruption Procedure 


PCD-NAT-FIN-0003 Gifts, Gratuities and Entertainment Procedure 


 
This Policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  
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Criminal Code Criminal Code Amendment (Bribery of Foreign Officials) Act 1999 (Cth) 


FCPA Foreign Corrupt Practices Act 1977 (US) 


Bribery Act Bribery Act 2010 (UK) 
 
The following outlines the reporting requirements related to this Policy: 
 


Reporting Requirement Reporting Body Frequency 


Risk Report Finance Bi-annual 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


Anti-bribery and corruption (ABC) 
laws 


(a) the Criminal Code Amendment (Bribery of Foreign Officials) Act 1999 
(Cth) 


(b) the Foreign Corrupt Practices Act 1977 (US) 
(c) the Bribery Act 2010 (UK) 
(d) any other anti-corruption laws of the Commonwealth of Australia or any 


State or Territory of Australia (including any applicable common law, 
law of equity, regulation, statute or other instrument made under statute 
or by any government agency) 


(e) any anti-corruption law of a country other than Australia which applies 
to us, our business partners or third parties operating on our behalf. 


Bribery The personal offering, giving, receiving, or soliciting of any item of value to 
influence the actions of an official or other person in charge of a public or 
legal duty on behalf of the entity which they represent, and extends to 
commercial enterprises and their relevant authorities. 
Examples: tips, gifts, perks, skims, favours, discounts, waived fee/ticket, 
free food, free ad, free trips, free tickets, sweetheart deal, 
kickback/payback, funding, inflated sale of an object or property, lucrative 
contract, donation, campaign contribution, fundraiser, sponsorship/backing, 
higher paying job, stock options, secret commission, or promotion (rise of 
position/rank). 


Corruption An action to (a) secretly provide (b) a good or a service to a third party (c) 
so that he or she can influence certain actions which (d) benefit the corrupt, 
a third party, or both (e) in which the corrupt agent has authority. 


Executive CEO & CE WA and CE NSW 


Executive Management CEO & CE WA, CE NSW, CFO and their direct reports. 


Fraud Fraud refers to: 


• an intentional act involving the use of deception to obtain an unjust or 
illegal advantage or with an intent to obtain financial or personal gain or 
advantage. 


• any dishonest activity with the intent to deceive, misrepresent or 
occasioning actual or potential financial loss to any person, corporation 
or other entity including theft (refer definition), embezzlement, 
appropriation, misappropriation, offering or receiving secret 
commissions. 


Computer Fraud Is where information technology equipment has been used to manipulate 
programs or data dishonestly (for example, by altering, substituting or 
destroying records, or creating spurious records), or where the use of an IT 
system was a material factor in the perpetration of fraud. Theft or fraudulent 
use of computer time and resources is included in this definition. 
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Term Definition 


Gifts Anything of value given or received where the recipient does not pay market 
value. 


Government Official Anyone regardless of rank or title who is: 
(a) a political party, party official or candidate of political office 
(b) an employee, official or contractor of a foreign, national, state or local 


government body 
(c) an employee of a government agency 
(d) a member of any legislative, administrative or judicial body 
(e) an officer or employee of a state-owned or part-owned corporation or 


nationalised organisation (e.g. hospitals, universities, schools) 
(f) an employee, official or contractor of a public international organisation 


(e.g. United Nations) 
(g) a person who is authorised, or behaves as if they are authorised, to act 


as an intermediary of a foreign public official. 


Managers or Management Any position directly reporting to the CEO, CE NSW, CE WA or CFO. Any 
position with ‘manager’ in the title. 


Stealing To take or attempt to take another person’s property without permission or 
legal right and without intending to return it. 
Dishonestly pass off as ones own. 


Theft Action of crime of stealing. 


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed By 


Approved 
By 


1.0 02/09/2014 Policy established. LK LK/DC DC 


2.0 25/09/2014 Policy reformatted. SP LK/DC DC 


3.0 28/10/2015 
Updated section 8 to list legislation and policy 
name. Updated next review date. Update 
approval of policy. 


SP SP SP 


4.0 27/11/2015 
Full document review. Change in Document 
Owner. 


SP GG/LK/BP/KB JC 


5.0 03/01/2017 


Transfer document to new DMS template. 
Complete new sections. 
Update Related Documents names and 
numbers for recent changes. 
Update position title to GM- Counsel. 


SP SP JC 


6.0 27/02/2017 No change to document. DMS loading error. LG LG JC 


7.0 11/09/2017 


Update definition of fraud section 3.1. 
Examples of fraud moved to Procedure. 
Update position titles. Expand definition of 
Executive Management to include Executive. 
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GROUP ISOLATION PERMIT
Step 1. What is the work?


Work Order No: Date of issue:


Location of Work: WesTrac Supervisor  
/ Manager name:


Isolated By: Authorised by:


Description of Work  
Under this Permit:


Note: Each person involved in the task must sign-on to the permit, when in place, as an acknowledgement that they have been briefed on 
and understand the conditions and requirements of this permit, including any associated procedures and risk assessments.
The Group Isolation Permit does not replace the requirement to have an appropriate risk assessment in place. Lock holders 
must ensure that an appropriate risk assessment is in place, and is reviewed prior to commencing work.


Additional Comments  
(Refer to any relevant Risk 
Assessment for this job)


THIS PERMIT IS VALID ONLY FOR THE WORKS DESCRIBED.  
Note. In the instance that the scope of work changes, notify the team leader as a new permit maybe required to be raised.


Review the below prompt sheet identifying what damaging energies may be applicable to your task 
(tick/circle which will apply)  


Gravitational Energy 


Machine / component / equipment / tooling 
movement
Suspended / falling / shifting loads / 
unsupported material / components
Closing latches / doors / engine / component 
covers / gates / lids


Mechanical Energy
Moving parts of plant (fixed or mobile) or 
material subject to tension or compression. 
Compressed springs and stretched rubber 
bands are examples of stored energy


Electrical Energy


Any item that is in contact with an electrical 
power source: batteries, motors, generators, 
capacitors, switch gear and conductors.
Overhead power / entrenched power lines / 
environment (rain/lightning)
Portable powered tooling / equipment lead / 
outlet condition
Circuits (power, lighting, battery)


Hydraulic
Any machinery part or object that contains 
stored pressurised fluid. Machines that lift 
objects often use hydraulic energy.


Chemical Energy


Any substance that leads to a chemical 
reaction and includes fuel or gas to drive 
combustion. 
Combustible fuels and gases, Vapours, 
Dangerous Goods and Hazardous 
substances


Thermal Energy
Apart from fire, sources could include 
hot liquid, metals, gasses and welding 
processes


Radiation Energy
Any object that emits radiation as its source 
of energy. Sound, Vibration, Magnetic, 
Infrared, Gamma rays, X rays, Laser and 
UV Radiation


Pneumatic


Any machinery part or object that contains 
stored pressurised gas or vapour. 
Pressurised fluids including hydraulic fluid, 
water and slurries, Compressed air and 
other gases. Assembly tools often use 
pneumatic energy to force parts together.
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Step 2. Isolation Identification


The Isolation Officer performs the isolations as outlined in the ‘ISOLATION SECTION’.
The Responsible Team Leader, Supervisor or Manager confirms all isolation(s) have been positively verified prior to authorising this permit


ISOLATION SECTION  
The Group Isolation Officer identifies and lists all isolation requirements within the 
below ‘ISOLATION SECTION’ for the plant or equipment.


RESTORATION OF ENERGY
To be completed by Group Isolation  
Officer once permit closure authorised


Isolation 
Point  
Number


Isolated Equipment/Energy  
description


Isolation 
position


Lock  
Number


Restored 
Position


Lock  
Number


Initials of 
team  
member


1


2


3


4


5


6


7


8


9


10


Total number of Group  
Isolation Locks placed:


Total number of Group  
Isolation Locks Removed:


Request and Approval Signatures


The control measures and precautions for Group Isolation listed above have been implemented and positively verified.   
The Group Isolation key and remaining locks has been placed in the Isolation Lock Box Number ______________


Group Isolation Officer Name: Signature:


Time: Date:


Issue of Permit (completed by Team Leader, Supervisor or Manager)


I hereby authorize this isolation permit for use and have:
 Checked that all Group Isolation Locks have been attached to the correct isolation points
 Confirmed that all isolation(s) have been positive verified
 Checked that the Group Isolation Key has been placed in the Isolation Lock box and I have placed a Yellow Out of Service  


 lock on Isolation Lock Box Number: __________________________________


WesTrac Responsible  
Person Name: Signature:


Time: Date:
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Team Member Sign on:


Each person involved in the task must sign-on the permit, when in place, as acknowledgement that they understand the 
conditions and requirements of this permit, including any associated procedures and risk assessments.


Name Date Time Signature Contact # Company Name


Closure of Permit (completed by Team Leader, Supervisor or Manager)
I confirm that the above permit can be cancelled and have: 


 Confirmed that all persons have removed their Personal Locks from Isolation Lock Box No: __________________


 Notified an Authorised Group Isolator that the permit has been cancelled and that Group Isolation Locks can be removed


 Removed the Yellow Out of Service lock on Isolation Lock Box Number: __________________________________


WesTrac Responsible  
Person Name: Signature:


Time: Date:


Restoration of Energy Closure


All work associated with this Permit is complete and safe. The Restoration of Energy section has been completed and all associated 
locks removed and returned to their storage location.  


Completed By: Signature:


Time: Date:
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HV ISOLATION PERMIT 


  
A High Voltage Isolation Permit is required for site work on high voltage mains and machines 
*Note: ensure all spaces/check boxes/areas for comment within this FTT contain the required data or are marked N/A* 


 
 
 


Prepared by (Licenced Electrician/HV Competent)  
 


Full name:  
Licence number and 
expiry: 


 Signature:  


Safety Observer (Licenced Electrician/HV Competent verifying) 


Full name:  
Licence number and 
expiry: 


 
Signature: 
 


 


Site Location:  


Substation Number/Serial Number/Plant Number:  


ISOLATION DIAGRAM/SINGLE LINE DIAGRAM NO. 
(Single line drawing with isolation points must be attached to the permit) 


Is there an Isolation SWP for the machine? Yes No NA 


If yes, name the SWP  


If no SWP, has a JHA for the HV Isolation been prepared Yes No NA 


Is there a SIS procedure for the machine and HV isolation Yes No NA 


How will you test for dead? 


 
 
 
 
 


List any additional controls required 
for the job 


 
 
 


Scope: 
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ISOLATION PROCEDURE 


STEP EQUIP. ACTION REQUIRED LOCK NO. INITIAL/Time 


1     


2     


3     


4     


5     


6     


7     


8     


9     


10     


11     


12     


13     


14     


15     


16     


17     
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Signature of workers 


SIGN ON 
I have received instructions from the HV Permit holder isolating the job 
to work in or on the HV machine. I have read and understood the 
relevant procedures for the job. I am satisfied the job has been 
isolated, safety barriers and warning signs are in place. 


SIGN OFF 
I have received instructions form the HV Permit 
holder to discontinue work on the machine 
covered by this permit. I will therefore regard this 
machine as now being live. I have removed any 
working earths applied by myself. 


NAME SIGNATURE ON DATE/TIME SIGNATURE OFF DATE/TIME 


     


     


     


     


     


     


     


     


     


     


     


     


 


ISOLATION PROCEDURE COMPLETED 


I hereby confirm that power has been isolated from the mains/machine as outlined in the attached SWP or JHA for the 
specific job.  
 


Isolation Completed by (HV Electrician):  


Signature: 
 


Date: Time: 


DECLARATON BY HIGH VOLTAGE ACCESS PERMIT HOLDER 
1. I hereby confirm that I understand the mains and apparatus to which access is permitted. I shall regard all mains 


and apparatus not covered in this permit to be ALIVE. 


2. I note the nearest live points are: 


 


 


3. I agree to inform the working party of all conditions pertaining to this permit 


4. I have placed a Out of Service lock on the machine or on the permit lock box 


5. I hereby accept this High Voltage Permit 


 


Name:_______________________  Signed:______________________  Date:__________ Time: ______ 
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SURRENDER OF HIGH VOLTAGE ISOLATION PERMIT 
1. I hereby state that all work on the mains and apparatus allocated to me under this HV Isolation Permit has now 


ceased, that all persons authorised by me to work have now signed off and that all those persons and myself will now 


regard the Mains and Apparatus as being live. 


2. I confirm that the Mains and Apparatus has been restored to the condition in which it was handed over to me in regard 


to this Isolation Permit 


3. I can confirm that any working earths applied to the Mains and Apparatus covered in this permit have been removed 


and that it is safe to re-energise the Mains and Apparatus. 


I hereby surrender this High Voltage Isolation Permit to   …………………………………………. 
                                                                                                (Licenced Electrician/HV Competent) 
 
Signature …………………………………………… Date …………………………………..   Time ………………………… 


 
 


CANCELLATION OF ACCESS PERMIT BY HIGH VOLTAGE AUTHORISED ISOLATOR 
 


1. I accept the statement pertaining to the surrender of the High Voltage Access Permit by the High Voltage Isolation 


Permit Holder. 


2. I hereby confirm that the power has been restored to the Mains and Apparatus following the switching schedule 


above. 


Restoration Completed by (Licenced Electrician/HV Competent): ……………………………….. 
 
Signature…………………………   Date …………………   Time ………………………… 
 


 


ENERGISATION PROCEDURE 


STEP EQUIP. ACTION REQUIRED LOCK NO. INITIAL/Time 


1     


2     


3     


4     


5     


6     


7     


8     


9     


10     


11     


12     


13     


14     


15     


16     


17     
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HAZARD AND INCIDENT REPORTING AND NOTIFICATION 
PROCEDURE  
 


1 Purpose 
 
The purpose of this procedure is to ensure all workplace incidents, injuries and illnesses are reported to the 
appropriate WesTrac employee(s) and, if required, external regulators in accordance with legislative requirements.  
 


2 Scope 
 
All WesTrac employees and contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction. 
 


3 Procedure 
 


3.1 Hazard Reporting 
 
All personnel are responsible for identifying hazards in the workplace, assessing the risks and implementing and/or 
reporting potential control measures. Refer to Hazard Management Procedure (PCD-NAT-HSEQ-0102). 
 


3.2  Incident Reporting  
 
It is the responsibility of all employees and contractors to report all incidents to a supervisor as soon as is practical 
following the incident or injury. For all Serious Incidents, the Serious Incident Escalation process must be followed 
(FTT-NAT-HSEQ-0177). 


Supervisors are responsible for lodging incidents and injuries in OnTrac as soon as practical and prior to the end of 
shift. 


Employees are not permitted to lodge their own incidents into OnTrac 


Reporting of incidents allows for effective management, causal analysis and control implementation. Additionally, 
incident retention allows for review of critical safety data to determine information such as; 


• Injury type frequency rates 


• Tasks which contribute most frequently to injuries 


• Reportable safety statistics such as Medically Treated Injury (MTI), Lost Time Injury (LTI) and Total 
Recordable Injury (TRI) rates 


• Hazard versus Incident Ratio 
 
ALL Incident types MUST be reported, no matter how small or seemingly trivial.  Different categories of Incidents 
include: 
 


• Near Miss 


• Injury/Illness 


• Environmental 


• Property Damage 


• Motor Vehicle Damage 


• Equipment Damage or Loss 


• Fire 
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• Quality 


• Security 
 
Refer to MyLearning – OnTrac Training for comprehensive training in using the OnTrac System. 
 


3.3 Injury Notification 
 
All Work-Related and Non-Work Related injuries must be reported to a Shift Supervisor and Manager 
immediately or as soon as practical.  
 
The following process applies to all injuries: 
 
1. Nominated first aid officer (or first on scene) is to apply immediate first aid: 


• In the event of an emergency call 000. Any costs associated with an emergency response on site will be 
covered by WesTrac.  


• Note – All head injuries must be assessed by a medical professional 


• Note – Any electric shock must be assessed by a medical professional 


• Note – Any suspected fluid injection must be assessed by a medical professional 
2. Supervisor/Manager or RTW Coordinator must contact the Injury Management Team, as soon as practical via: 


 
 
 
 
 
 


3. The Supervisor is responsible for notifying their immediate Manager directly and logging the incident using the 
OnTrac System. Employees are not permitted to log their own injury into the OnTrac System. 


 
4. For all recordable injuries (MTI, RWC and LTI’s) the Manager must advise the Regional or Functional Manager 


with an update as soon as practical. The Regional Manager shall then advise the relevant General Manager. The 
relevant General Manager will then inform the Chief Executive. This must occur within 3 hours of the injury 
being reported. For any other injury (i.e. first aid), the reporting shall be done within 12 hours. 


 
5. Any employee requiring off site medical treatment will be offered a WesTrac preferred medical provider. 
 
6. Any employee requiring off site medical treatment must be accompanied by their direct Supervisor, Manager, 


Supervisor or Return to Work Coordinator. 
 
7. Employees directly involved in incidents regardless of fault may be required to undergo drug and alcohol testing; 


refer to the Drug and Alcohol Policy (POL-NAT-HR-0007).  
 
8. Upon medical treatment the injured employee must provide a WorkCover Certificate of capacity to the local Return 


to Work Coordinator, Supervisor or Manager as soon as practical.  
 
9. The Injury Management Advisor will update the online Injury Classification type once a WorkCover certificate of 


capacity has been issued. The supervisor or manager is to liaise with the Injury Management Team for all follow 
up treatment and return to work plans with the employee. 


 
10. Injury classification may be updated as per the Injury Classification Procedure (PCD-NAT-HSEQ-0161).  


 
11. An investigation is to commence as per Incident Investigation Procedure (PCD-NAT-HSEQ-0108). 
 
 
 


State Contact Number 


NSW (02) 9840 4800 


WA (08) 9377 9647 
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3.4 Immediate response to Serious or High Potential Incidents 
 
Following an Incident or Near Miss, immediate actions must be taken by personnel at the scene of the Event (e.g. first 
aid, firefighting, spill containment) only if safe and practicable to do so.  


This may include:  


• Ceasing the operations or tasks directly related to the Event;  


• Providing first aid to injured persons (only by a suitably trained and competent person);  


• Contacting Emergency Services if required; and  


• Taking steps, if safe to do so, to make safe and preserve scene.  


If the Event poses an imminent threat to people and/or the environment:  


• All injured or potentially affected personnel should be removed from the area (if possible and safe to do so);  


• The hazard should be rectified (only if possible and safe to do so);  


• If the hazard cannot be rectified, the area should be made safe or access restricted to prevent further harm;  


• Other relevant Westrac personnel and Contractors must be informed of the Event and any imminent threats; 
and  


• Take steps, if safe to do so, to make safe and preserve scene.  


The responsible Supervisor or most senior person at the scene must, in consultation with the relevant HSE Advisor, 
assess if the Event has the potential to be a Regulatory Reportable Event or is a High Potential Incident (See 3.4.1 
and 3.4.2) and ensure that:  


• The scene of the Event is preserved (if safe to do so);  


• Witness statements are collected (where practicable); 


• Involved workers are sent for Drug and Alcohol testing where practicable; and  


• Investigation evidence is collected (where practicable and permissible) such as: 


• Photographic evidence and/or videography of the scene, environment and involved equipment  


• Risk assessments for the task 


• Procedures to task  


• Quarantine any equipment, tooling, parts or machines   
 
Note: Ensure that any photographic or video footage captured at site by involved workers is obtained for evidence and 
workers involved instructed not to place on social media sites. 


The Branch Manager is responsible for notifying the HSE Manager, Regional Manager/Area Manager (and contract 
manager if on a client’s site) immediately or as soon as practicable details of incident such as location, people 
involved, description of the event and consequences. 


Based on the information provided the Branch Manager, in consultation with the Regional Manager and HSE 
Manager, will identify if the event is notifiable and the level of investigation required as per Investigation Procedure 
(PCD-NAT-HSEQ-0108). In the event of a notifiable incident, the scene must be preserved and not disturbed until 
advised by the Inspector or HSE Manager of release of the site. In all other occurrences, the Branch Manager can 
authorise for the area to be made safe and returned to operation once all appropriate evidence has been gathered. 


3.4.1 Regulatory Reportable Incidents 


State legislation requires certain incidents and injuries to be reported to the respective Regulatory body. The Injury 
Management Advisor, Regional/Area Manager and HSE Manager or delegate are to be notified of all incidents which 
must be reported to the regulator. If these managers are not contactable, the GM Safety, Security and Risk must be 
notified. 


Definitions of Regulatory Reportable Events, as prescribed by relevant State laws and regulations, are provided in the 
Obligations to Notify Regulatory Authorities Guideline (WIN-NAT-HSEQ-0355). Any notification to the regulator shall 
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be conducted by the General Manager Safety, Security and Risk or as delegated by telephone or writing and includes 
written notice of the incident to be provided within 48 hours of giving notice by telephone. If the event occurred on a 
mine site, notification is to be conducted in consultation with the Contract Manager representative.  
  


3.4.2 High Potential Incidents 
 
The responsible Supervisor must carry out a risk assessment for the incident in accordance with the WesTrac Risk 
Matrix (FTT-NAT-IA-0004) and in consultation with the relevant HSE Advisor.  


A High Potential Incident is defined as any Incident where the potential consequence is classified as ‘Severe’ on the 
SGH risk matrix. This definition applies to risks associated with health and safety, environment, community, equipment 
damage/loss and WesTrac’s business reputation. 
 
The entry and correct classifications of HPI’s into OnTrac enables the HSE Teams and Managers to analyse incident 
data to assist in trend recognition throughout the business and recommend proactive initiatives aimed at preventing 
serious events from occurring. 
 


3.4.3 Incident Notification 
 
Red Banner notifications are sent to the business to communicate immediate fact-based information following a 
significant incident as per HSEQ Notification Procedure (PCD-NAT-HSEQ-0007). Red Banner notifications are sent 
(where practical) within 24hrs of the incident occurring and are used to provide awareness to the business that a 
significant event has occurred, provide the immediate known facts surrounding the incident and list what is currently 
being done to control the situation. 
 
Red Banner notifications are issued for all significant incidents with a potential consequence of Major or Catastrophic, 
as per Risk Matrix (FTT-NAT-IA-0004) or an actual consequence of Moderate and above. 
 


4 Responsibilities 
 
The below outlines key accountabilities for different roles in compliance with this procedure: 
 
Workers: 


• Reporting all hazards and/or incidents, injuries and illnesses to their Supervisor and/or Manager. 


• Complying with the requirements of this procedure. 
 
Supervisors:  


• Preserve the scene when a Serious or High Potential Incident occurs, 


• Ensuring that all hazards and incidents, injuries or illnesses are reported on the OnTrac System and notifying 
their Manager of any injury.  


• Advising the Injury Management Team of any injuries and/or illnesses. 


• Gather any evidence relevant to the incident.  


• If a reportable event, ensure the scene is not disturbed until approval has been given by the General Manager 
Safety, Security and Risk or delegate. 


• Liaising with the Injury Management Team to ensure successful return to work plans are implemented for the 
employee.  


• Ensuring injured personnel are taken to a medical provider.  


• Ensure workers involved in an incident are sent for Drug and Alcohol testing where practical. 


• The training of all employees in the procedures for reporting all injuries, illnesses and property damage 
 
Branch Managers: 


• Notifying General Managers of any injury in their work area. 


• Ensuring that hazards, incidents, injuries and illnesses are always reported into OnTrac. 


• Working with the Injury Management Team to ensure return to work plans are implemented.  


• Ensure Investigations are conducted inline with the Investigation procedure. 
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• Ensure a Serious Incident Escalation Process map is located in your area. 
 


The General Manager: 


• Immediately reporting all serious injuries and incidents to the Chief Executive.  
 
General Manager – Safety, Security and Risk: 


• Reports any notification incident to the appropriate Regulator.  
 


5 Reporting 
 
Monitoring for compliance to this procedure will be completed through the OnTrac system through: Safety Interactions, 
Workplace Inspections and Audits. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the HSE Manager. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   GM – Safety, Security, Risk 
     HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management, WesTrac HSE Department 
 
Interpretation and Advice  HSE Manager 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HR-0007 Alcohol and Other Drug Policy 


PCD-NAT-HSEQ-0005     Record Management Procedure 


PCD-NAT-HSEQ-0102 Hazard Management Procedure 


PCD-NAT-HSEQ-0161 Incident and Injury Classification Procedure 


FTT-NAT-HSEQ-0177 Serious Incident Escalation Process 


WIN-NAT-HSEQ-0355 Obligations to Notify Regulatory Authorities Guideline 
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9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


OnTrac system 
WesTrac reporting system for logging all hazards and incidents. The system 
can be accessed via the WesTrac intranet.  


Hazard Anything with the potential to cause injury or harm 


Incident 
May include any event such as first aid, medical treatment, lost time, 
vehicle, near miss or property damage. 


MTI Medically Treated Injury  


LTI Lost Time Injury 


RWI Restricted Work Injury (RWI),  


AIFR All Injury Frequency Rates (AIFR)  


TRIFR Total Recordable Injury Frequency Rates  


HPI High Potential Incident  


High Potential Incident A High Potential Incident is defined as any Incident where the potential 
consequence is classified as ‘Severe’ on the SGH risk matrix. This definition 
applies to risks associated with health and safety, environment, community, 
equipment damage/loss and WesTrac’s business reputation. 
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HEALTH AND FITNESS FOR WORK 
 


1 Purpose 
 
WesTrac employees must present themselves to work in a fit and healthy state (physical, mental and emotional) 
which shall allow them to perform their delegated tasks competently and, in a manner, which does not compromise 
health or safety. 
 


2 Scope 
 
This Policy applies to all WesTrac employees and contractors at all WesTrac owned or controlled sites. This Policy 
also has applications when employees or contractors are undertaking work on WesTrac’s behalf at other sites not 
controlled or owned by WesTrac. 
 


3 Policy Statements 
 
WesTrac strives to foster an attitude amongst all employees that it is not acceptable to come to work in a condition 
that will prevent them from performing their duties in a safe manner. Whilst at work, employees and contractors are 
provided with a safe and healthy working environment which eliminates or minimises the risk of injury due to any act 
or omission by themselves or others. 
 
Supervisors have the knowledge, skill, willingness and support to actively monitor and manage fitness for work (FFW) 
issues with confidence and to take early and appropriate action if doubt exists concerning an individual's capacity to 
carry out their assigned tasks with an acceptable level of safety. 
 
Where there are medical and physical FFW requirements due to the nature of the work or site, these requirements are 
identified in position descriptions which are used by medical personnel during pre-employment and on-going medical 
assessments. 
 


3.1 Life Saving Commitment Requirement 
 
Life Saving Commitments provide absolute clarity on expectations to manage fatal risks and prevent someone from 
being seriously injured or killed. A person being unfit for work due to alcohol and other drugs potentially have the risk 
to cause a fatal event and as such is one of WesTrac’s Life Saving Commitments – Life Saving Commitments Policy 
(POL-NAT-HSEQ-0100). The Fitness for Work Life Saving Commitments outlines:  


 


• I will never work, drive a vehicle or operate plant and equipment under the influence of alcohol or drugs. 
 


3.2 Alcohol and Other Drugs 
 
WesTrac has a zero tolerance in relation to alcohol and drugs in the workplace and also prohibits any individual to be 
under the influence of, or to sell, distribute or possess alcohol (with the exception of authorised special events), or 
illicit drugs, when reporting for work, while working or while on active work duties or premises. 
 
Any individual whose fitness for work may be affected by the use of alcohol or who produces a test result which 
exceeds the limits set out in this policy will be considered unfit for work and be dealt with in accordance with the 
Counselling and Disciplinary Procedure (PCD-NAT-HSEQ-0039). 
 
3.2.1 Testing  
 
Testing for Alcohol and Other Drugs as per the Alcohol and Other Drugs Policy (POL-NAT-HR-0007) will consist of: 
 


• Random testing 


• Extra ordinary testing 


• For cause testing 
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• Suspect testing 
 


3.3 Medical and Physical Fitness Requirements 
 
3.3.1 Assessment of Fitness for Work 
 
As part of its duty of care, WesTrac may, prior to and during employment, assess the Fitness for Work of individuals 
on its work sites. Prior to commencing employment, all personnel shall undergo a comprehensive pre-employment 
medical assessment including Fitness for Work assessments as set out in the Selection, Placement and Medical 
Examinations Procedure (PCD-NAT-HR-0015).  
 
The key strategies employed to achieve this aim are: 


 


• Medical and physical fitness assessments according to requirements of the job and environment in which an 
individual works will be identified and defined as per relevant Australian Standards. 
 


Appropriate pre-employment medical and physical fitness assessment for defined job roles will be carried out by the 
employer. These may include: 
 


• Medical History;  


• Physical Assessment; 


• Laboratory testing for Alcohol and other drugs;  


• Audiometry; 


• Spirometry; and  


• Strength, flexibility and aerobic fitness testing (including stress ECG where appropriate). 
 


Final selection of an applicant will be based on successfully completing the Pre-employment medical. 
 


In addition, an Employee may be referred for an assessment of fitness in the following circumstances (as per Fitness 
for Work Policy : 


 


• An Employee is returning to work after a work-related or non-work-related injury or illness; 


• An Employee exhibits abnormal behaviour that causes concern; 


• An Employee expresses concern to management about his/her own fitness to work. For example, an 
Employee is diagnosed with a serious health condition, such as cancer or epilepsy, that may impede work 
performance or safety; 


• A Co-worker/Manager expresses concern about a fellow Employee’s mental/physical health status. 


 


Where appropriate, individuals are provided with rehabilitative measures to assist them in overcoming Fit for Work 
related issues and problems. 


 


3.4 Fatigue Management 
 
Where fatigue or other causes of reduced fitness for work could lead to serious injury or death to employees, 
significant equipment/plant damage, or to significant environmental impact, relevant risks must be identified and an 
assessment of these conditions made. 
 
Where identified, a program to manage these risks is required for both employees and contractors in accordance with 
the Fatigue Management Procedure (PCD-NAT-HSEQ-0119). This program, in addition to selection of employees via 
medical and physical FFW requirements must include: 
 


• Mechanisms for managing fatigue, stress and lack of fitness; 


• An alcohol and other drugs policy that applies to employees, contractors, and visitors; 


• Employee Assistance Program providing confidential access to counsellors; and  
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• Training and awareness programs. 
 


3.5 Working Hours 
 
Functional Management will develop and maintain systems of work that ensures: 


 
• Signed approval is obtained from the relevant Manager that an employee will work more than a 14 hour day; 


• That all travel time will be taken into consideration as contributing to the 14 hour work day; 


• That the physical content of each job is considered when determining the hours of work; 


• All reasonable and practical alternatives have been considered; and 


• The need to provide transportation to take the worker home from work has been assessed.  
 


The Supervisor / Leading Hand shall closely monitor and supervise any person working extended hours to ensure that 
all health standards are maintained. 
 


3.6 Occupational Stress  
 
Occupational Stress is a health and safety risk that may lead to impaired mental and physical performance in the 
same manner as fatigue does.  Occupational stress management requirements are as follows: 
 


• Functional Managers and Supervisory will assess the hazards of stress related ill health arising from work 
activities, and take measures to manage the risk to personnel in relation to health and safety; and 


• Where stress occurs, the Supervisor will ensure that a Rehabilitation Program is developed through the 
Employee Assistance Program or a Medical Advisor.  
 


3.7 Heat and Hydration Testing 
 
Working in heat may present the risk of physical impairment at a site. Where heat stress is identified as a site risk 
strategies will be developed to minimise that risk in accordance with the Heat Stress and Cold Conditions Procedure 
(PCD-NAT-HSEQ-0163). These strategies may include monitoring the work area, work restrictions in hot areas and 
testing of employee’s hydration levels. 
 


3.8 Education and Training 
 
WesTrac Executive and Functional Managers will provide advice on the safety and health outcomes related to the 
misuse of drugs and alcohol, the effects of fatigue and stress, and hours of work,  at the induction of new employees 
and during specified communication sessions (PSI’s, store meetings, etc.). WesTrac will advise all employees and 
contractors of the requirements of this policy and their roles and responsibilities for the implementation, monitoring 
and maintenance in their respective work areas.  
 


3.9 Wellness Committee  
 


WesTrac has a group of volunteer employees that run a Wellness Committee. The goal is to provide health promotion 
and wellness activities to WesTrac employees to aid in improving overall health and wellbeing. 


 
4 Responsibilities  


 


The below outlines key responsibilities for different roles in compliance with this policy:  
 


4.1 Managers 
 


• Ensure that this policy is communicated, implemented and complied with at all areas / departments within 
their scope of responsibility, 


• Provide the resources and training to ensure effective implementation and compliance with this standard 
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4.2 Supervisors 
 


• Ensure that they, and all personnel under their supervision, comply with the performance requirements 
outlined within this standard. 


 
 


4.3 Employees 
 


• Comply with the performance requirements outlined within this standard. 


• Present for work in a condition in which they are able to carry out their duties in a safe manner and not 
expose themselves or fellow employees to unnecessary risks. 


 


5 Reporting 
 


5.1 Privacy and Confidentiality  
 
All relevant information will be safeguarded according to requirements of Privacy legislation and kept in locked 
cabinets maintained by WesTrac or WesTrac Medical Services provider. Such information will only be provided to 
others, subject to legal/legislative requirements. 
 


5.2 Employee Assistance Program 
 
All employees have access to the Employee Assistance Program (EAP), which is an external counselling service that 
is both voluntary and confidential.  The EAP may be used by employees, contract employees and line managers for 
assistance/ counselling in relation to any issue arising from implementation of this policy.  
 


6 Accountabilities 
 


Compliance to policy   All Employees and Contractors 


 


Implementation & Review   HSE Manager 


HSEQ Systems Business Partner 


 


Approval of Policy   General Manager – Risk, Safety, Security  


 


Monitoring  Westrac Management and Internal Audit 


 


Interpretation and Advice  HSEQ Systems Business Partner  


 


7 Further information 


 


For interpretation and advice refer queries to the HSEQ Systems Business Partner or People and Culture Manager. 


 
8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e., internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0100 Life Saving Commitment Policy 
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Document Number Title 


POL-NAT-HR-0007 Alcohol and Other Drugs Policy 


PCD-NAT-HR-0022 Alcohol and Other Drugs Disciplinary Procedure 


PCD-NAT-HR-0015 Selection, Placement and Medical Examinations Procedure 
PCD-NAT-HSEQ-0119 Fatigue Management Procedure 


PCD-NAT-HSEQ-0163 Heat Stress and Cold Conditions Procedure  


POL-NSW-HSEQ-0001 Fitness For Work Policy 
 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


AS/NSZ 4801:2001 Occupational Health and Safety Management Systems 


AS/NZS 4308:2008 
Procedures for specimen collection and the detection and quantitation of 
drugs and abuse in urine 


ISO 9001: 2000 Quality Management System 
Mines Safety and Inspection Act 
1986 (WA) 


Safety and environmental requirements and responsibilities of mine sites 
regulated under the Departments of Mines and Petroleum, Western Australia 


Occupational Safety and Health Act 
1984 (WA) 


Occupational health and safety requirements and responsibilities within 
Western Australia 


Work Health and Safety Act 2011 
(ACT) 


Workplace health and safety requirements and responsibilities within 
Australian Capital Territory 


Work Health and Safety Act 2011 
(NSW) 


Workplace health and safety requirements and responsibilities within New 
South Wales 


 
9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


Alcohol Includes any form of intoxicating liquor or medication that contains ethyl 
alcohol. 


Blood Alcohol Concentration (BAC) The amount of alcohol in a person's blood. The BAC can be measured 
through a sample of blood or breath. 


Drugs (including synthetic drugs) Drugs includes Illegal and Illicit drugs are considered all drugs as provided 
under AS/NZS 4308.2008 or drugs which have been synthetically designed to 
be outside the detection limits of the AS/NZS 4308.2008 and are available 
through non-prescription means or over the counter. 


Executive management The roles of the:  


• Chief Executive Officer Australia (CEO) 


• Chief Executive NSW (CE NSW) 


• Chief Executive WA (CE WA) 


• Chief Financial Officer (CFO). 


Functional management Are Executive GMs, General Managers or other role who directly reports to 
the CE NSW or CE WA. 


Supervisory Positions within the business such as Regional/Area/Branch Managers or 
other role charged with the responsibility of an area, department, division, 
project or site. 


Employee The term employee in this Policy refers to any employee 


Vendor, visitor, contractor or 
individual 


This term refers to those other than employees who may be undertaking work 
on a WesTrac site or may be visiting for professional or personal purposes. 
This is inclusive of volunteers, family members or work experience students. 


FFW Fitness For Work 
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By 
Reviewed 
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ISOLATION AND RESTORATION OF ENERGY PROCEDURE 


1 Purpose 
 
The purpose of this procedure is to outline a safe and efficient process for the isolation and restoration of 
damaging energy sources. It is intended to: 
 


• Assist in achieving a safe state for plant and equipment through the effective isolation and restoration of 
damaging energy. 


• Prevent injury to personnel from damaging energy sources by: 
o identification of damaging energy sources (primary and secondary) 
o control of damaging energy sources 
o application of Personal Danger Lock/s.  
o ensuring the safety of personnel through adequate communication and feedback. 
 


2 Scope 
 
This Procedure applies to any person on a WesTrac site and any WesTrac employee working at a customer site. Any 
contractor or visitor under the direction and instruction of WesTrac must also adhere to the requirements within this 
Procedure.  
 
If a Customer site exceeds the requirements of this Procedure or as otherwise agreed with the customer in writing, the 
Customer’s procedure must be followed. 


3 Procedure 
 


3.1 Life Saving Commitment Requirement 


Inadequate isolation presents a risk with the potential to cause a fatal event and as such is one of WesTrac’s Life 
Saving Commitments. Life Saving Commitments provide absolute clarity on 
expectations to manage fatal risks and prevent someone from being seriously 
injured or killed. The Isolations Life Saving Commitment outlines:  


I will always discharge, isolate and lockout all applicable energy sources 
before working on any plant or equipment.  


1. Review procedures, equipment manuals or speak to your supervisor to 
make 100% sure of what isolations need to be in place.  
 


2. Ensure all stored energy sources are identified and the applicable energy is 
controlled prior to starting work. 
 


3. All isolations must be positively locked with a personal lock and verified 
 


4. Never remove another person’s danger tag or lock unless authorised to do so.  
 


5. You shall not operate any isolated device when there is a Personal Lock attached. 
 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment will initiate a full 
investigation process with disciplinary action as required. For specific information on Life Saving Commitments refer to 
the Life Saving Commitment Policy (POL-NAT-HSEQ-0100).  
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3.2 Damaging Energy Sources 
 


Energy Damaging source (examples)  


Mechanical 
Moving parts of plant (fixed or mobile) or material subject to tension or compression.  
Compressed springs and stretched rubber bands are examples of stored energy. 


Gravity 
Personnel working at height, Suspended loads, Persons or Objects on gradient, Contained liquids 
or granular materials. 


Electrical 
Any item that is in contact with an electrical power source: batteries, motors, generators, 
capacitors, switch gear and conductors. 


Chemical 
Any substance that leads to a chemical reaction and includes fuel or gas to drive combustion.  
Combustible fuels and gases, Vapours, Dangerous Goods and Hazardous substances 


Thermal Apart from fire, sources could include hot liquid, metals, gasses and welding processes. 


Radiation 
Any object that emits radiation as its source of energy.  
Sound, Vibration, Magnetic, Infrared, Gamma rays, X rays, Laser and UV Radiation 


Hydraulic 
Any machinery part or object that contains stored pressurised fluid. Machines that lift objects often 
use hydraulic energy. Examples include hydraulic cylinders and hydraulic hoses  


Pneumatic 


Any machinery part or object that contains stored pressurised gas or vapour i.e accumulators or 
struts. Pressurised fluids including hydraulic fluid, water and slurries, Compressed air and other 
gases. Assembly tools often use pneumatic energy to force parts together. 
 


Table 1. MDG 40 Guideline for Damaging Energy Control 


 


3.3 When is Isolation required? 
 
Isolation of energy sources is required for all physical work conducted on plant, machinery or equipment of any kind 
where damaging energies are present or could be generated. Isolation is also required wherever the risk assessment 
identifies potential exposure to stored damaging energy or substances, or when required by equipment-specific 
isolation procedures. 


 
Isolation is required whenever: 


• Any physical work is being performed which includes, but is not limited to: 
o Repairs 
o Maintenance 
o Modifications 
o Construction 
o Inspections (that requires entering the footprint of the machine) 
o Testing, and fault finding, where it is physically possible to isolate equipment 


• Inspections are being undertaken that involve checking of equipment components and/or fluid levels. 


• Refuelling is being carried out (excluding light vehicles)  


• A person enters the footprint or articulation of Mobile Equipment (refer to section 4.5, Appendix 1) unless 
under the circumstances outlined in 3.3.1. 
 


3.3.1 When is Isolation NOT required? 
 
Isolation is not required when: 


• A machine is being used for its intended operational purpose with no activities taking place in or around 
machinery 


• Inspections are undertaken that do not require moving into the footprint of the equipment and being in the ‘line 
of fire’. 


• Accessing plant or equipment for the purpose of performing and verifying isolations. 
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• Mobile equipment with all energy sources removed and discharged will be classified as a chassis, and a 
personal danger tag and lock will not be required. Isolation/tagging must be applied once an energy source is 
introduced which may present a risk (i.e a charged accumulator or strut). Where No lockout mechanism 
exists, a group isolation box may be utilised and located within the work area. Refer to SWP – No Isolation 
Point.  


• Refuelling and undertaking pre-start inspections on light vehicles or forklifts, with engine turned off. 


• Customer(s) accompanied by a WesTrac representative, conducting a visual inspection ONLY on a static 
machine(s), displayed in designated sale yard. Although isolation is not required, plant and equipment should 
be shut down for the conditions of operation mentioned above. 
 
Note. Where a customer(s) is conducting a visual inspection ONLY on a fundamentally stable machine in an 
operational area, the accompanying WesTrac Representative(s) must apply their Personal Danger Lock(s) 
and Tag (s) to cover all customers, prior to anyone entering the machine footprint. Refer to WIN-NAT-HSEQ-
0196 Testing, Evaluation and Demonstrating Machines Procedure. Customers performing any other tasks, are 
required to adhere to WesTrac procedures. Visitor locks/tags may be used where available for individual 
visitors. 
 


3.4 WesTrac Isolation Tags and Locks  


WesTrac uses the below isolation tags/locks and associated systems: 


    


“Personal Danger Tag” - 
(Red, Black and White) 


“Out of Service Tag" 
(Yellow, Black and 


White) 


"Live Work Tag" (Pink, 
Black and White) 


 “Information Tag” 
(Green) 


 


 


 


 


Personal Lock (Red) Out of Service Lock 
(Yellow) 


Group Isolation Lock 
(Blue) 
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Hard plastic or paper tags may be used, and relevant details must be legibly printed on all tags. If you have a personal 
lock/tag in your possession and you are not absolutely clear about the requirements to isolate/tag, then do not 
proceed until you have discussed it with your supervisor and understand the procedure fully. 


 


3.5 Isolation and Restoration of Energy Process  
 
WesTrac uses a 6 step process that must be followed. If in doubt at any point you must STOP and speak with your 
leader before commending with the job. 
 
The following provides additional detail and requirements for each of the 6 steps when isolating plant and/or 
equipment you must follow the below outlined process: 
 
 Step 1 - Identify the Energy Source(s)  


1. Identify all energy sources applicable to the scope of task through your risk 


assessment and referring to relevant documentation (drawings, SWP, SIS, 


schematics etc.).  


2. Identify the isolation points for each energy source . 


3. Before isolating equipment notify all key people who can be affected by the 


isolation to ensure no safety or operational problems will be created. 


 Step 2 - Isolate Energy Sources / Substances(s):  
1. Carefully ground all of the machines implements and Ground Engaging Tools 


(G.E.Ts). 
2. Shut the plant down. 
3. Ensure there is zero potential for uncontrolled movement and the plant or 


equipment is fundamentally stable (install wheel chocks or use a suitable berm 
if on a customer site). 


4. De-energise all applicable stored energy sources. These may include shedding 
electrical loads or bleeding off stored hydraulic or pneumatic pressure such as 
accumulators. 


5. Note: Where more than one piece of equipment is connected, but the fault lies 
with only one piece of the equipment, both items of equipment should be 
isolated and locked. 


 


Step 3 - Place Isolation Lock(s), Tag(s) and / or Permit(s):  
1. Relevant Locks, Tags and/or permits are to be applied to the Master Isolation 


Point in accordance with details set out in this procedure. 
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 Step 4 –Verify Isolation:  
1. All isolations must be checked to VERIFY the isolation has been effective 


(positive isolation).   
2. Identify the suitable verification and testing methods that are to be applied (e.g. 


refer to SIS / Isolation Procedure or Safe Work Procedure). 
3. Clear the area of all personnel, prior to verifying isolation effectiveness. 
4. Test isolation effectiveness by one or more of the following means: 


o Test / Try by attempting to start mobile equipment / plant.  
o Open pipeline valves (release/discharge pressure in a safe manner) 
o Visual Indication Checks (e.g. physical separation of the isolator or 


plug and socket).  
o Checking presence of voltage (Check circuits are de-energised) 
o Confirm secondary energies are secured (e.g. shedding electrical 


loads, chocking, bleeding off pressure from hydraulic / pneumatics 
sources, counterweights are secured etc.) 


o Physical Measurement – using pressure gauges, non-contact voltage 
detectors or multimeters.  


Note: where the voltage exceeds low voltage (>1000V AC or 1500V DC) a 
licenced electrician competent in HV is required to conduct verification of 
isolations. 


 


Step 5 – Perform Work Safely  
1. Carry out the required tasks in line with the risk assessment and relevant 


procedures. 
2. Any person joining the task after it has started must inform the work party of 


their presence and follow the applicable process for Personal Isolation or 
Group Isolation. 


3. Where work continues into next shift, an Out of Service Tag and Lock must 
remain in place until the work is completed. 


4. Return the work area to a safe state.  
a. Clear the work area (e.g. dispose of rubbish, roll up hoses, remove 


tools). 
5. Verify that the work has been completed as per SIS guidelines or the relevant 


quality standards. 
6. Ensure that all persons working on the affected plant or equipment have 


completed their tasks and are clear of the work area.  Advise all relevant or 
affected parties of the intention to restore energy. 


 Step 6 – Restore Energy Sources 
7. Once remedial work is complete, all tags and locks must be removed before 


the plant is returned to operational status. 
1. Communicate with the work group and restore all isolation devices to their 


normal state in accordance with energy restoration procedures for the 
equipment. 


2. You must place an Out of Service Tag on the master isolation point if it is not 
safe or ready for service. 


 


 
 







 


PROCEDURE 


Document Number PCD NSW HSEQ 0010 


Next Review Date 9th April 2023 


 Document Owner  GM – Safety, Security, Risk NSW 


  
 


ISOLATION AND RESTORATION OF ENERGY PROCEDURE NSW Page 6 of 17


  
Revision: 1.0  Confidential Level: Green


  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


3.6 Isolation Points  
 
Only the master isolation point on mobile equipment is to be used to 
isolate the equipment unless outlined in Section 3.6.1 and 3.6.2. 


Some switches are not isolating switches but are relays and will not give 
sufficient protection. Switches of this type are:  


• Push button-type emergency stop buttons 


• Rope lanyard switches, and 


• Run-off control switches. 


These are not to be used as isolating devices. 
 
3.6.1 Lockout System – Starter Isolator (Caterpillar Mobile 


Equipment Only) 
 
A Starter Isolation Point is designed and engineered to physically isolate power to a machines starter motor, 
effectively preventing the machine from being started. The Starter Isolation point is a useful tool that allows approved 
work to be conducted on auxiliary systems, but it MUST be understood that:  
 
STARTER ISOLATION POINTS MUST NOT USED IN PLACE OF THE MASTER ISOLATOR. WHERE FULL 
ISOLATION IS REQUIRED THE MASTER ISOLATION POINT MUST BE USED AND EQUIPMENT TESTED FOR 
DEAD. 
 
Starter isolators are not to be used for isolation in place of a master isolator (battery isolator). Where a starter isolator 
is not installed, machines must be fully isolated, or work must be performed under Live work conditions (See 3.7). 
 
Use of a starter isolator as a point of isolation may be used under approved operational conditions ONLY as outlined 
in WIN-NSW-HSEQ-0108 and under the responsibility of a Principle Controller. 
 
Starter Isolation - Principal Controller 
 
The competent person in control is known as the Principal Controller. The 
Principal Controller is responsible for overseeing the task and will be 
identified and legible on the JHA. 


 
1. Access to equipment / plant is prohibited without first contacting 


the Principal Controller.  
 


2. All personnel working on that specific job are required to review 
and sign on to the JHA. 


 
The below process must be applied as per SWP - Utilisation of a Starter 
Isolation Point to Conduct Approved Work(WIN-NSW-HSEQ-0108): 
 
1. A JHA is to be completed for all works using the starter isolator, 


incorporating all relevant controls outlined in the Isolation and Restoration of Energy Process (Section 3.4) 


2. Only qualified tradespersons or those under direct supervision of a tradesperson can isolate under a starter 
isolator point. 


3. Each person working on the equipment places their RED personal locks on the starter isolator. 
4. Battery isolator is positioned to the “ON” position. 
5. Prior to starting task, you must test for dead, ensuring that the engine cannot start. 


Figure 1 Master Isolation Point (RED) MUST be 
used where full Isolation is required. 


Figure 2 Isolation using the Starter Isolator  
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If another work party will be conducting works simultaneously; principle controller must be notified and a JHA must be 
amended to capture additional scope of work or a new JHA must be written with all associated team members. 
 
3.6.2  Lockout System – No Isolation Point 
 
The purpose of lockout is to prevent unauthorised access to the ignition and controls of a piece of plant/equipment. 
Where equipment has not been fitted with a positive lockout mechanism or has a stored energy source that cannot 
be readily isolated and locked, a risk assessment must be performed prior to any work starting. The risk assessment 
must identify the safest means of positive isolation, with a process developed and in place to manage the control of 
such isolation.   


Refer to SWP– Isolating Plant with no isolation point (WIN NSW HSEQ -0109). 
 


3.7 Group Isolation  
 


During complex work where multiple team members may be working on a machine 
or fixed plant it may make it necessary to complete the work under Group Isolation. 
Examples include a task requiring the isolation of multiple isolation points or a large 
number of team members requiring personal isolations. This will be at the direction 
of the Supervisor, Manager or a Team Leader.  
 
When isolation is in effect, the Isolation Lock Box holds and displays the permit and 
an Out of Service Lock attached to it. The Lock Box contains the key to the Group 
Isolation Locks that have been attached to each isolation point, (including any 
unused Group Isolation Locks). 
 
The following principles apply to group isolation: 
 


1.  A Group Isolation Permit must be raised by a Group Isolation Officer and signed off the by relevant 
Supervisor, Manager or Team Leader prior to commencement of work. Only team members deemed 
competent in performing isolations (see Section 3.10) may perform the role of a Group Isolation Officer. 


2. Group Isolation Permits (FTT-NSW-HSEQ-0018) must include: 
a. A detailed description of the works to occur 
b. Identify all energies that have been locked out and the relevant isolation point 
c. Sign off by the Group Isolation Officer performing the isolations 
d. Sign off by the Team leader, Supervisor or Manager who validates 


the isolations 
3. Group Isolation Locks (Section 3.9) must be used on the relevant isolation 


points. The relevant Supervisor is required to check that isolations are 
correct and verified prior to allowing anyone to place their personal lock onto 
the nominated lock box.  


4. Once approved, the Supervisor must attach an Out of Service lock to the 
lock box. Isolation Lock Box must be as close as is practical to the work site. 
 


5. All lock holders must carry out the required tasks in line with the risk 
assessment and relevant procedures. 


 
Note: The Group Isolation Permit does not replace the requirement to have an 
appropriate risk assessment in place. Lock holders must ensure that an appropriate risk assessment is in place, 
and is reviewed prior to commencing work.  


 
6. At the conclusion of the scope of work relevant for the permit, all red locks are to be removed and the Group 


Isolation Permit Restoration of Energy section completed and signed off by a Team Leader, Supervisor or 
Manager prior to removing the Out of Service lock from the lock box. 


Figure 4 Group Isolation locks 
must be used on all relevant 
isolation points 


Figure 3 Group Isolation in 
place with permit 
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A Group Isolation can remain in place for the duration that the Group Isolation Permit scope of work remains the 
same. A team leader may authorise cancellation of the permit at any time by completing the Restoration of Energy 
section of the permit prior to removing the Out of Service lock. If the scope of isolation changes, the permit needs to 
be cancelled and a new permit raised. 
 


3.8 Live Work (Mobile Equipment)  
 
Live Work’ is defined as any task (e.g. testing, commissioning or fault finding of mobile equipment) where the machine 
or system is live and the employee(s) is required to enter the machine footprint.  
 
This process is designed for the following tasks:  


• Testing; 


• Calibration; 


• Fault Finding; 


• Commissioning of plant or equipment while it is in operating mode; and 


• Activities where isolation is not physically possible due to the nature of the work. 
 


Note – when operating and/or moving a machine as per its intended purpose and/or there is no testing, calibration, 
fault finding or commissioning being conducted, no Live Work Tag is required (e.g. moving a machine from a wash 
pad to a workshop, operating a machine as it is intended). 
 
Where possible the need to enter the footprint of a live machine shall be eliminated. Where live work cannot be 
eliminated then risk controls shall ensure that the risk to our people is As Low as is Reasonably Practicable (ALARP) 
and that the following process are applied in order to safely perform the tasks described in this section.  As an 
additional control measure, where energy sources can be isolated by the starter motor, the Principle Controller may 
identify this in the JHA and place the Starter Isolator in the OFF position  in conjunction with the Live Work process. 
This may apply if there are multiple energy sources on a piece of equipment and the Live Work process is only 
required to be used for one energy source. 
. 
 
Principal Controller 
 
The competent person in control is known as the Principal Controller. The Principal 
Controller is responsible for overseeing the task and will be identified and legible on the 
Live Work Tag (including contact details). 


 
1. The Principal Controller must place one tag on the main (battery) isolation point 


and one tag on the principal control point (e.g.in the cab).  
 


Note. Machines without a main (battery) isolation point, will only apply a tag to the 
principal control point. 


 
Live Testing Setup   
 


1. As a minimum, an approved Live Work Permit shall be completed prior to 
commencing live work and controls as identified implemented. The Permit must 
include the following: 


o Management of inadvertent access – e.g. spotters and/or demarcation / 
barricading.  


o An agreed communication method (prior to any machine movement) to 
ensure line of sight of personnel within the footprint of machine or in 
positions of line of fire – e.g. spotters, radio etc. 


o An outline of all relevant hazards/controls to be captured in a JHA or 
reference to the relevant SWP.   


Figure 5 Live Work Tag on 
Battery Isolator  


Figure 6 Live Work Tag on 
Steering Wheel  (Principle 
Control point) 
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o Scope of work that has been approved by the principle controller. 
o Note: A Permit may contact multiple tasks (i.e checking reverse beeper, front lights, indicators and 


wipers) however only one task or job can be completed at a time. 
2. For Live Work tasks, the Permit requires approval from the Team Leader or Supervisor.  The Permit is valid 


for the duration of the tasks outlined in the Permit and will require close out by the Principle Controller prior to 
end of their shift.  


3. All personnel working on that specific job are required to place their name on the ‘Live Work’ Permit.  
4. Access to energised equipment / plant is prohibited without first contacting the Principal Controller. 
5. Personnel not involved in the Live Work task, shall keep clear of the area at all times. 


 
Where Live Work is occurring on routine tasks, Safe Work Procedures will be required to be developed to incorporate 
the live work process. 
 
Note: In the instance of remote work (e.g. Field Services) the Permit must be raised and authorised by the Principle 
Controller.  
 


3.9 High Voltage Work / High Voltage Permit 
 
Any plant, machinery or equipment requiring work with the potential voltage exceeding 1000V a.c. or 1500 V d.c is 
defined as High voltage (HV).  
 
All High Voltage isolation and verifications for isolation tasks must be conducted by appropriately licenced electricians 
with HV training and competency (see 3.11).  
 
High Voltage Isolation Setup 
A HV Isolation permit – FTT-NSW-HSEQ-0017 shall be completed by a competent HV electrician prior to commencing 
any task where HV is present. All completed HV permits must be verified by a HV electrician second to the person 
who completed the permit. 
 
 
The HV Isolation Permit includes the following: 


o All isolation points and steps in isolation  
o How to earth/test for dead 
o Other controls in place  
o Details of the team member responsible for isolating (HV electrician) 
o Details of the Safety Observer. The Safety Observer is a team member responsible for spotting during 


the isolation and also verifying the isolation (HV electrician) 
o Plant number / serial number 
o Single line diagram attached with isolation points identified 
o SWP reference  


 
HV Electrician(s) are authorised to isolate high voltage power sources within mobile plant and fixed plant (e,g, HV 
switching for Rope Shovels, Electric Dozers, AC/DC Haul Tracks and Generator UPS Systems).  


Where High Voltage access is not required mechanical tasks may be completed (so long as all High Voltage points on 
the machine are clearly visible with stickers or covered to remove accidental access) and the mechanical work 
required does not connect in any way to the HV charge or residual charge in the machine. 
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3.10 WesTrac Isolation Tags and Locks  
 
3.10.1 Personal Isolation 
Personal Isolation refers to an isolation that involves the direct application of a Personal Lock and 
Danger Tag (if applicable) to an isolation point. The following specifies the use of Personal Danger 
Tags and Personal Locks. These are designed for your personal protection and everyone is 
responsible for following these procedures. 


1. Visitors/Contractors may use their own personal lock provided it meets WesTrac Standards 
2. Each person is responsible for the security of their own Personal Lock(s) key. 
3. You shall complete a risk assessment before you commence work and before attaching your 


personal lock  
4. If your Personal Lock does not have your name and contact details engraved on the lock, you 


must also attach a Personal Danger Tag which clearly states your personal details.  
5. Keys must be kept in a safe place away from locks at all times when equipment is isolated. 
6. You shall ensure that the equipment is isolated correctly as per section 3.5. 
7. If in any doubt as to where and how to isolate, you shall ask for assistance from your supervisor. 
8. Attach your Personal Lock and Danger Tag (if applicable) to the correct isolation point on the plant before you 


begin work. If utilised, ensure your Personal Danger Tag is legible and clearly visible 


3.10.2 Removal of Personal Danger Tags and Locks 


• You must remove your own Personal Lock and Tag (if applicable): 
o after the work is completed 
o when you leave the job 
o when you leave the site / branch. 


If you fail to remove your Personal Lock/s and Danger Tag/s as required by this procedure, you shall where possible 
be advised to return to the job immediately to remove YOUR Personal Lock/s and Dangers Tag/s.  


You shall not remove another person’s Personal Lock/s and Danger Tag/s without authorisation. In an emergency the 
supervisor/operational manager shall account for all personnel with personal locks and danger tags on the isolation 
device before the supervisor/operational manager removes the Personal Lock/s and Danger Tag/s. If this occurs, an 
incident report must be lodged in OnTrac (See Section 6.1). 
 
3.10.3 Out of Service Tag  
 
The Out of Service Tag is designed to provide information regarding unsafe or faulty plant or equipment tagged out of 
service and to prevent injury to personnel or damage to plant 


• The out of service tag does not provide you with specific personal protection. 


• You shall attach an Out of Service Tag to an isolation point, whenever the operation of that plant is found to 
be unsafe/faulty or being repaired 


• You shall notify your supervisor that an Out of Service Tag has been utilised as soon as possible, but no later 
than the end of the shift 


• You shall ensure the Out of Service Tag is legible with the details regarding the issue. 


• If you are in any doubt as to the location of the isolation device, ask for assistance from your supervisor 


• You shall not operate any isolated device that has an Out of Service Tag attached. 
 


Figure 7 
Personal 
Isolation Lock 
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3.10.3.1 Out of Service Lock 
 
An Out of Service lock is designed to accompany an Out of Service tag when there is a requirement 
for a more secure and long-term isolation. Examples may include long term out of service machines 
in a yard to prevent inadvertent start up, or during Group Isolation. 
 
Only supervisors and team leaders are authorised to hold a yellow Out of Service lock key. When 
placing a yellow Out of Service lock on a machine, an Out of Service Tag must be attached to 
Lock and ensure the Out of Service Tag is clearly visible. 
 
Note, where branches utilise a lock for an extended period time, it is recommended to keep a central 
register of the machine lock out reasons and the damaging energies locked out to assist with risk 
assessment and record keeping should the Out of Service tag fade.  
 
If work is to be carried out on any machine or mobile plant that has a yellow Out of Service Lock, authorisation must 
be sought from the supervisor or team leader. 


If electrical equipment 240/415v is locked out for disconnection or safety, the lock must remain in place until the job is 
finished and inspected by a competent person.  
 
3.10.4 Group Isolation Lock 
 
Group Isolation Locks are used whenever a Group Isolation is in place. Any team member 
competent in isolation as per Section 3.10 can use the Group Isolation Locks when carrying out the 
Group isolation procedure as per Section 3.5 and records the locks used on the Group Isolation 
Permit. 
 
The remaining Locks and key are secured inside the Isolation Lock Box once all isolation points 
have been isolated and locked out. 


Group Isolation locks re to be: 


- Each group of isolation locks will be master series and keyed alike 
- Engraved with the key # reference 
- Engraved with the number of lock series i.e. 01 of 5  
- The Group Isolation Lock(s) and key is stored in the lockout station when not in use.  


 
3.10.5 Live Work Tag System 
 
The Live Work Tag (FTT-NSW-HSEQ-0016 ) is designed to provide an authorised and competent 
employee with exclusive control over the operation of plant or equipment. 
 


1. The Principal Controller must place one tag on the main (battery) isolation point and one tag 
on the principal control point (e.g.in the cab). and / or access points as defined in an approved 
JHA. 


2. The Live Work tag must contain as a minimum the Principle Controllers Name, Date and 
Contact details. 


3. The Principal Controller is the only person permitted to remove the Live Work Tag. 
 


Figure 9 Group 
Isolation Lock 


Figure 10 Live 
Work Tag 


Figure 8 Out of 
Service Lock 
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3.10.6 Information Tag 


1. The Information Tag shall be used to pass on general information about plant or equipment 
which does not require an Out of Service Tag.  Some examples are: 


a. Company vehicle with faulty air conditioning 
b. Heavy vehicles with a minor fault that does not affect the operation of that vehicle. 


2. You shall not use an Information Tag for the purpose of personal protection or identifying plant 
that is out of service 


3. The Information Tag shall be filled out legibly and placed in a position that will be seen by the 
operator of the plant. 


4. The Information Tag can be removed by an authorised and competent person once the 
information is no longer required or is invalid.  
 


3.10.7 Multi-lock Device (e.g. scissor clip) 
 
 A multi-lock is a device that can be attached through the isolation 
point to secure the isolation and has a series of holes allowing the 
application of multiple locks.  
A multi-lock device is used: 


o in conjunction with Personal Isolation Locks; 
o on Isolation Lock Boxes if there is a shortage of holes. 


• A multi-lock device is not required when placing a Personal 
Lock directly onto a Lock Box. 


• Where a longer scissor clip is unavailable, “daisy chaining/piggy 
backing” scissor clips may be utilised where Group Isolation is 
not suitable. 


 
3.10.8 Isolation Lock Box  
 
An Isolation Lock Box can be used for Group Isolations (Refer to 
Section 3.7) or when there is no other lock out mechanism 
available (refer to WIN-NSW-HSEQ-0109).   


• Each Isolation Lock Box will be uniquely identified 
by “Site-XX” Example: Tomago GWS Lock Box #01 (GWS-01) 


 


• When a Group Isolation Permit IS in place:  
o Secures the Group Isolation Lock key and 


remaining Group Isolation Locks inside.  
o May hold the associated Group Isolation Permit that 


is in place.   
o Lock Holders attach their Personal Lock to the 


outside of the Isolation Lock Box.  
 


• When a Group Isolation Permit IS NOT in place:  
o Stores the Group Isolation Locks and keys 


 


3.11 Training and Awareness 
 
Isolation Training is required for any person involved in isolations. Training consists of a combination of the following:  


• Theory Training – learn the WesTrac Isolation and Restoration Procedure requirements. 


• Practical Training – learn how to isolate in accordance with Mobile Plant or Task-specific Isolation Procedures. 
 
 


  


Figure 11 
Information Tag 


Figure 52 & 13 Example scissor clips 


Figure 14 & 15 
Example Lock Boxes 
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Isolation Authority Role Role Training Requirements 


Visitors / Customers 
Internal / External 
personnel 


1. Nil requirement 


All Employees 
All WesTrac Employees / 
Contractors 


1. LSC Online Awareness 


Personal Isolation    
All Operational personnel 
(excluding admin role) 
 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


Move or test mobile plant incl. 
spotters 


Operational Personnel 
as identified in the 
training matrix 


1. Limited movement training (WesTrac Institute) 


Group Isolation  


Operational personnel 
are nominated based on 
task by the Team 
Leader/Supervisor or 
delegate 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


Group Isolation or Live Work 
authorisation 
 


Team Leader/Supervisor 
or delegate 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


High Voltage Isolation HV Electrician 


1. Licenced Electrician (Pre-requisite) 
2. Isolation and Restoration of Energy Training 


(Westrac Institute) 
3. High Voltage Competency Training 


4 Responsibilities 
 
Area/Branch/Project Manager 


• Must ensure compliance with this procedure and enforce where required 


• Provide adequate training to all employees, contractors and visitors where appropriate 


• Provide employees with the required tags and locks as described in this procedure. 


• Provide advice on processes and requirements 


• Actively monitor isolation and restoration of energy processes through Safety Interactions 


Supervisor/Coordinator 


• Must ensure compliance with this procedure and enforce where required. 


• Must ensure that employees, contractors and visitors have access to the required hardware (Locks and Tags) 
as described in this procedure 


• Provide advice on processes and requirements 


• Review and approve JHA’s and SWP’s that relate to work carried out that involves an isolation of plant / 
equipment. 


• Actively monitor isolation and restoration of energy processes through Safety Interactions 


Principal Controller (Live Work) 


• A trained and competent person in the task involving live testing and adjusting.  


• Ensure only employees directly required in testing and adjusting are permitted to tag onto the machine.  


• Maintain awareness of workers directly involved in testing/adjusting activities 


• Stop work where positive contact cannot be made with a person tagged onto a task.  


Principal Controller (Starter Isolation) 


• A trained and competent person in the task involving use of a Starter Isolator while work is conducted.  


• Ensure all damaging energies are adequately managed and documented in the JHA.  
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• Ensure all employees working on the machine sign on to the JHA prior to allowing them to tag onto the 
machine.  


• Maintain awareness of workers directly involved in work activities 


• Stop work where positive contact cannot be made with a person tagged onto a task.  


All Employees 


• Follow this procedure at all times when working with plant or equipment that requires an isolation of energy. 


• Ensure they do not override any isolation on a device that is locked out or take actions knowingly to make 
another person’s isolation ineffective. 


• Plan the isolation activities before the physical work starts to identify all equipment and systems that will be 


affected by the isolation. 


• Guarding is in place before operating machinery or equipment. 


• Energy is dissipated, isolated, tagged and checked for dead 


• Line manager consulted if unsure about isolation processes and requirements 


5 Reporting 


Monitoring of isolation and restoration of energy processes are to be conducted by leadership personnel during Safety 
Interactions. During safety interactions leadership personnel should check to ensure that correct isolation practices 
are being conducted, confirm involved employees are aware of energy associated with the task and verify that energy 
has been released. This can be conducted verbally (step by step verification) and visually to ensure that appropriate 
tags, chocks etc. are installed.  Coaching is to be captured in OnTrac and non-compliances raised as either a hazard 
(for communication through line management) or an incident for investigation into root cause. 
  


6 Further Information 
  
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact the HSE Advisor or Area Manager. 
 


6.1 Breaches 


Isolation/tag out procedures have been implemented to protect people and plant. In addition, tags are installed to 
provide information to others as a last line of defence. A failure to abide by processes in this procedure may place 
yourself or others at risk, subsequently these acts or omissions must be reported in OnTrac as an incident and an 
investigation process will be required which may result in disciplinary action. 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment or this procedure will 
initiate a full investigation process with disciplinary action as required. For specific information on Life Saving 
Commitments refer to the Life Saving Commitment Policy (POL-NAT-HSEQ-0100). 


7 Accountabilities 


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk     


Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
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8 Related Documents  


This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0100 Life Saving Commitment Policy 


WIN NSW HSEQ 0108                   SWP – Utilisation of a starter isolation point to conduct approved work  


WIN NSW HSEQ -0109                    SWP – Isolation plant with no isolation point  


FTT NSW HSEQ 0015          Live Work Permit 


FTT NSW HSEQ 0016   Live Work Tag 


FTT NSW HSEQ 0017    High Voltage Isolation Permit. 


FTT NSW HSEQ 0018  Group Isolation Permit 


This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 


Title Description  


WHS Act, 2011 Duty of Workers (s28) 


WHS Regulations, 2017 Managing Risk to Health and Safety (cl32-38) 


Code of practice Managing risks of plant in the workplace 


Code of practice Managing electrical risks in the workplace 


9 Definitions and Abbreviations 


The following definitions and abbreviations are used throughout this Procedure: 


Term Definition 


Light Vehicle 
Light vehicles are defined as those less than or equal to 4.5 tonnes GVM (i.e. a field 
service ute, benefit vehicle, tool of trade vehicle). 


JHA Job Hazard Analysis 


Fundamentally Stable 
Parking the vehicle in such a way that it will not move, even if the park brake is not 
applied. This may include using wheel chocks or lowering any ground engaging 
devices such as blades or tines. 


Principal Controller 


A trained and competent person in the task involving isolation using the starter 
isolator or live testing and adjusting. The principal controller is responsible for 
ensuring only employees directly required in isolation under a starter isolator or 
testing and adjusting are permitted to tag onto the machine. The principal controller 
shall be aware of the location of employees tagged onto equipment at all times. 
Where positive contact cannot be made with a person tagged onto a task. All 
operations shall cease until positive communication can be made with the person. 


Group Isolation Officer 


A team member who is nominated by the relevant Supervisor, Manager or Team 
Leader and is competent in Personal Isolation.  
 
A Group  


Live Work 
Live Work’ is defined as any task (e.g. testing, commissioning or fault finding of 
mobile equipment) where the machine or system is operational both electrically and 
mechanically. 


WesTrac Responsible 
Person 


A Team Leader, Supervisor or Branch Manager 


ALARP As Low as is Reasonably Practicable  
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Term Definition 


Extra Low Voltage Not exceeding 50V a.c. or 120V ripple free d.c. 


Low voltage Exceeding extra-low voltage, but not exceeding 1000V a.c. or 1500 V d.c. 


High Voltage Exceeding low voltage 


10 Document Amendment History 
  


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 
22/10/20


20 


New NSW Specific document developed from PCD-
NAT-HSEQ-0125 
Introduction of Out of Service Lock 
Introduction of Training requirements 
Introduction of Group Isolation Process 
Changed restricted operations to ‘live work’ process 
Introduced Like Work permit process 
Introduced guidance for use of Starter Isolator 
Revised Isolation and Restoration of Energy 
Process 


NSW 
Working 
Group 


NT GH 
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Appendix 1 Footprint of a machine 
 
Footprint definition: 
 
The footprint of the machine is defined as the area that would be contained by an imaginary line drawn on the ground 
around the perimeter of the machine and its attachments if you were looking at the machine in plain view (e.g. on a 
truck, this would typically be the area of the ground in the machine shadow when the sun was directly above at 
midday. On a wheel loader, this would be the area bounded by a rectangle drawn on the ground that immediately 
encompassed the machine including the bucket, tyres and counterweight.) 


The equipment footprint (isolation limit) is the smallest border that can be drawn that would enclose all aspects of the 
plant, equipment, system or mobile equipment. 


Below are examples of the footprint of machines: 


 
Footprint diagrams 
 
Figure 1. Loader Footprint 
 


Figure 2. Grader Footprint 
 


Figure 3. Truck Footprint 
 


Figure 4. Dozer Footprint 
 


Figure 5. Excavator Footprint 
 


 
Figure 6. Shovel Footprint 
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ISOLATION AND TAGGING PROCEDURE 


1 Purpose 
 
To describe the process for the isolation of plant and equipment from potential uncontrolled energy sources during 
repair, service or maintenance work, to ensure the safety of personnel and adequate communication. 
 


2 Scope 


This procedure must be adhered to at all WesTrac branches and sites; except for those that have more stringent site-
specific requirements placed on them by the client/or other parties. If you are unsure which procedures apply, contact 
your Line manager to clarify.  


3 Procedure 
 


3.1 Life Saving Commitment Requirement 


Life Saving Commitments provide absolute clarity on expectations to manage fatal risks and prevent someone from 
being seriously injured or killed. Isolations presents a risk with the potential to cause 
a fatal event and as such is one of WesTrac’s Life Saving Commitments. The 
Isolations Life Saving Commitment outlines:  


I will always discharge, isolate and lockout all energy sources before working 
on any plant or equipment.  


• Never remove another person’s danger tag or lock.  


• Review procedures, equipment manuals or speak to your supervisor to 
make 100% sure of what isolations need to be in place. 


• Ensure all stored energy sources are identified and the energy released 
prior to starting work. 


• All isolations must be positively locked with a personal danger tag and 
personal lock. 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment will initiate a full 
investigation process with disciplinary action as required. For specific information on Life Saving Commitments refer to 
the Life Saving Commitment Policy (POL-NAT-HSEQ-0100).  
 


3.2 WesTrac Isolation Tags 


WesTrac uses a 4 (four) tag isolation system: 


 
   


“Personal Danger Tag” - 
(Red, Black and White) 


“Out of Service Tag" 
(Yellow, Black and White) 


"Personal Restricted 
Operation Tag" (Blue, 


Black and White) 


 “Information Tag” 
(Green) 


Hard plastic or paper tags may be used, and relevant details must be legibly printed on all tags.  
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If you do not have a personal isolation lock/tag in your possession, do not approach a piece of plant and/or equipment. 
You can only ever consider applying isolation/tagging procedures correctly if you are in possession of a personal lock. 


If you have a personal lock/tag in your possession and you are clear about the requirements to isolate/tag, then 
proceed to isolate in accordance with this procedure. 


If you have a personal lock/tag in your possession and you are not absolutely clear about the requirements to 
isolate/tag, then do not proceed until you have discussed it with your supervisor and understand the procedure fully. 
 


3.3 Energy Sources 
 
Mechanical Energy is power stored in objects by the application of a force. Compressed springs and stretched 
rubber bands are examples of stored energy. 
Electrical Energy is the power provided by the movement of electrical charges through conductors. 
Sound is the movement of energy through substances in longitudinal waves. Sound is produced when a force causes 
an object or substance to vibrate - the energy is transferred through the substance in a wave. 
Kinetic Energy is power created by the movement of an object. 
Gravitational Energy is the power of position or place such as an engine balancing on a stand. 
Chemical Energy is power stored in the bonds of atoms and molecules.  
Hydraulic Energy is power created by the compressive force or movement of a liquid in a confined area. Machines 
that lift objects often use hydraulic energy. 
Pneumatic Energy is power created by the compressive force or movement of air or gas in a confined area. 
Assembly tools often use pneumatic energy to force parts together. 
 


3.4 Locks 


• Only Personal Isolation Locks supplied by WesTrac are to be used (locks must be purchased 
by an approved supplier) 


• It is recommended that Personal Isolation Locks have a tag installed to identify the person it 
belongs to and has their contact details. Where this is not possible, a paper personal danger 
tag shall be installed with the lock to clearly identify who it belongs to. This is particularly 
important when conducting group isolations. 


• Keys must be kept in a safe place away from locks at all times when equipment is isolated 
(Not attached to the danger tag).  


• Personal Isolation Locks must only be used for Personal Isolation purposes  


• Personal Isolation Locks ARE NOT to be used to secure tool boxes or similar 
  


3.5 Isolation Points 


Some switches are not isolating switches but are relays and will not give sufficient protection. 


Switches of this type are:  


• Push button-type emergency stop buttons 


• Starter isolators (Figure 7: Starter Isolator) 


• Rope lanyard switches, and 


• Run-off control switches. 


These are not to be used as isolating devices. 
 


Only the master isolation point on mobile equipment is to be used to 
isolate the equipment (see picture below). 


Figure 1: Personal 
Isolation Lock 


Figure 2: Starter Isolator 
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3.6 No Isolation Points 


The purpose of lockout is to prevent unauthorised access to the ignition and controls of a piece of plant/equipment. 


• Where there is no isolation device, the negative battery lead is to be disconnected and locked in a plug lock 
out cover using a personal lock and tag. 


• For On-Highway Trucks, where there is no isolation device that can 
physically be locked out, the keys will be removed from the ignition 
and locked in a plastic plug lock (see Figure 4: Plastic Lock Out) 
using a scissor plate and personal lock and personal danger tag. 
Unless major work is being conducted, then the above point shall be 
applied.  


• This only applies where equipment is not keyed alike.  


• When conducting a pre-start on a forklift, the keys will be removed 
from the ignition and locked in a plastic plug lock out using a scissor 
plate and personal lock and personal danger tag.  


• Power generation auxiliary equipment may require isolation via circuit 
breakers or fuses. If this is required, the circuit breakers are to be 
clamped and tagged and/or fuses are to be removed and fuse holder inserted and 
tagged. Circuits to be checked to ensure isolation - using a multimeter prior to works 
being carried out by a qualified electrician. 


3.6.1 C Series Skid Steer/Multi Terrain Loaders/Compact Track Loaders without 
Isolation Points 


• Due to the battery being located under the cab of the C series machines, it will be 
acceptable to lock the machine out via a cable lock out around the door and the grab 
rail. A personal danger tag and lock must be placed on the cable lock see Figure 5: 
Cable Lock Out   


• For major work where the cab will be lifted the battery shall be disconnected and locked in a plug lock out. 


3.6.2 Open Cab Machines Without an Isolation Point – Prestart Only 


• For small open cab machines (no larger than a 305-mini excavator or skid steer loader) without an isolation 
point fitted, where it is not practical to tilt the cab or remove panels to disconnect the negative lead of the 
battery, it will be acceptable to fit only a personal danger tag only when conducting a prestart. 


• The tag shall be located in close proximity to the ignition key barrel with the key removed. 


• When conducting any other work than a prestart, the battery shall be disconnected and locked in a plug lock 
out. 
 


3.7 Basic Isolation Procedure 
 
When isolating plant and/or equipment you must: 


• Ground all implements and Ground Engaging Tools (G.E.Ts) 


• Shut the plant down 


• Ensure there is zero potential for uncontrolled movement (e.g. install wheel chocks) 


• Identify all energy sources and hazards (Hydraulic, Pneumatic, Electric [12/24DC, 240/415AC]) 


• De-energise all stored energy sources. Note: Power generation equipment may have separate auxiliary power 
supplies which require additional isolation. 


• Isolate the equipment, place scissor plate, lock and personal danger tag on all energy sources 


• Place out of service tag on the Master Isolation point if required 


• Ensure the personal danger lock shall feed through the eyelet of the personal danger tag. 


Figure 4: Cable Lock Out 


Figure 3: Plastic Lock Out 
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• Test for dead by “trying” to re-activate the plant, without exposing the tester or others to risk, ensuring 
isolation procedures have been effective, before commencing any maintenance, cleaning, inspection or 
repairs on the plant. 


• Control other potential hazards 


• Once remedial work is complete, the person/s who tagged and locked the controls are to remove the tags and 
locks before the plant is returned to operational status 


Mobile equipment with all energy sources removed and discharged will be classified as a chassis, and a personal 
danger tag and lock will not be required. Isolation/tagging must be applied once an energy source is introduced which 
may present a risk. 
  


3.8 Lockout Requirements 


Anyone who must enter within the footprint of any plant, equipment, system or mobile equipment, must first apply a 
Personal Danger Tag and lock, in accordance with the isolation procedure. Unless the plant, equipment, system or 
mobile equipment is being utilised for the purpose it was designed for (e.g. Operating a machine, moving a machine 
from a wash pad to a workshop, using an EWP to gain access or driving a forklift on site). 


The equipment footprint (isolation limit) is the smallest border that can be drawn that would enclose all aspects of the 
plant, equipment, system or mobile equipment. 
 
You must stay outside of the footprint of a non-isolated plant, equipment, system or a mobile equipment except when: 


• Boarding/disembarking the equipment; for tagging. (E.g. applying Restricted Operation Tag) or movement of 
the machine; 


• Isolating the equipment; 


• Placing wheel chocks for the equipment 


• Light vehicle refuelling (with the keys removed from the ignition and held by the driver) 


• Light vehicle pre-starts (with the keys removed from the ignition and held by the driver) 


Below are examples of the footprint of machines: 


 


Figure 5: Grader 
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Figure 6: Dozer 


3.8.1 Display Equipment – Client Interaction 


For equipment which is on display, employees shall tag onto the equipment prior to entering the foot print of the 
machine. 


• A disposable personal danger tag shall be attached to the WesTrac employee Personal danger lock on behalf 
of the client/visitor.  


• The client/visitor shall be present with the WesTrac employee when the lock and tag is being installed and 
again when being removed. 


Where operation of the plant or equipment is required, this shall be conducted under demonstration conditions, a JHA 
shall be conducted where a SWP has not been developed.  


3.9 Personal Lock  


The following specifies the use of Personal Danger Tags and Personal Locks. These are designed for 
your personal protection and everyone is responsible for following these procedures. 


• You shall complete a Take 5 before you commence work and before attaching your personal 
lock  


• If your Personal Lock does not have your name and contact details engraved on the lock, you 
must also attach a Personal Danger Tag which clearly states your personal details.  


• You shall attach a Personal Lock and Personal Danger Tag to the Master Isolation point (Figure 6: Master 
Isolation PointFigure 6: Master Isolation ), whenever there is a danger to yourself from the operation of plant 
or equipment and when mechanical, electrical or stored energy is present.  


• You shall ensure the appropriate isolation point is isolated correctly, and only use the master isolation point on 
mobile plant. 


• When the isolation is in place, check to ensure all stored energy 
has been dissipated (test for dead) and there is zero potential for 
uncontrolled movement. 


• If in any doubt as to where and how to isolate, you shall ask for 
assistance from your supervisor. 
 


Some switches are not isolating switches but relays and 
will not give you sufficient protection. Such switches are 
those of the push-button type emergency stop button, 


starter isolators (Figure 6: Master Isolation Point), rope switches, 
run-off and control switches. These shall not be used as 
isolating devices. 
 Figure 7: Master Isolation Point 
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• Attach your Personal Lock and Danger Tag to the correct isolation point on the plant before you begin work 


• Ensure your Personal Danger Tag is legible and clearly visible 


• At all times a scissor plates must be used in conjunction with personal locks and personal tags. If there are 
more than five personnel working on one scissor plate a second scissor plate is to be placed in the last hole of 
the first scissor plate. A second scissor plate is to be utilised only when the first 5 holes of a scissor plate have 
been locked out. 


• Attach your own Personal Lock and Danger Tag when working with other employees on the same job through 
the scissor plate 


• Where more than one piece of equipment is connected, but the fault lies with only one piece of the equipment, 
both items of equipment should be locked and tagged out 


• The master key (isolation key) shall stay locked in the off position whilst a Personal Lock and Danger Tag is 
attached 


• You shall not operate any isolated device when there is a Personal Lock and Danger Tag attached 


• An electrical cable, air/water or hydraulic oil line that has a Personal Lock and Danger Tag attached to it shall 
not be connected or plugged into any energy source 


3.9.1 Removal of Personal Danger Tags 


• When you have completed the job or are leaving work, you shall remove your Personal Lock/s and Danger 
Tag/s 


• Always destroy your disposable Personal Danger Tag after use 


• If you fail to remove your Personal Lock/s and Danger Tag/s as required by this procedure, you shall where 
possible be advised to return to the job immediately to remove YOUR Personal Lock/s and Dangers Tag/s.  


• If, without valid reason, you refuse to return to the job to remove your Personal Lock/s and Danger Tag/s you 
will be disciplined in accordance with this procedure 


• You are the only person permitted to remove your Personal Lock/s and Danger Tag/s  


• If electrical equipment 240/415v is locked out for disconnection or safety, the lock must remain in place until 
the job is finished and inspected by a competent person. If the job is to be handed over, the next electrician 
must apply his own lock. 


• You shall not remove another person’s Personal Lock/s and Danger Tag/s without authorisation 
 
 This may result in termination of employment (See Breaches) 
 


• In an emergency the supervisor/operational manager shall account for all personnel with personal locks and 
danger tags on the isolation device before the supervisor/operational manager removes the Personal Lock/s 
and Danger Tag/s.  


• An investigation into the safe removal of the tag must be conducted first. 


3.9.2 Accidental Removal of Another Person’s Personal Danger Tag 


• If you accidentally remove another person’s Personal Lock and Danger Tag, immediately replace the 
undamaged tag. If the Personal lock or Danger Tag is damaged or destroyed, YOU SHALL not remove your 
lock or tag (for protection of the person whose lock and tag has accidentally been removed) until they have 
placed a new lock and tag on the isolation device 


• After they have placed a new lock and tag you may remove your lock and tag 


• Inform your supervisor immediately 
     


3.10 Out of Service Tag 
 


• The out of Service Tag is designed to place unsafe or faulty plant or equipment out of service and 
to prevent injury to personnel or damage to plant 


• The out of service tag does not provide you with specific personal protection 


• You shall attach an Out of Service Tag to an isolation point, whenever the operation of that plant 
is found to be unsafe/faulty or being repaired 
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• Ensure the appropriate isolation point is isolated correctly. It must be the Master Isolation point (Figure 6: 
Master Isolation Point) on mobile plant 


• You shall notify your supervisor that an Out of Service Tag has been utilised as soon as possible, but no later 
than the end of the shift 


• You shall ensure the Out of Service Tag is legible with the details regarding the issue. 


• Securely attach the Out of Service Tag to the Master isolation point and ensure the Out of Service Tag is 
clearly visible 


• If you are in any doubt as to the location of the isolation device, ask for assistance from your supervisor 


• You shall not operate any isolated device that has an Out of Service Tag attached. 


• An out of service tag must not be used for 240/415 isolation. Lock and danger tag will remain in place after 
end of shift and when electrician leaves site. 
  


3.10.1 Removal of Out of Service Tags 


You shall not remove an Out of Service Tag unless: 


• You are competent to decide that the operation of plant will not cause damage to plant or injury to personnel 


• You have checked that the problem has been rectified, or 


• You have been authorised to carry out fault finding on Out of Service plant, or 


• You are specifically authorised by your supervisor, or 


If there is an emergency situation request the attendance of your supervisor. Your Supervisor shall decide if it is 
appropriate to run plant at risk of damage provided it does not cause risk of injury to personnel. 
  
3.10.2 Accidental Removal of Another Person’s Out of Service Tag 


• If you accidentally remove another person’s Out of Service Tag immediately replace it with one of your own. 
Fill out an Out of Service Tag with your name and personal details, transfer the remaining details from the 
original tag and attached it to the isolated device 


• After placing the substitute Out of Service Tag, immediately inform your supervisor.  
 


3.11 Personal Restricted Operation Tag – Do Not Operate This 


• The Personal Restricted Operation Tag is designed to provide an employee with exclusive control over the 
operation of plant or equipment 


• Personal Restricted Operation Tags are to be used by employees who must perform the following: 


• Testing 


• Calibration 


• Checking a machine serial number or hours (or conducting stocktake) 


• Commissioning of plant or equipment while it is in operating mode. 


• The Personal Restricted Operation Tag shall be used in conjunction with an approved work 
instruction (verbal or written work order) once a Job Hazard Analysis (JHA) has been completed. 
The JHA must identify and control all potential energy sources for the work being conducted. 


• You shall ensure when placing a Personal Restricted Operation Tag that you have control over 
the operation of the plant or equipment 


• The person in control is known as the principal controller, the principal controller must place one 
tag on the master isolation point and one tag on the principal control point (e.g.in the cab)  
 
 machines without a master isolation point, will only apply a tag to the principal control point 
 


• All other people with a personal restricted operation tag working on that specific job, will place one tag each to 
the principal controllers personal restricted operation tag on the master isolation point/principal control point. 


• Any person coming onto that specific job at a later stage must request verbal permission from the principal 
controller, review and sign onto the JHA, prior to tagging onto the job.  
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when operating and/or moving a machine as per its intended purpose and/or there is no testing or 
calibration being conducted, no restricted operations tag is required (e.g. moving a machine from a 
wash pad to a workshop, operating a machine as it is intended). 


 
3.11.1 Removal of Personal Restricted Operation Tags 


• You shall not place a Personal Lock and Danger Tag, on a device that has a Personal Restricted Operation 
Tag attached 


• You shall not remove another person’s Personal Restricted Operation Tag  


• In emergency situations the supervisor/operational manager shall account for the person with the Personal 
Restricted Operation Tag on the isolation device before the supervisor/operational manager remove the 
Personal Restricted Operation Tag. An investigation into the safe removal of the tag must be conducted first   


• When you have completed the job or are leaving work, you shall remove your Personal Restricted Operation 
Tag 


• If you fail to remove your Personal Restricted Operation Tag as required by this procedure, you shall where 
possible be advised to return to the job immediately to remove your Personal Restricted Operation Tag.  


• If, without valid reason, you refuse to return to the job to remove your Personal Restricted Operation Tag, you 
shall be disciplined in accordance with this procedure. 
 


3.11.2 Accidental Removal of Another Person’s Personal Restricted Operation Tag 


• If you accidentally remove another person’s Personal Restricted Operation Tag, immediately replace the 
undamaged tag. If the Personal Restricted Operation Tag is damaged or destroyed, you shall immediately 
replace it with one of your own 


• After placing the substitute Personal Restricted Operation Tag immediately contact the person concerned for 
him/her to attach a new Personal Restricted Operation Tag and inform your supervisor.   


• If the person cannot be contacted, you shall inform your supervisor.   


• When he/she has attached the new Personal Restricted Operation Tag, you shall remove your substitute 
Personal Restricted Operation Tag 
 


3.12 Information Tag 


• The Information Tag shall be used to pass on general information about plant or equipment 
which does not require an Out of Service Tag.  Some examples are: 


• Company vehicle with faulty air conditioning 


• Heavy vehicles with a minor fault that does not affect the operation of that vehicle. 


• You shall not use an Information Tag for the purpose of personal protection or identifying plant 
that is out of service 


• The Information Tag shall be filled out legibly and placed in a position that will be seen by the 
operator of the plant. 


• The Information Tag can be removed by an authorised and competent person once the information is no 
longer required or is invalid.  


4 Responsibilities 
 
Area/Branch/Project Manager 


• Must ensure compliance with this procedure and enforce where required 


• Provide adequate training to all employees 


• Provide employees with the required tags and locks as described in this procedure. 


• Provide advice on processes and requirements 


Supervisor/Coordinator 


• Must ensure compliance with this procedure and enforce where required. 


• Must ensure that employees have access to the required tags and locks as described in this procedure 
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• Provide advice on processes and requirements 


• Actively monitor isolation and tagging processes through Safety Interactions 


Principal Controller (Restricted Operations) 


• A trained and competent person in the task involving live testing and adjusting.  


• Ensure only employees directly required in testing and adjusting are permitted to tag onto the machine.  


• Maintain awareness of workers directly involved in testing/adjusting activities 


• Stop work where positive contact cannot be made with a person tagged onto a task.  


All Employees 


• Ensuring compliance with this procedure 


• Guarding is in place before operating machinery or equipment. 


• Energy is dissipated, isolated, tagged and checked for dead 


• Line manager consulted if unsure about isolation processes and requirements 


5 Reporting 


Monitoring of isolation and tagging processes are to be conducted by leadership personnel during Safety Interactions. 
During safety interactions leadership personnel should check to ensure that correct isolation practices are being 
conducted, confirm involved employees are aware of energy associated with the task and verify that energy has been 
released. This can be conducted verbally (step by step verification) and visually to ensure that appropriate tags, 
chocks etc. are installed.  


Coaching is to be captured in OnTrac and non-compliances raised as either a hazard (for communication through line 
management) or an incident for investigation into root cause. 
  


6 Further Information 
  
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact the HSE Advisor or Area Manager. 
 


6.1 Breaches 


Isolation/tag out procedures have been implemented to protect people and plant. In addition, tags are installed to 
provide information to others as a last line of defence. A failure to abide by processes in this procedure may place 
yourself or others at risk, subsequently these acts or omissions will result in disciplinary action. 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment will initiate a full 
investigation process with disciplinary action as required. For specific information on Life Saving Commitments refer to 
the Life Saving Commitment Policy (POL-NAT-HSEQ-0100). 


7 Accountabilities 


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk     


Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
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8 Related Documents  


This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0100 Life Saving Commitment Policy 


  


This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 


Title Description  


WHS Act, 2011 Duty of Workers (s28) 


WHS Regulations, 2017 Managing Risk to Health and Safety (cl32-38) 


9 Definitions and Abbreviations 


The following definitions and abbreviations are used throughout this Procedure: 


Term Definition 


Light Vehicle 
Light vehicles are defined as those less than or equal to 4.5 tonnes GVM (i.e. a field 
service ute, benefit vehicle, tool of trade vehicle). 


JHA Job Hazard Analysis 


Principal Controller 


A trained and competent person in the task involving live testing and adjusting. The 
principal controller is responsible for ensuring only employees directly required in 
testing and adjusting are permitted to tag onto the machine. The principal controller 
shall be aware of the location of employees tagged onto equipment at all times. Where 
positive contact cannot be made with a person tagged onto a task. All operations shall 
cease until positive communication can be made with the person. 


10 Document Amendment History 
  


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 07/05/13 Document transfer to new template MR MC CG 


2.0 25/10/13 


Additional isolation methods for power generation 
auxiliary equipment, deleted doubled up points, 
inserted pictures, updated purpose and scope, added 
energy sources, numbering changes 


BG/CH BM DP 


3.0 22/07/14 
Inclusion of machine footprint, defining isolation of 
specific machines, other changes indicated in grey 


EP AK/MC BG/GH 


4.0 10/10/14 
Related Documents updated with POL-NAT-HSEQ-
0100 


JT BG/GH BG/GH 


5.0 15/04/20 


- Roll over to new DMS Template, formatting 
- Life Saving Rules changed to Life Saving 


Commitments 
- Relocated photos to referenced locations 
- Addition of Plastic Lock Out example 
- Addition of information points to highlight 


issues/resolutions/key points 
- JHA requirement for Personal Restricted Operation 
- Employees to be authorised by Principal Controller 


where required to work on equipment which is 
undergoing testing/adjusting operations.  


GM NT GH 
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Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


- Reword breaches 
- Addition of Principal Controller definition  
- Client interaction display purpose updated in line 


with current process 
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Job Task:    Procedure/Media Number Reference:  


JHA Prepared by:  JHA Prepared by Sign:  Position:  


JHA Approved by:  JHA Approved by Sign:  Position:  


Work Order:  Segment Number:  Date of JHA:  
 


Is there a Safe Work Procedure for this task on the DMS? YES  NO  


JHA Guiding Principles Hierarchy of Control 
1. Form assessment team. Identify scope of job. 
2. Break job into job steps. Use procedures (i.e. 


SIS) to identify steps.  
3. Identify hazards associated with each step. 


4. Identify controls to each hazard, using the hierarchy 
of control. 


5. Ensure controls are implemented. 
6. Ensure the JHA is approved before commencing the 


task.  


• Elimination – eliminate the hazard or risk. 


• Substitution – substitute the hazard or risk. 


• Isolation – isolate the hazard by guarding or 
enclosing. 


• Engineering – redesign or engineer the 
equipment or work process. 


• Administration – introduce administrative 
controls (i.e. SWP’s).  


• PPE – Use personal protective equipment. 


Hazard Identification – Consider these questions when identifying hazards: 
 


Gravitational 
Energy 


Human  
Energy 


Chemical 
Energy 


Electrical  
Energy 


Mechanical 
Energy 


Vehicular 
Energy 


Thermal 
Energy 


Pressure/tension 
Energy 


Radiation  
Energy 


Microbiological 
Energy 


Noise and Vibration  
Energy 


 Can it move?  Can it fall?  Is it powered?  Is it sharp?  Does it make a noise? 
 Does it store 


pressure? 


 Is electricity supplied?  Is it hot or cold?  Is it a chemical?  Is it a source of ignition?  Does it give off radiations? 
 Are there 


bugs/bacteria? 


 Are people in awkward or 
fixed postures? 


 Are people likely to 
overload muscles or work at 
high pace? 


 Are people performing 
repetitive movement? 


 Are people likely to be hit or struck by anything? 
 


Task Requirements: 


Describe the specific 
location where this job 
will take place: 


 


Weight of items being lifted:  


Is a lifting plan required? If so, attach:  


Capacity (SWL) of lifting equipment and 
attachments: 


 


Specific lifting equipment to be used:  


List the main tools and 
equipment involved: 


 


List all permits required for this job: 
 


 Confined Space                Hot Work 
 


 Working at Height             Other: 


List the required training, qualifications and/or licences 
for this task: 
 
High Risk Licence(s): 


DG   RB  RI  RA  CN  CB  C2 
WP   HP  LF LO  Other: 


 


Personal Protective Equipment (PPE) Required: 


              
 
 
 


 


               
 
 
 
 


List other PPE required:  
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RISK MATRIX 


 
 


Likelihood Rating 
 


Likelihood Score Description 


Highly Likely A The event is expected to occur in most circumstances 


Likely B The event will probably occur in most circumstances 


Possible C The event should occur at some time 


Unlikely D The event could occur at some time 


Rare E The event may occur only in exceptional circumstances 


 
Consequence Rating 


 


Consequence Score Operational Security, Health, Safety & Environment Legal & Regulatory Compliance 


   Severe 5 


Catastrophic impact to operations or product delivery. Core 
system disruption preventing delivery of multiple services, 
and/or interruption to critical systems/processes for greater 


than 7 days. 


Single fatality or significant irreversible disability to a single 
person. All breaches of Life Saving Rules. Security event 
resulting in loss equivalent to > $500k due to vandalism, 


theft, IT breach etc. More than $500K damage and/or large 
reorganisation of premises. Major environmental damage. 


Successful prosecution for breach of legal or regulatory 
compliance obligations, resulting in severe financial impact 


or commercial restrictions. 


Major 4 
Core system disruption preventing delivery of one or more 


services, and/or major interruption to critical 
systems/processes for between 6 – 7 days. 


Multiple lost time injuries and/or significant reversible 
injuries requiring hospitalisation for multiple people. 


Security event resulting in loss equivalent to $100 – $500k 
due to vandalism, theft, IT breach etc. $100 - $500K 
damage and/or contingency plan required. Serious 


environmental damage. 


Legal or regulatory issue involving substantial senior 
management time to resolve, that results in major financial 


impact or commercial restrictions. 


Medium 3 
Moderate interruptions to core services resulting in delays 
in distribution. Interruption to critical systems/processes for 


between 4 – 5 days. 


Single lost time injury and/or reversible injury requiring 
hospitalisation for a single person. 


Security event resulting in loss equivalent to $50K – $100K 
due to vandalism, theft, IT breach etc. $50 -$100K damage 


and/or productivity disruption. Reversible environmental 
damage. 


Legal or regulatory issue involving line management and 
external stakeholder involvement, those results in moderate 


financial impacts or commercial restrictions. 


Minor 2 
Interruption to critical systems/processes for between   


2 – 3 days. 


Minor medical attention required. Security event resulting in 
a loss equivalent to < $50k. $5K - $50K damage and/or 


slight productivity disruption. Minor environmental damage. 


Potential legal or regulatory issue or compliance breach 
requiring line management attention – minor financial or 


commercial impact. 


Insignificant 1 
Negligible or no impact on delivery of services. Interruption 


to critical systems/processes for less than 1 day. 


First aid treatment only required. Minor security event. 
Under $5K damage and minimal productivity disruption. No 


environmental damage. 


Low level legal or regulatory issues; minor compliance 
breach of internal policies and procedures. 


 
Note – The above risk matrix has been altered for the use of the JHA. Refer to Risk Matrix (FTT-NAT-IA-0004) for the entire risk matrix.      


 
 


    Risk Severity 


C
o


n
s


e
q


u
e
n


c
e
 


Severe – 5 High – 15 High - 19 Very High – 22 Extreme – 24 Extreme – 25 


Major – 4  
Moderate – 


10 
High – 14 High – 18 


Very High – 
21 


Extreme - 23 


Medium – 3  Moderate – 6 Moderate – 9 Moderate – 13 High – 17 Very High – 20 


Minor – 2   Low – 3 Low – 5 Moderate – 8 
Moderate – 


12 
High – 16 


Insignificant 
– 1  


Low - 1  Low – 2 Low - 4 Moderate - 7 Moderate – 11 


 Rare – E  Unlikely – D  Possible – C  Likely – B  Highly Likely – A  


Likelihood 
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Always Remember the Life Saving Rules – Tick the LSR’s that apply to this job task: 


          
Confined  


Space 
 


Plant & Mobile 
Equipment 


 


Electricity 
 


 


Safety Protec. 
Devices 


 


Fitness for 
Work 


 


Vehicles 
 


 


Hazardous 
Substances 


 


Working at  
Height 


 


Isolations 
 


 


Lifting Operations 
 


 


 


Task Steps 
(List the sequence of basic job steps) 


Hazards 
(List the Potential hazards)  


Control Measures 
(List the control or activity required) 


Final 
Risk Score 
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Task Steps 
(List the sequence of basic job steps) 


Hazards 
(List the Potential hazards)  


Control Measures 
(List the control or activity required) 


Final 
Risk Score 
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JHA Sign On: 
By signing the below, I have been consulted and informed on the specific job task steps and associated hazards and risk involved with the task.  
I have been a part of identifying controls or have been informed of the controls (if signing onto the JHA after its development) which will keep me and my workmates safe.  
Ensure you attach the relevant SIS or SWP’s/supporting documentation to this JHA (if practicable).  
 
Where a job is likely to extend beyond the duration of a shift, it shall be reviewed at the start of the following shift.  Personnel on that shift, who will be continuing with the job, must 
agree to the JHA prior to commencing work and sign on each shift. 
 
JHA Valid From:  To:  


 


 


Job Task: 


Name: Signature: Date:  Name: Signature: Date: 


   
 


   


   
 


   


   
 


   


   
 


   


   
 


   


   
 


   


   
 


   


   
 


   


JHA Approver Use 


Should this JHA be turned into a Safe 
Work Procedure? (I.e. has it been written 
multiple times)? 


 Yes    No 
 


Why? 


If yes, nominate the person who will action 


this activity: 
 


Leading Hand/Supervisor Review – Checked at regular intervals throughout the job 


Date/Time:  Initials:  Date/Time:  Initials:  Date/Time:  Initials:  


Date/Time:  Initials:  Date/Time:  Initials:  Date/Time:  Initials:  
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JOB HAZARD ANALYSIS (JHA) PROCEDURE 
 


1 Purpose 
 
This procedure describes: 
 


• When to complete a Job Hazard Analysis (JHA), and; 


• The method for conducting a JHA as part of work area risk assessments whilst working on a WesTrac or other 
non-WesTrac site. 


 
It outlines the process for using the JHA worksheet and its application in risk reduction and job planning. 
 


2 Scope 
 
This procedure shall apply to all WesTrac personnel, contractors and their employees.  This procedure shall apply 
across all WesTrac sites. 
 
If a non-WesTrac JHA is required at a client site, then the client JHA may be used as long as it is meeting the 
minimum requirements specified in this procedure. 
 


3 Procedure 
 
JHA is a team process used to systematically identify and record hazards and preventative controls associated with a 
task or activity. The JHA process is a formal hazard analysis process and is a component of the overall on the job 
Risk Management Process. 
 
The JHA documents: 
 


1. What are we going to do – the sequence of basic steps for the job task. 
2. What can hurt us – potential hazards associated with each step. 
3. What are we going to do about the hazards – identify control measures for each hazard. And, 
4. Identifies the risk rating for each identified hazard. 


 
JHA’s help the team to plan the task and communicate and educate the team as to the hazards associated with 
performing the task. 
 


3.1 JHA Process 
 
The process for conducting a JHA can be viewed in ProMapp - 
https://au.promapp.com/westrac/Process/MiniMode/Permalink/Bs1Om59ZmQl5r6MZXgbliY 
 


3.2 When to Conduct a JHA 
 
JHA’s must be conducted when: 
 


• Required by a Take 5 


• Directed by a Supervisor/Manager 


• An individual identifies the need 


• Specific tasks being carried out for the first time 


• When there is a task specific requirement (e.g. complex tasks, involving multiple shifts etc.) 


• Tasks that are infrequently performed 


• Limited experience and/or concerns in performing the work 



https://au.promapp.com/westrac/Process/MiniMode/Permalink/Bs1Om59ZmQl5r6MZXgbliY
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• Jobs/tasks that have historically been deemed as higher risk activities that require additional attention when 
referring to the recognition of risks and their appropriate controls 


• The task is not covered by a SWP or procedure 


• Specific permits as required (confined space, excavation/penetration, working at height etc.) 


• Equipment brought on site that generates an unusual hazard or high-risk activity. 
 


The person/s responsible for conducting the JHA should have a thorough knowledge of each step associated with the 
job being analysed or be advised by someone who does have thorough knowledge of the task at hand. JHA’s must be 
conducted with a work team of no less than two personnel. Exceptions to this are Field Service employees who are 
working alone on a customer site or do not have access to other people. Ideally Field Service employees will complete 
the JHA with the client representative when onsite.  
 
JHAs are to be completed prior to the commencement of the job and must reflect the current situation. 
All JHA’s will be evaluated and signed off by a responsible person, prior to commencement of the job (responsible 
persons include a Leading Hand, Supervisor or Manager). The responsible person is to ensure that the JHA is read 
thoroughly prior to signing and provide feedback where appropriate.  
 
Generic JHA’s and typed JHA’s are not acceptable, with the exception of using OnTrac. Where a repetitive task 
requires a JHA, a Safe Work Procedure (SWP) must be created refer to Safe Work Procedure Creation Procedure 
(PCD-NAT-HSEQ-0104). 
 
JHA's shall be revised when: 


• Additional hazards are identified or introduced. 


• An incident occurs. 


• Equipment, materials or procedures associated with the task are modified. 


• The environment changes. 


• At the start of each shift. 
 
The JHA shall be kept where the task is being performed so that it can be referred to at any time and be updated if 
required. 
 
The JHA shall be completed using the Job Hazard Analysis (JHA) Worksheet (FTT-NAT-HSEQ-0103) for NSW, WA – 
Job Hazard Analysis (JHA) Worksheet (FTT-WA-HSEQ-0022) for WA, or online using OnTrac.  
 


3.3 JHA’s for Field Service 
 
For Field Service (FS) employees it is not always practicable to have the WesTrac or site supervisor sign off on the 
JHA.  
 
If a Field Service Employee is completing a task in the Field where a physical sign off will not be achievable the 
following steps are to take place: 
 


• Task scope and risks are discussed with the FS employee and supervisor prior to leaving the branch. 


• The JHA is completed with the aid of knowing what hazards relate to the task and the SIS procedure, which is 
then signed off by supervisor prior to leaving the branch. 


• Relevant journey risks must be identified and relevant appropriate controls selected to mitigate these potential 
risks (journey management plan, satellite phone, EPIRB, etc.)  


• The employee undertakes the work onsite. If the scope changes the JHA is to be altered and; 
1. Signed off by a competent supervisor onsite (this may include non-WesTrac supervisors). If not available, 


the employee is to make a phone call to their Supervisor for verbal approval.  
2. If the Supervisor is not available, a single sign off by the FS employee is acceptable only if adequate 


information, instruction and training have been provided and the risk does not exceed that of a moderate 
rating. Once the WesTrac employee has the ability to communicate to his supervisor the JHA is to be 
discussed or shared to allow the supervisor to add/modify the JHA as appropriate.  
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NOTE: Single signature JHA’s must only occur in exceptional circumstances and if at any time the employee does not 
feel confident in completing the task safely, they must stop the job and make contact with a supervisor to discuss the 
relevant actions required to complete the job safely. 
 
If the FS employee is required to complete a JHA and their travel doesn’t provide the employee with the opportunity 
have their supervisor physically review the JHA, the following processes will be applied: 
 


• The JHA is completed and details discussed with the supervisor by phone for verbal acceptance. This 
communication shall be recorded by the FS employee in the supervisor sign off section of the JHA including, the 
supervisors name, the date and time and that it was a verbal sign off by phone call. Example – JHA verbally 
approved over the phone by John Citizen, 13:30, 20/01/2016. The supervisor shall make a note of this 
conversation in the job folder. 


 
If other forms of communication are available these should also be considered, for example fax or scan and email. 
These JHA’s shall be presented with the relevant timesheet as required. 
 


3.4 JHA Validity  
 
Where a job is likely to extend beyond the duration of a shift, it shall be reviewed at the start of the following shift.   
 
Personnel on that shift, who will be continuing with the job, must agree to the JHA prior to commencing work and sign 
off on it.  A new JHA shall be written at the start of each new shift where the job is complex, or as directed by the 
Supervisor. All JHA’s are valid for no longer than the defined task or within 72 hours, whichever comes first. 
 
Authorised personnel (Leading Hands, Supervisors or Managers) must review the JHA daily and ensure that 
employees and/or contractors have reviewed and re-signed onto it.  
 


3.5 Communication of the JHA 
 
All employees who will be performing a specified task and their direct supervisor/manager, or appropriate company 
representative, are to be involved in the JHA process.  Employees should be encouraged to ask questions about the 
JHA, or task to be performed, if they require clarification or further instruction prior to commencing the task.   
 
If additional personnel come onto the job, the JHA shall be discussed with them as part of the job induction.  
Additional personnel are required to read, acknowledge and initial the JHA prior to commencing work.  Existing 
personnel on the job shall be informed of the new team member/s. 
 


3.6 JHA Training 
 
Employees should undergo JHA training in order to adequately understand the JHA process and required elements 
for hazard and risk management.  
 
Facilitation of the training is completed by a HSE Advisor or a competent Supervisor/Manager. The following 
packages are available for JHA training: 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders (FTT-NAT-HSEQ-2107) 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Employees (FTT-NAT-HSEQ-2108) 


• JHA Competency Assessment (FTT-NAT-HSEQ-0165) 


• JHA Competency Assessment - Marking Guide (available only to HSE Advisors) (FTT-NAT-HSEQ-0157) 
 
Employees must have a pass mark of 100% for the competency assessment.  
Employees are also required to complete Induction Module - Damaging Energy, JHA and Take 5. 
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3.7 Ordering JHA Books 
 
If required, JHA books can be ordered using the online WINC ordering system. Refer to your Area Administration 
Coordinator for further details.  
 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Managers and Supervisors: 


• Must comply with this procedure and ensure team and contractor compliance. 


• Must ensure that all JHA’s are reviewed and signed off prior to work commencing.  


• Ensure employees attend (and where required provide) JHA training 
 


Employees/Contractors: 


• Must complete and participate in the JHA process prior to undertaking work, where triggered. 


• Undertake required training in the JHA process.  
 


HSE Advisors: 


• Facilitate JHA training to employees.  
 


5 Reporting 
 
Monitoring of compliance and opportunities for improvement will be completed through the Safe Act Observation tool, 
along with monthly workplace inspections and a scheduled audit regime. 
 
Reporting of non-compliance will be captured through OnTrac and where required investigations will be conducted 
and corrective actions will be assigned and monitored. 
 


6 Further Information 
 
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact their HSE Advisor or HSE Manager. 
 


7 Accountabilities 
 
 
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management and HSE Advisors 
 
Interpretation and Advice  HSE Advisors 
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8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0004 Hazard and HSE Risk Management Policy 


PCD-NAT-HSEQ-0102 Hazard Management Procedure 


PCD-NAT-HSEQ-0104 Safe Work Procedure Creation Procedure  


PCD-NAT-HSEQ-0106 Take 5 Procedure 


FTT-NAT-HSEQ-0103 Job Hazard Analysis (JHA) Worksheet  


FTT-NAT-HSEQ-0165 Job Hazard Analysis (JHA) - Competency Assessment 


FTT-NAT-HSEQ-0157 Job Hazard Analysis (JHA) - Competency Assessment - Marking Guide  


FTT-NAT-HSEQ-2107 Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders 


FTT-NAT-HSEQ-2108 
Hazard Management Training: Take 5 and Job Hazard Analysis for 
Employees 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


FS Field Service 


JHA Job Hazard Analysis  


Responsible Person 
A person who has the authority to sign off on a JHA. This includes Leading 
Hands, Supervisors, Coordinators and Managers.  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 21/05/13 Procedure transferred into new format BM MC CG 


2.0 15/06/15 
Entire procedure review. Change from 
terminology of JSA to JHA 


MC BG/GH BG/GH 


3.0 31/07/15 Revised JHA validity MC BG/GH BG/GH 


4.0 28/01/16 Revised for Isolated FS JHA production BG MC/IC/PK GH/BM 


5.0 25/01/19 Removed brackets from heading for LnD Team DC DC DC 


6.0 13/03/20 
Updated references and included updated 
information around OnTrac and Inductions. 
Converted to new template 


AM NT GH 


7.0 24/04/20 


Removed reference to induction Hazard and 
Risk Awareness (Damaging Energies Concept) 
(FTT-NAT-HSEQ-0066) 
 


AM NT GH 


8.0 14/7/20 Identification of JHA use for WA and NSW NG NT KB 
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LIVE WORK PERMIT
Step 1. What is the work?


Work Order No: Date of issue:


Principle Controller for  
duration of works:


WesTrac Supervisor  
/ Manager name:


Location of Work:


Permit Start (Day and Time)


Permit Finish (Day and Time)


Description of Work


The Permit is valid for the works described above and must be closed out by the Principle Controller prior to end of their shift. 
This permit is not transferable.


Step 2. Who will be doing the work?


Principle Controller:


List the main tools and 
equipment involved:


Tooling and Equipment  
fit for purpose / within  
inspection date?


List all permits required for this job:


 Confined Space  Hot Work


 Working at Height  Other:


 Contractor Permit to Work


Consider and apply where practicable the below minimum controls within your risk assessment (tick which will apply)


Machine / Area 
Isolation


Barricading/ 
Exclusion Zones/


Traffic Management


Tag Line / Hook Correct Hand/
Finger/ Body 
Positioning


Remote Equipment Hands Free Tooling/ 
PPE Matrix in DMS 


Elimination of Live 
Work Technology


Extension Tooling 
(Mechanical Aide  


or Handle)


Use of Guards / 
Interlocks 


Guides / Alignment 
Tooling


Spotters / 
Communication 


Equipment


Mechanical aides 
(lifting, jacking and 


pulling)


Damaging Energy (circle which will apply)


Gravitational 
Energy


Human
Energy


Chemical 
Energy


Electrical
Energy


Mechanical 
Energy


Vehicular 
Energy


Thermal 
Energy


Pressure/ 
tension 
Energy


Radiation
Energy


Microbiological 
Energy


Noise and 
Vibration
Energy
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The following questions MUST be answered to proceed.
Risk Management Yes, No N/A
Can a starter isolator be used as an extra control?
As an additional control measure, where energy sources can be isolated by the starter motor,  
the Principle Controller may identify this in the JHA and place the Starter Isolator in the OFF 
position  in conjunction with the Live Work process. This may apply if there are multiple energy 
sources on a piece of equipment and the Live Work process is only required to be used for  
one energy source.


 Yes     No


Have you identified and where applicable isolated all possible energies that are not required to be 
energised to complete the task? Ensure these are listed in the SWP or risk assessment attached.  Yes     No     N/A


Have you considered the potential consequences to personnel and equipment during live testing?  Yes     No


Is there tooling or equipment that could be used that removes personnel from the line of fire? 
(E.g. remote cameras, gauges etc.)  Yes     No


Are you aware of the emergency shutdown procedure? Provide details below of the emergency shutdown procedure:


Have all unnecessary personnel been removed from the area?  Yes     No     N/A


What are the access control measures to prevent personnel inadvertently entering the live test area? 
(E.g. barricading requirements, equipment danger zones demarcated and signage).


List access control measures:


Note: Barricading and/or relevant signage must be in place for all Live Work


What are the communication methods? (e.g. hand signals, radio, horns, whistles, spotter, etc.).
Have interactions with the surrounding work environment and equipment been considered?


List these:


Has the risk of working in proximity to voltage sources been considered? (e.g. batteries, trailing 
cables, high voltage power lines)  Yes     No     N/A


The following requirements need to be checked prior to commencing job  
(if not completed, STOP THE JOB) Yes No


Q1. Have you checked if a Safe Work Procedure (SWP) exists for this task?


Q1a. Has the SWP been reviewed by the work party and attached to this Permit?


Q2. If there is no SWP, complete and attach the JHA to this permit


Do NOT to proceed without an approved SWP or Risk Assessment. 
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Request and Approval Signatures


The control measures and precautions for live work have been implemented, the Live Work Tags have been placed on the machine 
and all persons required to complete the work have been advised of and understand the requirements of this written authority


Principle Controller: Signature:


Time: Date:


Names of Involved Person(s) Engaged in this work task:
Access to energised equipment / plant is prohibited without first contacting the Principal Controller


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


I have checked that above information is correct and that all relevant controls have been put in place.


WesTrac Responsible Person: Signature:


Time: Date:


Permit Closure


All work associated with this Permit is complete.  I confirm that (Select applicable): 
 -  All Live Work tags have been removed and the machine is safe to operate. 
The machine remains out of service, an out of Service tag has been attached.


WesTrac Responsible Person: Signature:


Time: Date:








FTT-NSW-HSEQ-0016  
REVISION 1.0.


LIVE
WORK


DO NOT
OPERATE / ENTER


UNLESS AUTHORISED 
BY THE PRINCIPLE CONTROLLER







FTT-NSW-HSEQ-0016  
REVISION 1.0.


LIVE
WORK


REASON ..........................................................


.......................................................................


.......................................................................


PRINCIPAL CONTROLLER 
FULL NAME .....................................................


CONTACT DETAILS ...........................................


DATE ...............................................................


SIGNATURE .....................................................


DO NOT
OPERATE / ENTER
UNLESS AUTHORISED
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1 Purpose 


To provide an understanding of the risks associated with manual handling and how to manage the associated  
hazards. 


2 Scope 


This procedure applied to all workers on WesTrac sites or under WesTrac direction. 


3 Procedure 


Manual Task comprises of any activity that requires a person to use their musculoskeletal system to perform their 
work.  This can include the use of force for lifting, lowering, pushing, pulling, carrying or otherwise moving, holding or 
restraining any person, animal or item. 
 
Hazardous Manual Tasks - refers to tasks that have any of the following characteristics : 


• repetitive or sustained application of force 


• Repetitive or sustained awkward posture 


• Repetitive or sustained movement 


• Application of high sudden force 


• Exposure to sustained vibration 


• Involving the handling of a person or an animal 


• Involving the handling of unstable or unbalanced loads or loads which are difficult to grasp or hold. 


3.1 How Manual Tasks can cause Injuries 


The most common health problems that can arise from manual tasks that are hazardous are musculoskeletal 
disorders (such as sprains and strains, disc injuries and tendonitis) and hernias. Musculoskeletal disorders may arise 
in whole or in part from performing manual tasks in the workplace, whether occurring suddenly or over a prolonged 
period of time. 
 
Body Stressing Injuries such as sprains and strains of muscles, ligaments and tendons (e.g. back strain); joint 
injuries or degeneration (e.g. frozen shoulder or arthritis of the back); disc protrusions, disc herniations or disc 
degeneration of the back or neck; nerve injury or compression (e.g. carpal tunnel syndrome); muscular and vascular 
disorders (e.g. vibration-induced white finger from hand-arm vibration); and soft tissue injuries. 
 
Strenuous Manual Handling or awkward lifts causing sudden damage (e.g. a labourer lifting a compactor or a glazier 
lifting a pane of large glass from the ground on to a truck). 
 
Direct Trauma caused by unexpected events (e.g. a storeperson walking on uneven ground carrying a large heavy 
carton who trips and falls). 
 
Gradual Wear and Tear caused by frequent or prolonged periods of performing manual tasks (e.g. a storeperson 
continually handling stock between deliveries). 
 
Day to day Tasks have been shown to be associated with most musculoskeletal disorders. Very often there is no 
‘accident’ (sudden or unexpected event) associated with the injury. The person may not feel pain until several hours 
after the injury occurs. This means an investigation into a manual task injury must look at all relevant tasks the injured 
person usually performs. 
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3.2 Risk Factors 


The following risk factors must be considered when conducting risk assessments of manual tasks: 
 
Direct Risk Factors - have a direct effect on the body. and can include the following: 
 


• Actions and postures (including awkward postures, sustained postures and repetitive movement); 


• Forces and loads (including forceful exertion); and 


• Exposure to vibration (including whole-body and hand-arm vibration). 
 
Indirect Risk Factors - can make the task more difficult to perform, and can include the following: 
 


• The working environment (e.g. Poor lighting and cool temperatures); 


• Systems of work, work organisation and work practices (e.g. Inadequate rest breaks and unfamiliarity of the 
task); and 


• Worker characteristics (e.g. physical limitations). 
 
The above risk factors may interact and increase the overall risk. The overall risk of developing a musculoskeletal 
disorder will increase if: 
 


• A direct risk factor level is high (e.g. High forces are required to lift an object); 


• The task involves being exposed to more than one direct risk factor (e.g. Lifting heavy loads in awkward 
postures); 


• Indirect risk factors are present and interact within a task (e.g. Lifting loads in awkward postures in a cool 
environment); or 


• If there are several hazardous manual tasks that an individual is exposed to during their work shift or as part 
of their job. 


 
Sources of Risk 
 
Hazardous manual task risk factors may stem from various sources. Addressing the sources of risks is the most 
effective way of controlling the risks. The sources of risks may be varied and can include: 
 


• Work area design and lay-out (e.g. Inadequate space for task type); 


• The nature of the item, equipment or tool (e.g. Poorly designed chairs); 


• The nature of the load (e.g. Heavy load); 


• The working environment (e.g. Cool temperatures); and 


• Systems of work, work organisation and work practices (e.g. Low job control). 
 
Weight 
 
In considering the lifting, lowering and carrying of weights it must be recognised that as the weight of an object 
increases so does the risk of injury, regardless of the effect of other factors. 
 
For seated work, it is not advisable to lift or carry any object weighing more than 4.5 kg.  Lifting of objects in excess of 
this weight must be performed while standing. 
 
In working postures other than when seated the risk of back injury increases significantly where objects above the 
range 16-20kg are being handled.  Accordingly, where heavier objects are handled, more care is needed in the 
assessment of risk and in the application of appropriate control measures. 
 
Wherever possible manual handling should be eliminated through use of mechanical lifting aids and/or training for the 
particular task.  







 


PROCEDURE 


Document Number PCD NAT HSEQ 0131 


Next Review Date 12th February 2023 


 Document Owner  HSE Manager 


  
 


Manual Handling Procedure  Page 4 of 10  
Revision: 6.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


If manual handling cannot be eliminated all workers must risk assess each load prior to performing a lift. The risk 
assessment must consider the weight, size, shape, texture, contents, stability and distance the item is to be carried. 
Workers are not required to lift, lower or carry any object beyond their personal capability. Controls such as 
mechanical lifting devices and team lifting should be considered when conducting risk assessment. 
 
The maximum permissible weight of a tool bag is ten (10) Kilograms. This is important when climbing up and down 
ladders, platforms and machines or where three points of contact is needed and the tool bag is hanging from the 
shoulder. 
 
Duration and Frequency 
 
How often, and for how long a task is performed are key risk factors that must be considered.  If any of the following 
conditions apply there is an increased risk of injury: 
 


 
Working Posture 


Duration 
Handling loads between mid-


thigh and shoulder height 
Handling loads, starting 
below mid- thigh height 


Over a full shift (i.e. 8hrs 
approx.) 


more than 15 actions/minute more than 12 actions/minute 


Up to 1 hour more than 18 actions/minute more than 15 actions/minute 


 
Frequency 


 


3.3 Risk Management Process 


In order to manage risks arising from manual tasks, a risk management approach must be adopted. Each Branch / 
Store must ensure that: 
 


• Each task that involves manual handling has been assessed as being either a “hazardous manual task” or a 
“non-hazardous manual task”  


• All hazards relating to manual tasks have been identified, assessed and controlled.  


• All identified hazards and control measures have been documented using a Take 5 and/or a Job Hazard 
Analysis form  
 


Step 1: Identify the Hazards 
 
Identify the tasks that have given or may give rise to musculoskeletal disorders to workers. You could do this by: 
 


• Checking the DMS for work instructions or safe work procedures 


• Consulting with workers, supervisors and safety and health representatives 


• Observing the work being performed 
 
Once the tasks have been identified, look for potential hazards. These may be found by looking at the: 
 


• Work area design and lay-out (e.g. Inadequate space for task type) 


• Nature of the item, equipment or tool (e.g. Poorly designed chairs) 


• Nature of the load (e.g. Heavy load) 


• Working environment (e.g. Cool temperatures) 


• Systems of work, work organisation and work practices (e.g. low job control) 
 
Refer to the “characteristics of hazardous manual tasks” listed in section 3 above to assist in identifying the hazardous 
manual tasks. 
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Step 2: Assess the Risks 
 
Assess the risks posed by the hazardous manual tasks. The risk assessment must take account of the following direct 
risk factors: 
 


• The posture of the worker; 


• The forces exerted by the worker and on the worker by the item person or animal; 


• Speed of movements by the worker; 


• Exposure of the worker to vibration; and 


• The duration and frequency of the task. 
 
Risk assessment involves: 
 


• Determining the potential for each risk factor to cause injury to a person performing the task; 


• Understanding why it is a problem; and 


• Identifying the sources of the problem. 
 
It is important to understand why performing a manual task has a high risk of injury, in order to find possible 
solutions. Performing a risk assessment of the task enables the problems to be assessed from  different angles and in 
more detail. It helps to avoid wrong conclusions and inefficient use of resources. It is important that this process is 
collaborative and involves observation and discussion of the manual task with workers, supervisors and, where 
applicable, safety and health representatives and safety personnel. 
 
Step 3: Eliminate or Minimise the Risks 
 
Eliminate the risks or, if this is not reasonably practicable, minimise the risks of musculoskeletal disorders arising from 
hazardous manual tasks so far as is reasonably practicable by implementing risk control measures. One or a 
combination of the methods listed below must be used to eliminate the risks or, if this is not reasonably practicable, to 
minimise the risks so far as is reasonably practicable by: 
 


• Altering the workplace where the manual tasks are being carried out 


• Altering environmental conditions, including heat and cold, and vibration where the manual tasks are being 
carried out 


• Altering the work organisation and system of work used to carry out the manual tasks 


• Modifying items used in manual tasks or substituting other items 


• Using aids designed to assist in carrying out manual tasks or 


• Providing information, training, instruction, and supervision in a task-specific method for performing a manual 
task, personal protective equipment, or the combination of these. 


 
Using the Hierarchy of Controls 
 
Eliminate the hazard or hazardous work practice if practicable If elimination is not practicable: Redesign, modify, alter 
or substitute the following table: 
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Modify, Alter or Substitute the: Examples 


Work area and layout 


• Select appropriate work areas to perform the manual task  


• Increase the space designated for the task  


• Alter the layout to improve work flow  


• Redesign storage or alter the placement of items in the work area 


• These changes may reduce poor actions and postures such as twisting, 
reaching and stooping, and reduce the application of force required to 
complete the task. 


Nature of items, equipment and 
tools 
 


• Alter the design or substitute the items, equipment and tools for those that 
allow the manual task to be performed safely and comfortably.  


• The items, equipment and tools should be suited to the environment, reduce 
the effort required to perform the task, suit a range of users and be able to 
be used correctly with instruction. 


Nature of the load 


• Use a mechanical aid, handling device, or wheeled equipment  


• Divide the load into smaller weights  


• Change the size or shape of the load  


• Apply handles to the load  


• Make the load more stable  


• Place labels on the load. 


Work environment 


• Provide adequate space for handling objects  


• Improve lighting 


• Reduce the effects of adverse climatic conditions 


• Improve floor surfaces  


• Reduce noise and other distractions  


• Provide adequate ventilation.  


Systems of work, work 
organisation and work practices. 


• May involve modifying several factors such as for how long an activity is 
carried out (duration), how often and quickly the activity is performed 
(frequency) and how the activity is done. 


Administrative controls 


• Providing information, training and supervision 


• Developing and enforcing policies and procedures 


• Machine pacing poses a risk if the pace is too fast or too slow. If machine 
pacing cannot be eliminated, then enabling workers to control the flow of 
work and buffer zones are effective ways to reduce the risk from machine 
pacing 


• The use of electronic monitoring to pace workers’ work is not recommended 
as it can cause individual worker to work at rates beyond their capacity, 
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placing them at risk 


• Mix of activity and task breaks  


• Peak demand − many activities have predictable peak periods with wide 
variations in work demand 


• Working hours − it may be necessary to determine whether the type of 
manual task being performed is suitable for extended hours or shifts. Work 
that is heavy, repetitive, demanding or involves vibration may need further 
consideration 


• Special individual needs − it can be particularly important to provide suitable 
work patterns for workers with special needs. For example, injured workers 
returning to work may require their work. 


 
Step 4: Monitor and review risk control measures  
 
Do this on an ongoing basis to ensure that the control measures: 
 


• Have been implemented 


• Continue to work to eliminate or minimise the risks of musculoskeletal disorders so far as is reasonably 
practicable 


• Do not result in new hazardous manual tasks. 


3.4 Job Hazard Analysis 


When workers are required to do hazardous manual tasks a Job Hazard Analysis (FTT-NAT-HSEQ-0103) may be 
required to identify, assess and control the hazards prior to work commencing. 


3.5 Body Torque 


WesTrac has introduced a holistic soft tissue injury prevention program known as Body Torque. Creating a ‘fit for 
work’ environment, the program is designed to help all staff carry out their roles without putting undue stress on their 
bodies, allowing them to work effectively, productively and most importantly, safely. The BodyTorque program is 
focused on worker longevity and injury prevention.  
 
The program involves mobilisation, stretching and strengthening exercises designed to decrease the amount of 
injuries and severity of injuries to soft tissue of the body.  
 
All work areas and teams, whether office or site based, shall take part in Body Torque. However, if an individual does 
not feel comfortable performing the mobilisation or stretching activities undertaken in Body Torque, then they may opt 
to not perform that activity.  
 
Resources are available in the Document Management System (DMS). 


3.6 Correct Lifting Technique 


When handling objects, always remember the following steps: 
 
Step 1: Always size up the load to be handled 
 


• Look at what you are about to lift and if necessary, move it from side to side, and forward or backward to 
gauge the object’s weight 


• Can you handle it safely by yourself, or do you need help? 
 


Step 2: Establish a firm footing to ensure the best possible balance and stable lifting base 
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• stand with your feet apart, at about the same width as your shoulders 


• stand with one foot slightly in front of the other 
 


Step 3: Preparing for the lift, remember to keep your back as straight and upright as possible 
 


• when preparing to lift anything, keep your back vertical to the ground, not horizontal. 
 
Step 4: Always bend at your knees, not at your waist 
 


• slowly lower yourself using only your legs 


• remember to keep your back as straight as possible all the way down. 
 
Step 5: As you begin to lift, tighten your stomach muscles and lift with your legs, not your back. 
 


• let your leg muscles do all the work 


• your leg muscles are much stronger than your weaker back muscles 
 
Step 6: Always keep your load as close as possible to your body 


 


• When you have to turn, turn with your feet first, and let your body follow 


• Never turn by twisting your body 


3.7 Training 


Workers must have the knowledge and ability required to perform the task.  A mismatch can cause an increased risk 
of injury. All workers must be: 
 


• Trained in manual handling hazards and/or techniques applicable to their role 


• Trained in recognising risks and evaluating tasks in order to select and apply appropriate manual handling 
techniques 


• Inducted into the job practices and safety requirements in the workplace. 


4 Accountabilities 


The below outlines key accountabilities for different roles in compliance with this procedure:  
 
General Managers  
 


• Ensure that all workers are adequately trained to safely perform manual tasks. 


• Ensure that workplaces are designed so as to reduce risks associated.  
 
Area Managers and Supervisors  
 


• Ensure that all hazardous manual tasks have been identified, and the associated hazards assessed and 
controlled. 


• Ensure that all workers are trained in manual tasks applicable to their roles. 


• Ensure that Body Torque Leaders are selected within the work place, they have received Body Torque 
Leaders’ training and that they run Body Torque sessions on a daily basis.  


 
Workers  
 


• Ensure that correct lifting techniques are utilised and procedures followed. 


• Participate in Body Torque stretching and mobilisation sessions 
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5 Related Documents  


This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0102 Hazard Management Procedure  


PCD-NAT-HSEQ-0103 Job Safety Analysis Procedure 


PCD-NAT-HSEQ-0118 Ergonomics Procedure 


FTT-NAT-HSEQ-0103 Job Hazard Analysis Form 


FTT-NAT-HSEQ-0136 Manual Handling Risk Assessment Template 


FTT-NAT-HSEQ-2125 Training Package – Manual Handling Awareness Training 


FTT-NAT-HSEQ-0166 Manual Handling Assessment 


FTT-NAT-HSEQ-0158 Manual Handling Assessment – Marking Guide 


FTT-NAT-HSEQ-2138 Training Package - Body Torque Leaders 


 
This procedure should be read in conjunction with the following legislative or compliance guidelines: 
 


Title Description  


Occupational Safety and Health Act 1984 (WA) OHS Act for WA 


Mine Safety and Inspection Act 1994 (WA) Mining OHS Act for WA 


Work Health and Safety Act (NSW) 2011 OHS Act for NSW 


Work Health and Safety Act (ACT) 2011 OHS Act for ACT 


The Prevention of Musculoskeletal Disorders From Performing 
Manual Tasks At Work 


Safe Work Australia National Code of Practice 


Manual Tasks National Standard Safe Work Australia National Standard 


Manual Tasks Code of Practice  WorkSafe WA Code of Practice 


Hazardous Manual Tasks  WorkCover NSW Code of Practice 


6 Definitions and Abbreviations 


The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Awkward posture Where any part of the body is in an uncomfortable or unnatural position, 
such as: 


• Postures that are unbalanced or asymmetrical; and/or 
postures that require extreme joint angles or bending and twisting. 


Force The amount of muscular effort required to perform a movement 


High Force Occurs in any tasks that: 


• A worker describes as very demanding physically; 


• A worker needs help to do because of the effort it requires; and/or 
require a stronger person or two persons to do the tasks. 


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. 


Manual Tasks Any activity or sequence of activities that requires a person to use their 
physical body to perform work including: 


• Manual handling (the use of force in lifting, lowering, pushing, 
pulling, carrying or otherwise moving, holding or restraining any 
person, animal or thing); 
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Term Definition 


• Performing repetitive actions; 


• Adopting awkward or sustained postures; and 


• Using plant, tools or equipment that exposes workers to vibration. 


Musculoskeletal disorder (MSD) An injury to, or a disease of, the musculoskeletal system, whether occurring 
suddenly or over time. It does not include an injury caused by crushing, 
entrapment, or cutting resulting from the mechanical operation of plant. 


Personal Protective Equipment 
(PPE) 


Any clothing, equipment, apparatus or substance (e.g. sunscreen) designed 
to be worn by a person and in order to protect the person from risks of injury 
or illness 


Posture The position of various parts of the body during any activity. Safest posture 
occurs when a ‘neutral’ position is maintained by the joints and muscles 
being used near the middle of the full range of motion. 


Repetitive force Using force repeatedly over a period of time to move or support an object 


Repetitive movement Using the same parts of the body to repeat similar movements over a period 
of time 


Sudden force Jerky or unexpected movements while handling an item or load. Includes 
tasks where force is applied suddenly and with speed 


Sustained force Occurs when force is applied continually over a period of time 


Sustained posture Where part of or the whole body is kept in the same position for a prolonged 
period. 


Vibration Occurs when vibration is transmitted through the body. 


Worker Refers to any person that carries out work in any capacity for WesTrac.  A 
worker includes; direct workers, outworker (i.e. home-based) contractors, 
subcontractors, labour hire, apprentices, students on work experience, 
trainees and volunteers. 


7 Document Amendment History 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 01/08/13 New procedure issued for use JH GH DP 


2.0 7/07/14 Reviewed and updated BM MC BG/GH 


3.0 12/03/2015 3.2 Risk factors updated HH BG/GH BG/GH 


4.0 04/04/2016 3.5 and 4 Updated Body Torque  BG GH/BM GH/BM 


5.0 22/09/16 


Last paragraph added to “weight’, 3.3 last point 
added, 3.4 hazard added,  3.5 last paragraph 
added, Accountabilities, Responsibilities and 
document review date have all been updated. 


EP BG/GH BG/GH 


6.0 01//23 
Inclusion of definitions for various terminology. 
Minor changes to grammar 


L Divitini N Thevar N Trewin 


 
 





		1 Purpose

		2 Scope

		3 Procedure

		3.1 How Manual Tasks can cause Injuries

		3.2 Risk Factors

		3.3 Risk Management Process

		Step 1: Identify the Hazards

		Step 2: Assess the Risks

		Step 3: Eliminate or Minimise the Risks

		Step 4: Monitor and review risk control measures



		3.4 Job Hazard Analysis

		3.5 Body Torque

		3.6 Correct Lifting Technique

		3.7 Training



		4 Accountabilities

		5 Related Documents

		6 Definitions and Abbreviations

		7 Document Amendment History






 POLICY 
  
 Document Number POL NAT HSEQ 0027 
 
 Next Review Date 20th March 2021 
 
 Document Owner GM – Safety, Security, Risk 
  


MOBILE DEVICE IN OPERATIONAL AREA POLICY  Page 1 of 3 
Revision: 1.0  Confidential Level: GREEN


  
 


This Policy cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


MOBILE DEVICE IN OPERATIONAL AREAS POLICY  
 


1 Purpose 
 
The purpose of this procedure is to provide guidance and allow the limited, safe use of mobile devices in the 
workplace to facilitate access to mobile applications for work related purposes.  
 


2 Scope 
 
This procedure applies to all WesTrac operated sites and to WesTrac personnel working on customer sites. When on a 
customer site with more stringent safety requirements, WesTrac personnel must follow the most stringent requirements.  
 
This Policy refers to operational areas and car parking areas only and does not include administration, offices and 
shared areas. Operational Areas involve movement of machinery or plant (including but not limited to cranes and forklifts 
etc.). 
 
Mobile devices are considered to be mobile telephones, tablet devices, laptop computers, and smartwatches (other than 
for telling time). Mobile devices being used for work purposes should be issued by WesTrac. Personal mobile devices 
may only be used for work related purposes if approved by Branch Manager. 
 


3 Policy Statements  
 
The use of mobile devices in the workplace can provide an opportunity for innovation and improved efficiency however 
they can also be a distraction to safe operations and place workers and others at risk. 
 


3.1 Site Specific Risk Assessment 
 
A site (or area specific) risk assessment must be completed by the Area Manager when deciding whether the area is a 
suitable place for mobile devices. The risk assessment must be reviewed and approved by a Manager one level up. 
 
Under no circumstance are any personnel allowed to “walk and talk” using a mobile device (with or without 
headphones) in an operational area. Personnel must be stationary and safe when using a mobile device. 
 
The following controls must be included in the risk assessment: 


• The following circumstances are declared ‘no-go’ activities for mobile device use under any circumstance: 


• Operating a motor vehicle, except in hands-free mode in accordance with State driving laws. 


• Operating machinery or equipment, except where the mobile device is an integral part of the 
diagnostic activity, and is noted and considered in the task based risk assessment. 


• When working in flammable/ intrinsically unsafe areas such as flammable goods storage areas, spray 
booths or confined spaces.  


• When traversing through open areas (e.g. branch yards and ‘Truckland’ (South Guildford) etc.).  


• When traversing on stairs or steps. 


• If there are “no-go” zones for mobile devices in the area, these are to be clearly identified (e.g. signed) and 
personnel must be made aware at site inductions. 


• Wherever possible, a person using a mobile device is to have their ‘back to a wall’ – they must move to the 
exterior of a building and stand with their back to a wall in a safe place, with clear visibility to the front and 
sides. 


• The site may designate a specific area as safe for the use of mobile devices. 
 
3.1.1 Headphones 
 
Earbuds or headphones are not allowed at any time.  
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3.1.2 Responsible Use 
 
The use of mobile devices for non-work related purposes is prohibited during working hours unless authorised by a 
supervisor or manager. 
 
Any image, photograph or document recorded on any personal mobile device (whether owned by the Company or the 
individual employee) while at work or taken/recorded on any WesTrac site, equipment or event, is the property of 
WesTrac and must not be disclosed to others outside WesTrac without the approval of your manager. 
 


4 Responsibilities 
 


Regional Managers/ 
General Managers 


• Ensure that site specific risk assessments are reviewed and signed off (where 
approved) within a reasonable timeframe. 


Branch / Area Managers 
and Supervisors  


• Ensure the implementation of this Policy. 


• Ensure a site or area specific risk assessment is conducted in consultation with 
workers. 


• Identify areas which are “no-go” zones and clearly communicate to all employees, 
new starters and visitors. 


• Communicate all controls to employees, new starters and visitors.  


• Review request for use of personal devices for work related tasks. 


All Employees 


• Where necessary, participate in the site or area specific risk assessment. 


• Follow the controls decided upon as per the site or area specific risk assessment. 


• Follow the conditions detailed within this Policy. 


• Ensure next of kin has appropriate contact information for respective Branch/ 
Supervisor in case of emergency. 


HSE Team • Provide advice and support to complete site or area specific risk assessment. 


 
 


5 Reporting 
 
The use of mobile devices will not be reported on.  
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact their area manager. 
 
Breaches of this policy may result in disciplinatry action, which may result in termination. 
 


7 Accountabilities 
 
Compliance to Policy   All Employees and Contractors  
 
Implementation & Review   WesTrac Managers 
      
Approval of Policy   General Manager Safety, Security, Risk 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  Health, Safety and Environment 
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8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HR-0009 Personal Behaviour Procedure 


  


  


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


  


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


Mobile Devices Mobile telephones, tablet devices, laptop computers, and smartwatches 
(other than for telling time).   


Operational Areas Areas which involve movement of machinery or plant (including but not 
limited to cranes and forklifts etc.). 
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PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY 
 


1 Purpose 
 
The purpose of this policy is to outline the minimum mandatory personal protective equipment (PPE) across all 
WesTrac sites and ensure the supply and use of PPE is defined.  
 


2 Scope 
 
The policy applies across all WesTrac sites including employees, contractors and visitors. The term employee in this 
Policy refers to any employee, contractor or visitor. In the event a client site has higher level PPE requirements, the 
client site PPE requirements should be adhered to in the first instance. 
ensure compliance. 
 


3 Policy Statements  
 
3.1 WesTrac must as far as is reasonably practicable eliminate or control hazards in the workplace, in accordance 


with the hierarchy of control. PPE shall only be implemented as a control measure when;  


• it is not reasonably practicable to eliminate or minimise risks through other control measures that have been 
explored; or  


• In conjunction with the implementation of other control measures. 
 
3.2 Mandatory minimum PPE requirements for all WesTrac sites are outlined in Table 1: Minimum PPE Requirements 


of this Policy. Where requirements cannot be met for operational reasons, a risk assessment shall be developed 
and approved by the local Area/Project Manager for exclusions outside of the minimum requirements.  


 
3.3 Each site will systematically review all workplaces to determine the appropriate PPE requirements for all tasks to 


be conducted. The suitability of PPE must be evaluated via a risk assessment process on the interaction between 
the hazard, the task being undertaken, personnel attributes, and workplace conditions; with the view of 
standardisation throughout all operations with similar tasks. Approval of the requirements must be by the Area 
Manager for site specific conditions.  


 
3.4 Each site will ensure that all individuals required to use PPE are aware of the requirements and are trained in its 


correct use before the use of the product. 
 
3.5 Each site will implement a process to monitor the usage of PPE against the identified requirements and to correct 


any non-compliance. 
 
3.6 Work areas where persons are required to use PPE must be clearly identified by signs or other means. 


 
3.7 All PPE provided by WesTrac shall comply with current Australian Standards and the relevant Australian Standard 


should be clearly marked on the equipment. The WesTrac Procurement Department is delegated to appoint 
WesTrac approved suppliers for PPE supply. 


 
3.8 PPE must be maintained to ensure that it is clean and hygienic, and continues to minimise the risk to the person 


who uses it, including regular inspection before each use to determine if the equipment has sustained any 
damage and that it will work as intended. Where PPE is damaged such that it may not provide the necessary 
protection, it should be either repaired or disposed of appropriately and replaced. Persons cleaning PPE must 
follow the manufacturer’s instructions for the correct cleaning of PPE. All PPE items which are required to be 
replaced (due to fair wear and tear or damage) are to be returned to WesTrac for the provision of a new PPE item. 
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3.9 For any PPE items which are lost or cannot be produced by a WesTrac employee for a new PPE item 
replacement (either at point of exchange or if via a vending machine at a later date) - the WesTrac employee 
maybe subject to repayment of the applicable expenditure to WesTrac for this replacement at a later time. The 
PPE will be provided immediately to the WesTrac employee. 


 
The following table outlines the minimum PPE requirements for entry to all WesTrac operational sites (unless a client 
site has higher level PPE requirements): 
 
Table 1: Minimum PPE Requirements 


Work Area Mandatory PPE 


Workshops • Safety footwear 


• Safety glasses 


• High visibility clothing (long pants/long shirt or overalls) or vest 


• Safety helmet (when working with or around mobile, overhead or gantry 
crane, stepping into the footprint of a machine or when signposted). 


Parts Warehouse/Parts Store • Safety footwear 


• High visibility clothing or vest 


In field operations (Field Service) • Safety footwear 


• Safety glasses 


• High visibility clothing (long pants/long shirt or overalls) or vest 


• Safety helmet (when working with or around mobile, overhead or gantry 
crane, stepping into the footprint of a machine or when signposted). 


Designated and marked 
walkways (operational site)  
 


• Enclosed footwear 


• Safety glasses 


• High visibility vest  


• Safety helmet may be required where the walkway may pass through areas 
with an overhead or gantry crane or when there may be work within close 
proximity to a mobile crane. 


Yard locations (operational) – 
when not using designated 
walkways 


• Safety footwear 


• Safety glasses 


• High visibility clothing or vest 


• Safety helmet (when working with or around mobile, overhead or gantry 
crane, stepping into the footprint of a machine or when signposted). 


Delivery drivers accessing 
operational areas 


• Safety footwear 


• Safety glasses 


• High visibility clothing or vest 


• Safety helmet (when working with or around mobile, overhead or gantry 
crane, stepping into the footprint of a machine or when signposted). 


• Note – If the driver does not have the mandatory PPE they must remain 
within their cab or in a designated safe area. 


Customer Sites • Defined by client requirements or when no client requirement is defined the 
following is required: 


• Safety helmet (when working with or around mobile, overhead or 
gantry crane, stepping into the footprint of a machine or when 
signposted). 


•  Safety footwear 


• Safety glasses 


• High visibility clothing (long pants/long shirt or overalls) 


The above PPE Requirements will be transitionally implemented into sites and in full compliance by the 1st 
January 2016. 
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4  Responsibilities 
 
Managers 


• Ensure that this policy is communicated, implemented and complied with at all areas/departments within their 
scope of responsibility. 


• Provide the resources to ensure effective implementation and compliance with this policy. 
 
Supervisors 


• Ensure that they, and all personnel under their supervision, comply with the policy statements outlined within 
this policy. 
 


Employees 


• Comply with the policy statements outlined within this policy. 


• Use or wear PPE in accordance with training or reasonable instruction 


• Must not intentionally misues or damage the equipment 


• Inform supervisors of PPE damage, defect or cleaning that is required 
 


5 Reporting 
 
Monitoring for compliance to this policy will be completed within the OnTrac System through Safety Interations, 
Workplace Inspections, and Audits. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the HSE Team in their relevant state. 
 


7 Accountabilities 
 
Compliance to Policy   All Employees and Contractors 
 
Implementation & Review   General Manager – Safety, Security, Risk 
 
Approval of Policy   General Manager – Safety, Security, Risk 
 
Monitoring  WesTrac Management/Supervisors and HSEQ Department 
 
Interpretation and Advice  HSE Business Partner 
 


8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0113 Personal Protective Equipment (PPE) Procedure 


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


Occupational Safety and Health 
Regulation 1996 (WA) 


Division 2 — General duties in relation to personal protective clothing and 
equipment 
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Work Health and Safety Regulation 
2017 (NSW) 


Division 5— Personal protective equipment (cl44-47) 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


PPE Personal Protective Equipment 


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 02/12/2013 Published on DMS MC MC MC 


2.0 07/10/2015 
Policy created to specific mandatory 
requirements.  


DB MC/BG/GH KB 


3.0 28/10/2015 
Re-published due to DMS search error and 
incorrect document review date 


MC MC MC 


4.0 20/06/2019 
Updated to new template and additional 
information added under new headers 


GH GH/KB GH/KB 
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SWP – ISOLATING PLANT WITH NO ISOLATION POINT  
 
 
The purpose of this SWP is to document the methods required to safely isolate mobile plan when there is no Master 
Isolation point or the isolation point is not functional.   
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 


1 Safety Requirements 
 


• A Take 5 must be completed prior to commencing the task. 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 
2 Life Saving Commitments  
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 
 
 


         


 
3 Process 
 
The purpose of lockout is to prevent unauthorised access to the ignition and controls of a piece of plant/equipment.  
 
Where equipment has not been fitted with a positive lockout mechanism or has a stored energy source that cannot be 
readily isolated and locked (i.e accumulator or strut), a risk assessment must be performed prior to any work starting. 
The risk assessment must identify the safest means of positive isolation, with a process developed and in place to 
manage the control of such isolation.   
 
The following should be considered as part of the risk assessment process: 
 


• If a lockout mechanism is not functional and cannot be repaired or made lockable immediately, then the device 
shall not be used as an isolation point. An alternative isolation point shall be used, i.e. one isolation point further 
back upstream of the isolation point.  
 


• Where there is no isolation device, the negative battery lead is to be disconnected and locked in a plug lock out 
cover using a Personal Lock. 
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• Where an energy source is introduced which may present a risk (i.e a charged accumulator or strut ) and where 
no isolation mechanism exists, a group isolation box located within the work area may be utilised.   
 


• For On-Highway Trucks, where there is no isolation device that can physically be locked out, the keys will be 
removed from the ignition and locked in a plastic plug lock out using a scissor plate and Personal Lock and 
Danger Tag. Unless major work is being conducted, then the above point shall be applied (i.e. disconnection of 
negative battery terminal) 
 


• Electrical work or power generation auxiliary equipment may require isolation via circuit breakers or fuses. If this 
is required, the circuit breakers are to be clamped and tagged and/or fuses are to be removed and fuse holder 
inserted and tagged.  
 


Note: where the voltage exceeds extra low voltage (>50V AC or 120V DC) a licenced electrician competent in High 
Voltage is required to conduct the physical measurement. 
 


 


 


 
Figure 1. Example Isolation Devices for Plant / Equipment not fitted with Lockable Isolation Points 


 


3.1 C Series Skid Steer/Multi Terrain Loaders/Compact Track Loaders without  Isolation Points 


• Due to the battery being located under the cab of the C series machines, it will be acceptable to lock the 
machine out via a cable lock out around the door and the grab rail. A personal danger tag and lock must be 
placed on the cable lock.  


• For major work where the cab will be lifted the battery shall be disconnected and locked in a plug lock out. 
 


3.2 Open Cab Machines Without an Isolation Point – Prestart Only 


• For small open cab machines (no larger than a 305-mini excavator or skid steer loader) without an isolation 
point fitted, where it is not practical to tilt the cab or remove panels to disconnect the negative lead of the 
battery, it will be acceptable to fit only a personal danger tag only when conducting a prestart. 


• The tag shall be located in close proximity to the ignition key barrel with the key removed. 


• When conducting any other work than a prestart, the battery shall be disconnected and locked in a plug lock 
out. 
 


4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the HSE Advisor. 
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5 Accountabilities 
  


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk     


Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Saving 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


PCD-NSW-HSEQ-0010 Isolation and Restoration of Energy Procedure 


  


  


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


JHA Job Hazard Analysis 


  


 


8 Document Amendment History  
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SWP – UTILISATION OF A STARTER ISOLATION POINT TO 
CONDUCT APPROVED WORK  
 
A Starter Isolation Point is designed and engineered to physically isolate power to a machines starter motor, effectively 
preventing the machine from being started. The Starter Isolation point is a useful tool that allows approved work to be 
conducted on auxiliary systems, but it MUST be understood that: 
 


1. STARTER ISOLATION POINTS MUST NOT USED IN PLACE OF THE MASTER ISOLATOR.  
2. WHERE FULL ISOLATION IS REQUIRED THE MASTER ISOLATION POINT MUST BE USED AND 


EQUIPMENT TESTED FOR DEAD 
 
Where a Starter Isolation Point is not installed, machines must be fully isolated using the Master Isolation Point.  Refer 
to the Isolation and Restoration of Energy Procedure (PCD-NSW-HSEQ-0010) 
 
The purpose of this SWP is to document the methods required to safely and efficiently complete Approved Scopes of 
Work whilst using the Starter Isolation Point 
 
All employees utilising the Starter Isolation Point or working in the vicinity of a machine isolated under a Starter Isolator 
must comply with this safe work procedure.   
 
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. If you are UNSURE, then you must STOP and discuss with your Supervisor or Manager.  
 
Breaches of this procedure may result in disciplinary action that may lead to dismissal. 
 
1 Safety Requirements 
 
• Prior to considering the use of the Starter Isolation Point the WesTrac Team Leader or Supervisor must first verify 


that the planned tasks to be performed are APPROVED WORK TASKS as outlined in Section 3.1. No work outside 
of Section 3.1 are approved. Any other works must be completed under the Master Isolation Point or using Live Work 
processes. 


 
• For the purpose of using a Starter Isolation Point, a WesTrac competent person must be designated as the Principal 


Controller. The Principal Controller must not be an apprentice or trades assistant. The Principal Controller is 
responsible for overseeing and communicating the task through to completion and will be identified and legible on the 
JHA.  


 
• A JHA MUST be conducted before commencing the task and must be approved by the relevant Team 


Leader or appointed delegate of the Branch Manager. Access to equipment / plant is prohibited without first 
contacting the Principal Controller. All personnel working on that specific job are required to review and sign on to 
the JHA. The JHA must be completed in OnTrac, or where not reasonably practicable, on paper. 


 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
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2 Life Saving Commitments  
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


         
 
3 Process 
 


 
 
Step 1 - Identify the Energy Source(s) / Substance(s):  


1. Discuss and Identify all energy sources / substances applicable to the scope of task (e.g. mechanical, gravity, 
electrical, chemical, thermal, radiation, hydraulic, pneumatic, water, compressed air, vacuum). 


2. Identify the isolation points for each energy source (e.g. isolation valves, mechanical lockable stops and pins, 
electrical circuit breakers, battery isolators). 


3. Verify that planned tasks to be performed are APPROVED WORK TASKS as outlined in Section 3.1 
4. Complete a JHA to for all works using starter isolator. 


 
Step 2 - Isolate Energy Sources / Substances(s):  


1. Ground all implements and Ground Engaging Tools (G.E.Ts) 
2. Shut the plant down 
3. Ensure there is zero potential for uncontrolled movement and the plant or equipment is fundamentally stable 


(install wheel chocks)  
4. Refer to Caterpillar Service Information System (SIS) and de-energise all applicable stored energy sources. 


These may include shedding electrical loads or bleeding off stored hydraulic or pneumatic pressure.  
5. Note: Where more than one piece of equipment is connected, but the fault lies with only one piece of the 


equipment, both items of equipment should be isolated and locked. 
 
 
 
 







 


SAFE WORK PROCEDURE 


Document Number WIN NSW HSEQ 0108 
Next Review Date 8th April 2023 


 Document Owner  GM – Safety, Security and Risk NSW 
   


 
Utilisation of a Starter Isolation Point to conduct APPROVED WORK Page 3 of 6 
Revision:1.0 Confidential Level: Green 


 
This Document cannot be modified without the approval of the Document Owner. 


This is a controlled quality document whilst on the WesTrac Intranet, all other copies are considered uncontrolled and therefore 
May not be the relevant version. 


  


Step 3 - Place Isolation Lock(s), Tag(s) and / or Permit(s):    
1. Principle Controller to apply relevant Locks, Tags and/or permits to 


the Starter Isolation Point in accordance with details set out in this 
procedure. 


2. Battery isolator is positioned to the “ON” position. 
 
 
 
 
 
 
 
 
 
 
 


 
Step 4 –Verify Isolation:   


1. All isolations must be checked to VERIFY the isolation has been 
effective (positive isolation).   


2. Check and clear the machine footprint and cavities of all 
personnel, prior to verifying that the engine cannot start.   


3. Try and start the engine using the ignition key to ensure the 
machine cannot start 


o Confirm secondary energies are secured (e.g. shedding 
electrical loads, chocking, bleeding off pressure from 
hydraulic / pneumatics sources, counterweights are 
secured etc.) 


 
 
 
Step 5 – Perform Work  


1. Each person working on the equipment places RED personal locks on the starter isolator. 
2. Carry out the required tasks. 
3. Any person joining the task after it has started must inform the Principle Controller of their present, review and 


sign the JHA and follow the applicable process for Personal Isolation. 
4. If another work party will be conducting works simultaneously; principle controller must be notified and a JHA 


must be amended to capture additional scope of work or a new JHA must be written with all associated team 
members. 


 
Step 6 – Restoration of Energy  


1. Once remedial work is complete, all tags and locks must be removed before the plant is returned to operational 
status 


2. Restore all isolation devices to their normal state in accordance with energy restoration procedures for the 
equipment 


3. You must place an Out of Service Tag on the master isolation point if it is not safe or ready for service. 
 
 
 
 
 
 
 


Figure 1 Step 3: Starter Isolator in OFF position with 
isolation locks attached 


Figure 2 Step 4: Verifying Isolation 
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3.1 Approved Work Tasks  
 
The following tasks may be performed under a Starter Isolator. When completing tasks simultaneously, the work group 
must risk assess all present energy sources utilising a JHA prior to commencing task. 
 


Task Description Possible Hazards when using a 
Starter Isolator 


Recommended Controls 


Fitting, removal, adjustment and function 
testing of driver seat 


• Pinch points, crush point if seat was 
unexpectedly lowered. 


• Simultaneous works occurring on plant. 


• As per JHA 
• Installation of seat and seat base to be 


completed as per SIS and/or SWP. 
• Seat base to have OEM rubber guarding in 


place prior to installation. 


Product status download by technician 
• Live DC power present in machine 
• Potential electronic equipment damage 
• Simultaneous works occurring on machine 


• As per JHA  


Installation and removal of window tinting • Simultaneous works occurring on machine 
• As per JHA 


Charge air conditioner system 


• Stored pressure 
• Exposure to cold temperatures 
• Hazardous substances 
• Simultaneous works occurring on machine 


• Certified storage cylinder 
• Air conditioning and refrigeration nationally 


recognised trained and competent operator   
• PPE to be worn as per SDS 
• SDS to be available via ChemAlert 


Functional Testing within cab of: 
• GPS system  
• Dash Panel 
• Horns and Alarms 
• Switches 
• Sensors 
• Cameras 
• Monitors 


 


• Live DC power present in machine 
• Potential electronic equipment damage 
• Simultaneous works occurring on machine 


• As per JHA 
• Visual inspection of harness condition prior 


to commencing work to ensure no exposed 
wires are present 


• Ensure communication between teams 
working on machine prior to testing horns or 
alarms 


• Ensure communication between teams 
working on machine prior to testing of 
switches, sensors, cameras and monitors 
within the cab 


Fitting, removal, adjustment and Functional 
testing within cab of: 


• Lighting 
• Wipers 
• Radio 


 


• Live DC power present in machine 
• Potential electronic equipment damage 
• Bright light beam exposure in line of fire 
• Mechanical movement 
• Simultaneous works occurring on machine 
• Noise 


• As per JHA  
• Team member to be outside line of fire prior 


to testing light 
• Ensure switches are disabled 
• Guarding as per OEM design 
• Ensure volume is turned down to low setting 


prior to testing 
 


Functional testing on externals of the machine: 
• E-stop 
• Fans 
• Fire suppression system 
• Hiab 
• Cab pressurisers 
• Ladder 


 
 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Unplanned release of fire system 


• Ensure communication between teams 
working on machine prior to testing fire 
system 


• Trained and authorised tradespersons to 
complete function tests 


• As per minimum control measures 
mentioned at beginning of JHA 


• Visual inspection of Hiab Crane to occur 
prior to use to assess condition of hoses and 
identify any potential leaks 


• Ensure software updates are not in progress 
prior to testing E-stop 


• Operator to stand out of line of fire  
• Ensure communication between teams 


working on machine prior to testing Hiab 
Crane 
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 Fitting, removal, adjustment and Functional 
testing on externals of the machine: 


• Lighting  
• Antennas  
• Switches  
• Sensors 
• Cameras  
• Monitors 


 


• Pinch points, crush point if ladder was 
unexpectedly raised or lowered. 


• Simultaneous works occurring on plant 
• Unplanned release of fire system 


• Operator to position self-outside of line of fire 
and utilise barricading if required. 


• Ensure switches are disabled 
• OEM guarding 
• Trained and authorised tradespersons to 


complete function tests 
• As per JHA 


 Fluid level checks including drain and refill: 
• Engine oil 
• Coolant 
• Hydraulic oil 
• Transmission oil 


 


• Stored energy is present the same as if 
under a battery isolator 


• Simultaneous works occurring on machine 
• Potential for crush if electric over hydraulic 


ladder was to be activated 
• Unplanned movement of Hiab Crane 
• Hydraulic oil pressure 


• As per JHA  


Installation, removal of ROPS including 
associated componentry 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Bright light beam exposure 


• Ensure switches are disabled 


Securing and routing (Organisation) of hoses  
• Live DC power present in machine 
• Simultaneous works occurring on machine • As per JHA  


Securing and routing (Organisation) of 
electrical harnesses 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Equipment damage 


• As per JHA  
• Visual inspection of harness condition prior 


to work commencement 


Paint touch ups • Live DC power present in machine 
• Simultaneous works occurring on machine • As per JHA 


Installation and removal of decals/signage • Simultaneous works occurring on machine 
• As per JHA  


SOS sampling via designated sampling points • Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Check and adjust track tension • Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Installation, removal and adjustments of 
engine bay doors, covers and belly guards 


• Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Installation, removal and adjustments of 
electric/hydraulically driven engine bay 
bonnets 


• Hydraulic fluid under pressure, 
moving/rotating parts 


• Operator to stand out of line of fire  
• Utilise cylinder lock outs 
• Ensure potential of fluid injection has been 


identified 
• As per JHA 


Calibrations and testing with Electronic 
Technician 


• Live DC power present in machine 
• Electrical shock hazard. Electronic unit 


injector system operates at 90-120 volts 
(while activated by the ECM) 


• Ensure communication between teams 
working on machine prior to testing 


• Operators to remain outside of line of fire 
• As per JHA 


 
4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the HSE Advisor. 
 
5 Accountabilities 


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk NSW      
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Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
 
6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Saving 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 
PCD-NSW-HSEQ-0010 Isolation and Restoration of Energy Procedure 
FTT-NSW-HSEQ-0014 NSW – Job Hazard Analysis (JHA) Worksheet 


 
7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


Fundamentally Stable 
Parking the vehicle in such a way that it will not move, even if the park brake is not 
applied. This may include using wheel chocks or lowering any ground engaging devices 
such as blades or tines. 


SIS Caterpillar Service Information System 


Principal Controller 


A trained and competent person in the task involving isolation using the starter isolator or 
live testing and adjusting. The principal controller is responsible for ensuring only 
employees directly required in isolation under a starter isolator or testing and adjusting 
are permitted to tag onto the machine. The principal controller shall be aware of the 
location of employees tagged onto equipment at all times. Where positive contact cannot 
be made with a person tagged onto a task. All operations shall cease until positive 
communication can be made with the person. 


JHA Job Hazard Analysis 
 
8 Document Amendment History  
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SECURITY ACCESS CARD RULES OF USE 
 
 


• All doors with proximity card readers are locked 24 hours, 7 days per week, and only those with valid access 
cards will be granted access to these areas. The only exception is Reception areas which are open between 
8am and 5pm Monday - Friday. 


 


• Access cards are non-transferable, and cards found in the possession of unauthorised persons will be 
confiscated and may result in disciplinary action.  


 


• Access cards remain the property of WesTrac at all times, and must be surrendered upon request. 
 


• DO NOT give access to anyone else (this means opening a door, or giving your card to someone else). You 
have the right to ask them to use their own card, and if they do not have one, and cannot produce sufficient 
proof that they have authority to be in the area, report to securityaccess@westrac.com.au 


 


• When entering or leaving areas please ensure doors are securely closed behind you. 
 


• Do not bend, punch holes in or otherwise damage your card, as this may impair its function. 
 


• Security personnel and members of WesTrac staff reserve the right to refuse access to any cardholder who 
contravenes the rules and any other policies of WesTrac. 


 


• Misuse of any card will result in the card being suspended and confiscated; as well as disciplinary action.  
 


• Everyone is required to wear his/her security card while onsite at all WesTrac sites, except where it poses a 
safety risk.  


 


• All visitors are required to sign the Visitors Log; FTT-NAT-FAC-0020 located at the Security Gatehouses or 
Reception and then is escorted throughout the premises until they exit the WesTrac facility. 


 


• Anyone not displaying his/her access card may be challenged and escorted to a safe location to determine 
their authority to remain on site.  
 


• Lost/Stolen cards are to be reported to Security via the Facilities Security Helpdesk as soon as the card is 
known as lost.  


 


• Please report all suspicious activities to WesTrac Security via Facilities Security Helpdesk, or by contacting 
the site Security Co-ordinator or Branch Manager.   
 


• If an employee or contractor has any questions regarding access levels, or the operation of their access card, 
they are to submit a Facilities Security helpdesk. 
 


 
 
 



mailto:securityaccess@westrac.com.au
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TAKE 5 PROCEDURE 
 


1 Purpose 
 
The purpose of this procedure is to define the requirements of using the Take 5 process.  
 


2 Scope 
 
This procedure shall apply to all WesTrac personnel, contractors and their employees. This procedure shall apply 
across all WesTrac sites. 
 


3 Procedure 
 
The Take 5 process is a simple form of personal hazard identification and risk assessment, where the individual has 
the opportunity to review the workplace, systems of work and work environment immediately prior to starting the task.  
 


3.1 Who Performs a Take 5 
 
All WesTrac employees and contractors who work on WesTrac sites will perform the Take 5 process. Where more 
than one person is involved in the task, a Take 5 shall be performed by each individual. All hazards identified by each 
individual should be discussed and communicated to all the members of that work team. 
 


3.2 When to Complete a Take 5 
 
The Take 5 shall be performed prior to commencing any task.  
 
In general it applies to every job, every day. For office based administration staff, a Take 5 should be performed for 
non-routine tasks e.g. manual handling, office furniture moving, use of tools or equipment. 
 
For employees performing a routine, repetitive operator type task, a Take 5 shall be performed for each job, every 
day. Therefore the Take 5 should be used every day particularly when conditions change during the shift. Examples of 
changes could include weather conditions, changes in equipment, other jobs/people in the vicinity etc. or when there 
has been a break in the task for more than 1 (one) hour. 
 
At any point the job task requires a higher level risk assessment, then an employee may complete a Job 
Hazard Analysis (JHA) without first completing a Take 5. JHA’s must be signed off by a Supervisor.  
 


3.3 Take 5 Process 
 
The Take 5 process consists of five key steps: 
 


• STOP – think through the task. 


• LOOK – identify any hazards that can cause potential harm or damage. 


• ASSESS – think through what damage those hazards could cause and what controls can be in place to 
mitigate the risk. 


• MANAGE – implement controls and tell others. 


• SAFE – complete the task in a safe manner. 
 
Performing the Take 5 involves working through each step in the process, and documenting it on a Take 5 record in 
the Take 5 booklet (FTT-NAT-HSEQ-0106) or by using OnTrac (ROAM Application). 
 
 
The following process outlines an overview of completing a Take 5: 
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Task allocated (and 
authorised)


Confirm your 
understanding of 


the task scope with 
Supervisor


Perform a Take 5


Does the Take 5 
require you to 


complete a JHA?


Complete a JHA Yes


Undertake the task 
safely inline with 


the controls 
identified


No


Task complete


Can you control 
the risks?


Stop the task and 
discuss with your 


Supervisor


No


Review the scope of 
the task and 


controls
Yes


 
 
Completed Take 5’s must be kept on the individual or in a close by accessible location.  
 


3.4 Document Retention 
 
The Take 5 must be kept by the person for the duration of the day and shall be produced if required at any time.   
 


3.5 Relationship to the Job Hazard Analysis (JHA) 
 
The Take 5 contains questions which may trigger the requirement for a Job Hazard Analysis (JHA), which is a more 
rigorous form of hazard identification and risk assessment. 
 
A Take 5 will trigger a JHA at the following points: 
 


• Answering NO to any of the gateway questions listed in ‘Think Through the Task’ and “Critical Questions”. 


• Answering NO to any of the hazard identification questions 
 
As identified in section 3.2 an employee may go straight to a JHA if a higher level risk assessment is required rather 
than first completing a Take 5.  
 
As a general rule a JHA should be conducted if there is any doubt about the safety of the job. 
 
For further details on JHA’s refer to Job Hazard Analysis (PCD-NAT-HSEQ-0103). 
 


3.6 Take 5 Training 
 
Employees should undergo Take 5 training in order to adequately understand the Take 5 process and required 
elements for hazard and risk management.  
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Facilitation of the training is completed by a HSE Advisor or a competent Supervisor/Manager. The following 
packages are available for Take 5 training: 
 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders (FTT-NAT-HSEQ-2107) 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Employees (FTT-NAT-HSEQ-2108) 


• Take 5 Competency Assessment (FTT-NAT-HSEQ-0170) 


• Take 5 Competency Assessment - Marking Guide (available only to HSE Advisors) (FTT-NAT-HSEQ-0161) 
 
Employees must have a pass mark of 100% of the competency assessment. 
 
Employees are also required to complete Induction Module - Damaging Energy, JHA and Take 5. 
 


3.7 Ordering Take 5 Books 
 
Take 5 books can be ordered through Parts Inventory using code 18994029 or alternatively through WINC using code 
18994029. Refer to your Administration Coordinator for details.  
 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Managers and Supervisors: 


• Must comply with this procedure and ensure team and contractor compliance. 


• Ensure employees attend Take 5 training. 
 
Employees/Contractors: 


• Must complete and participate in the Take 5 process prior to undertaking work, where triggered. 


• Undertake required training in the Take 5 process.  
 


HSE Advisors: 


• Facilitate Take 5 training to Workers. 
 


5 Reporting 
 
Monitoring of compliance and opportunities for improvement will be completed through the Safe Act Observation tool, 
along with monthly workplace inspections and a scheduled audit regime. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact their HSE Advisor or HSE Manager. 
 


7 Accountabilities 
 
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management and HSE Advisors 
 
Interpretation and Advice  HSE Advisors 
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8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0004 Hazard and HSE Risk Management Policy 
PCD-NAT-HSEQ-0103 Job Hazard Analysis Procedure 


FTT-NAT-HSEQ-0106 WesTrac Take 5 


FTT-NAT-HSEQ-0170 Take 5 Competency Assessment 
FTT-NAT-HSEQ-0161 Take 5 Competency Assessment - Marking Guide 


FTT-NAT-HSEQ-2107 Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders 


FTT-NAT-HSEQ-2108 
Hazard Management Training: Take 5 and Job Hazard Analysis for 
Employees 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Take 5 
The Take 5 process is a simple form of hazard identification and risk 
assessment 


JHA Job Hazard Analysis 


 


10  Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 21/05/13 Procedure re-drafted to new template BM MC CG 


2.0 02/10/13 
Removed “this includes administration staff and 
all workshop employees” from “Section 3.1 - 
Who Performs a Take 5” 


LR CG DP 


3.0 16/06/15 Complete procedure review. MC BG/GH BG/GH 
4.0 31/07/15 Updated ordering section 3.7. MC BG/GH BG/GH 


5.0 23/04/20 
Inclusion of OnTrac (ROAM Application), 
updated template and formatting. 


AM NT GH 
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USE OF KNIVES PROCEDURE  
 


1 Purpose 
 
The purpose of this procedure is to provide guidance to employees on methods on reducing or eliminating the risk of 
injury when using knives/blades by identifying more suitable tooling to complete the task. Knives, side cutters, cutting 
tools and implements are tools and as for any tool, its use must be risk assessed and it shall be used, stored and 
maintained fit for purpose. 
 


2 Scope 
 
This Procedure applies to all entities within WesTrac and Employees must ensure compliance.  
 


3 Procedure 
 
Before utilising a knife or blade an appropriate risk assessment (JHA or Take 5) shall be completed. The risk 
assessment utilising the hierarchy of control shall identify with the safest cutting tool most appropriate to the task to be 
used. An example would be to substitute a safety knife for shears or scissors.   
 


3.1 Personal Protective Equipment (PPE)  
 
PPE suitable for the task as per Personal Protective Clothing and Equipment Procedure (PCD-NAT-HSEQ-0113) shall 
be utilised when working with knives and blades. The below shall be considered: 
 


• The appropriate PPE shall be used when a cutting implement is being utilised as per PPE Matrix (FTT-NAT-
HSEQ-0045). 


• Suitable PPE shall be identified through the task related risk assessment. 


• As a minimum, cut 5 resistant gloves shall be worn when using an exposed blade. 


• Consideration shall be given to the use of aprons, chaps, etc. 
 


3.2 Storage 
 
Cutting tools shall be stored blade retracted or closed and locked, preferably in an appropriately designed holder, in a 
divided section of a tool bag or box when not in use. Other considerations shall include a dry knife care and moisture 
free location, lubrication (if required) and any other manufacturer noted requirements. 
 


3.3 Minimum Standards 
 


• Always select the correct tool for the job. Safer specialized cutting tools shall wherever possible be used in 
place of open blade safety knives and shall be properly designed. 


• All cutting tools to be properly maintained with blades being kept appropriately sharp and free of rust and 
grime. In the instance of cutters, any mechanisms shall operate correctly. 


 
3.4 Where there is no acceptable alternative for a fixed or exposed blade  
 
Where there is no acceptable alternative, a Take 5 or JHA Risk Assessment appropriate to the hazard must be 
completed by the user and authorised by the supervisor before use of the tool. 


 
The risk assessment must consider: 
 


• Exact details of the task the knife will be used for. 


• Where the knife will be used (i.e.: workshop, parts, field service etc.). 


• The cutting surface. 
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• PPE to be used must be specified. 


• How the knife will be stored when not in use. 


• Any other key risks. 
 


3.5 Using a knife/blade safely 
 


The below points shall be considered when undertaking a task with a knife or blade: 


 
• Complete risk assessment and wear the correct PPE for the task 


• Assess the material to be cut for safest pathway, density and obstacles you may encounter. 


• Ensure you can maintain secure footing and stance. 


• Keep all body parts out of the cutting path. 


• Don’t apply too much pressure on the blade allow the sharp blade to produce the cut.  


• Draw the blade away from yourself during the cut. Reposition yourself or the item being cut if required. 


• Cut within the blades capabilities. This may require a number of passes in the same location or select more 
appropriate tooling. 


• Ensure the blade is properly stowed before replacing the knife. 
 
The below table identifies cutting tools approved for use within the applied task:  
 


Task Safer Alternative Picture 


General cutting duties (e.g. 
Cutting cardboard boxes) 


Diplomat Ultra Safety knife. This 
blade automatically retracts once 
pressure is removed from the blade 
(e.g. once blade is removed from 
cardboard) even when the thumb is 
on the slider. 
DBS Part #A58  
Vendor Part #410282   


 


General cutting duties (e.g. 
Cutting cardboard boxes) 


A66 Diplomat Step Safety Knife 
Part # 412753 


 


Blades for self-retracting knife  
Part# 3624003  


 


General cutting duties (e.g. 
Cutting cardboard boxes) 


Slice Ceramic knife 
Part #410282  
Slice Ceramic knife  
Part #410282  
  


Cutting Old Conveyor Belts 
and linear techs (e.g. Mud 
flaps) 


Shears 


 


Stripping cables Cable cutters 


 







 


PROCEDURE 


Document Number PCD NAT HSEQ 0152 


Next Review Date 2nd May 2021 


 Document Owner  GM – Risk, Safety, Security 


  
 


USE OF KNIVES PROCEDURE  Page 3 of 4  
Revision: 4.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


Opening cardboard boxes Film Slitter Knife 


 


Opening cardboard boxes Parrot Safety Cutter 


 


 


Opening cardboard boxes 
Penguin Safety Cutter  
Part number: 60010916  
 


 


Cutting Electrical Harnesses CAT Part #377 6198 – Harness cutter  


 


 
4 Responsibilities 
 
Manager 


• Ensure the safest practicable tooling is made available to personnel. 


• Ensure that all employees are adequately trained. 


• Review and control risk related to knives/blades in their use.  
 
Supervisor 


• Ensuring that open blade or fixed blade knives are removed from the workplace and replaced with “second 
generation ultra-safety knives” and additional PPE is used as required. 


• Inspect, through the use of Safe Act Observations (SAO’s) and workplace inspections / audits, all knives 
including those in toolboxes and the tool store, to ensure they are of the “Diplomat ultra-safety knife” type, 
maintained and in good condition. 


 
Employees 


• Ensuring tasks that need an open blade are conducted with second generation “Diplomat ultra-safety knife” 
only and identified within a risk assessment i.e. Take 5, JSA, Safe Work Procedure (SWP) and additional PPE 
is used as required. 


• Inspection of any cutting tool before use to ensure it is fit for purpose, clean and in good condition. 


• All employees’ (including contractors) are accountable for ensuring that their knives are maintained in a fit for 
purpose state. 


 


5 Reporting 
 
Supervisors and leading hands are to ensure all staff members and contractors comply with the use of the above 
tools. Unapproved cutting tools must not be used. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the HSE Advisor or HSE Business Partner for direction and assistance. 
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7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors here 
 
Implementation & Review   HSE Advisor 
     HSE Business Partner 
 
Approval of Procedure   GM Risk, Safety, Security 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE Advisor 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0103 Job Hazard Analysis 


PCD-NAT-HSEQ-0113 Personal Protective Clothing and Equipment 


WIN-NAT-HSEQ-0100 Available Hand Protection – WA 


WIN-NAT-HSEQ-0101 Available Hand Protection - NSW 


FTT-NAT-HSEQ-0045 PPE Matrix 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


  


 


10 Document Amendment History  
 


Revision Date Description  Prepared By 
Reviewed 


By 
Approved 


By 


1.0 15/05/2013 Document transferred into new template DB MC CG 


2.0 13/09/2017 


Added more content through the procedure to 
include JHAs’ and the required risk 
assessments. Added second paragraph in 
point 3.3 that required faulty knives to be 
tagged out of service and added a whole new 
sub section that is numbered, 3.5 added to 
cover correct and safe use. 


TM BG KB 


3.0 15/10/2018 


Mt Whaleback PM have added the correct 
tooling required to cut electrical harnesses 
back in the table detailed in 3.5 to be in line 
with BHP site requirements. 


LN BG KB 


4.0 29/04/19 
Additional knives following trial and user 
feedback. 


Janie 
Trapeznikova 


Christine 
Sherry 


Kevin 
Buckley 
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Job Task:    Procedure/Media Number Reference:  


JHA Prepared by:  JHA Prepared by Sign:  Position:  


JHA Approved by:  JHA Approved by Sign:  Position:  


Work Order:  Segment Number:  Date of JHA:  


Do I have the required training, qualification and licences to complete the task?  
YES  NO  (If No, inform supervisor) 


Other related procedures:  
 SWP’s on DMS  SIS  Client Modifications  Manufacturers Operation Manual 


Describe the specific location 
where this job will take place: 


 Weight of items being lifted:  


Is a lifting plan required? If so, attach:  


Capacity (SWL) of lifting equipment and 
attachments: 


 


Specific lifting equipment to be used:  


List the main tools and 
equipment involved: 


Tooling and Equipment List all permits required for this job: 
 


 Confined Space                Hot Work 
 


 Working at Height             Other: 
 


 Contractor Permit to Work 
 


 Portable Pressing and Pulling 


List the required training, qualifications, VOC 
and/or licences for this task: 
 
High Risk Licence(s): 


DG   RB  RI  RA  CN  CB  C2 CV   
WP   HP  LF LO  Other: 


 
Will a qualified Dogman (or equivalent) inspect the 
lifting equipment prior to use? Yes No  
 


Is it correct for task? 
Yes No 


    


Is it fit for purpose  
Yes No 


    


Is it in good condition? 
Yes No 


    


Personal Protective Equipment (PPE) Required:  


              
 
 
 


 


               


List other PPE required (refer to relevant ChemAlert SDS and/or WesTrac PPE Matrix):   


Always Remember the Life Saving Commitments – Tick the LSC’s that apply to this task: 


          


Confined 
Space 


 


Plant & Mobile 
Equipment 


 


Electricity 
 


Safety Protec. 
Devices 


 


Fitness for 
Work 


 


Vehicles 
 


Hazardous 
Substances 


 


Working at 
Height 


 


Isolations 
 


Lifting 
Operations 
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Line of Fire and Hand Finger Injury Prevention Prompt Sheet  


Line of Fire – What part of my body is most likely to be exposed to potential injury? 
 Head/Face  Eyes  Neck  Back  Chest  Shoulders  Hands  Fingers  Arm  Groin  Legs  Foot  Other 


What is my protection (control)? 


Review the below prompt sheet identifying (tick/circle) what hazards may be applicable to your task (tick which will apply) 


Crush Zone 


 


 Machine / component / equipment / tooling movement 
 Suspended / falling / shifting loads / unsupported material / components 
 Closing latches / doors / engine / component covers / gates / lids 
 Machine articulation points / GET / belts / pulleys  


Sharps  
 


 


 Internal components / tooling / cutting tools 
 Exposed wires – hoses / tyres 
 Packing and retention - clamps / strapping / cable ties 
 Scrap metal / glass handling 


Hand Tools 


 


 Condition - heads / tangs / teeth / cracks / wear / burring/ handles 
 Tool slip / confined / awkward locations of use 
 Manufactured or engineered and certified / restricted / prohibited 
 Restrained (i.e. lanyard) 


Power tool  
 
 
 


 Kick back / grab / slippage 
 Shattering / stripping 
 Handles / guarding / Deadman switch 
 Dust / noise generation  


Machinery 


 


 Unwanted start up / energisation 
 Entanglement / moving / rotating parts 
 Support / stability 
 Movement / people interaction 


Chemical  
 


 Fumes / vapours / oxygen deprivations 
 Injection – hoses and fittings 
 Absorption, ingestion, inhalation,  
 Chemical Burns  


Pressure 


 


 Accumulators / batteries 
 Pressurised hose lines 
 Pressing and pulling tools suitability / availability / condition / spring tension  
 Pressure vessels including gas cylinders / compressed air fittings condition 


Thermal 
 


 Hot machines / components / exhaust systems 
 Environmental temperatures Extreme heat (heat stress) or cold (hypothermia)   
 Contact with hot / cold tooling / equipment (drill bits, heaters, liquid nitrogen)   
 Open flame / grinder sparks / welding work 


Electricity 


 


 Electrocution / electrical capacitors 
 Overhead power / entrenched power lines / environment (rain/lightning) 
 Portable powered tooling / equipment lead / outlet condition 
 Circuits (power, lighting, battery) 


Vibrations  Hand Arm Vibration Syndrome  
 Handle insulation, grips installed, posture, technique, work area design, handling / grip 


Whole Body Vibration Syndrome  
 Engine Vibrations / Operation / Road Condition / Suspension   


Consider and apply where practicable the below minimum controls within your risk assessment (tick which will apply)  


  
Machine / Area 


Isolation 


  
Elimination of 


Live Work 
Technology 


  
Barricading/ 
Exclusion 


Zones/Traffic 
Management 


  
Extension 
Handled 
Tooling 


 
Tag Line / Hook 


  
Use of Guards / 


Interlocks / 
Hinges 


  
Correct 


Hand/Finger/ 
Body 


Positioning 


  
Guides / 


Alignment 
Tooling 


  
Remote 


Equipment 


  
Spotters / 


Communication 
Equipment 


 
Hand Finger 


Saver 
Tooling/PPE 


Matrix 


Damaging Energy Concept (circle which will apply) 


Gravitational 
Energy 


Human  
Energy 


Chemical 
Energy 


Electrical  
Energy 


Mechanical 
Energy 


Vehicular 
Energy 


Thermal Energy 
Pressure/ 


tension Energy 
Radiation  


Energy 
Microbiological 


Energy 


Noise and 
Vibration  
Energy 


 Can it move?  Can it fall?  Is it powered?  Is it sharp? 


 Does it make a noise?  Does it store pressure?  Is electricity supplied?  Is it hot or cold? 


 Is it a chemical?  Is it a source of ignition?  Does it give off radiations?  Are there bugs/bacteria? 


 Are people in awkward or fixed postures? 
 Are people likely to overload muscles or work 


at high pace? 
 Are people performing repetitive movement? 


 Are people likely to be hit or struck by 
anything? 
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Step 
# 


Task 
Hold Point 


Task Steps 
(List the sequence of basic job steps) 


Hazards 
(List the Potential hazards) 


What could hurt or cause a fatality? 


Control Measures 
(List the control or activity required to keep you safe) 


Control 
Effective 


Yes  


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


***Note – For field service and remote workers various methods of communication such as phone, facetime, and skype should be considered for use within the JHA approval process 
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Change in Activity and Approval  


Date: Time: Step: 
 


Description of change: Changed By: 


Approved By: 


Hazard:   Controls 
 
 
 
 
 
 


Date: Time: Step: 
 


Description of change: Changed By: 


Approved By: 


Hazard:   Control 
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JHA Sign On: 


By signing the below, I have been consulted and informed on the specific job task steps and associated hazards and risk involved with the task.  
I have been a part of identifying controls or have been informed of the controls (if signing onto the JHA after its development) which will keep me and my workmates safe.  
Ensure you attach the relevant SIS or SWP’s/supporting documentation to this JHA (if practicable).  
 
Where a job is likely to extend beyond the duration of a shift, it shall be reviewed at the start of the following shift.  Personnel on that shift, who will be continuing with the job, must 
agree to the JHA prior to commencing work and sign on each shift. 
 


JHA Validity (Maximum 72hours) 


From Date: Time To Date Time 


 


JHA Team Member Sign On 


Name: Signature: Date: Name: Signature: Date: 


      


      


      


      


      


      


 


JHA Approver Use 


Should this JHA be turned into a Safe 
Work Procedure? (I.e. has it been written 
multiple times)? 


 Yes No 
 
Why? 


If Yes, nominate the person who will 
action this activity. 


Name: 
 


Assign OnTrac Action Action Number: 


 


Leading Hand/Supervisor Review at “Hold Points” and regular intervals throughout the job 


Date/Time:  Initials:  Date/Time:  Initials:  Date/Time:  Initials:  


Date/Time:  Initials:  Date/Time:  Initials:  Date/Time:  Initials:  


 


 


Praise - Have you observed a positive behaviour or practice in line with WesTrac SPARC Values? 


 Safety  


Pride 


Accountability 


Respect 


Customer 
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WA JOB HAZARD ANALYSIS (JHA) PROCEDURE 
 


1 Purpose 
 


This procedure describes: 
 


• When to complete a Job Hazard Analysis (JHA), and; 


• The method for conducting a JHA as part of work area risk assessments whilst working on a WesTrac or other non-
WesTrac site. 


 
It outlines the process for using the JHA worksheet and its application in risk reduction and job planning. 
 


2 Scope 
 


This procedure shall apply to all WesTrac personnel, contractors and their employees.  This procedure shall apply across 
all WesTrac sites. 
 
If a non-WesTrac JHA is required at a client site, then the client JHA may be used as long as it is meeting the minimum 
requirements specified in this procedure. 
 


3 Procedure 
 


JHA is a team process used to systematically identify and record hazards and preventative controls associated with a task 
or activity. The JHA process is a formal hazard analysis process and is a component of the overall on the job Risk 
Management Process. 
 
The JHA documents: 
 


1. What are we going to do – the sequence of basic steps for the job task. 
2. What can hurt us – potential hazards associated with each step. 
3. What are we going to do about the hazards – identify control measures for each hazard.  
4. Identify the task hold points and prompt effectiveness control check 


 
JHA’s assist teams in planning the task and communicate and educate the team as to the hazards associated with 
performing the task. 


 


3.1 JHA Process 
 
The process for conducting a JHA can be viewed in Promapp - 
http://promapp/Process/MiniMode/Permalink/B3e0YGInshDcgvJGOScpwz  
 


3.2 When to Conduct a JHA 
 
JHA’s must be conducted when: 
 


• Required by a Take 5 


• Directed by a Supervisor/Manager 


• An individual identifies the need 


• Specific tasks being carried out for the first time  


• When there is a task specific requirement (e.g. complex tasks, involving multiple shifts etc.) 


• Tasks that are infrequently performed 


• Limited experience and/or concerns in performing the work   



http://promapp/Process/MiniMode/Permalink/B3e0YGInshDcgvJGOScpwz
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• Jobs/tasks that have historically been deemed as higher risk activities that require additional attention when 
referring to the recognition of risks and their appropriate controls 


• The task is not covered by a SWP or procedure 


• Where the SWP inadequately controls or mitigates the risks i.e. change in environment, tooling, equipment, 
process 


• Specific permits as required (confined space, excavation/penetration, working at height etc.) 


• Equipment brought on site that generates an unusual hazard or high risk activity 
 


The person/s responsible for conducting the JHA should have a thorough knowledge of each step associated with the job 
being analysed or be advised by someone who does have thorough knowledge of the task at hand. JHA’s must be 
conducted with a work team of no less than two personnel. Exceptions to this are Field Service employees who are working 
alone on a customer site or do not have access to other people. Ideally Field Service employees will complete the JHA with 
the client representative when onsite.  
 
JHAs are to be completed prior to the commencement of the job and must reflect the current situation. 
All JHA’s will be evaluated and signed off by a responsible person, prior to commencement of the job (responsible persons 
include a Leading Hand, Supervisor or Manager).  The responsible person is to ensure that the JHA is read thoroughly 
prior to signing and provide feedback where appropriate.  
 
Generic JHA’s and typed JHA’s are not acceptable with the exception of OnTrac JHA either completed via desktop or 
within the ROAM App. Where a repetitive task requires a JHA, a Safe Work Procedure (SWP) must be created (refer to 
PCD-NAT-HSEQ-0104).   
 
JHA's shall be revised when: 
 


• Additional hazards are identified or introduced. 


• An incident occurs. 


• Equipment, materials or procedures associated with the task are modified. 


• The environment changes. 
 
All revisions and changes to task steps must be documented within the change in activity and approval section of the JHA. 
 
The JHA shall be kept where the task is being performed so that it can be referred to at any time and be updated if 
required. 
 
The JHA shall be completed using the Job Hazard Analysis (JHA) Worksheet (FTT-WA-HSEQ-0022).  
 


3.2.1 Authoriser Hold Points (WA)  
 


The purpose of hold points is to prompt workers to take the time out to stop and review the task, for supervisors to attend 
work areas to share experience, instruction and/or guidance to proactively identify and control risks and oversee or 
authorise continuation of the work. 
 
Both the JHA team members and JHA authoriser are responsible for identifying and documenting hold points within the 
JHA.  
 
Hold points should be considered and applied for the following: 
Critical steps 
Work considered High Risk  
Work with high frequency of incidence 
Improvised methods of work 
Inexperienced or contract personnel 
 
When personnel reach the JHA hold point they must stop and request the JHA authoriser review the work area. Authorisers 
must review the work location, task set up, tooling, equipment and discuss the planned activities, confirm controls 
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documented are applied and adequate to control the risk before providing approval to proceed with the task or remain at 
the job to oversee the task. 
 
The authoriser must ensure the JHA hold point is initialled when providing authorisation for continued work or overseeing 
the activity on the job.  
 


3.2.2 Authoriser Control Effective (WA) 
 
The purpose of the control effective section of the JHA is to prompt the JHA authoriser to review each control documented 
within the JHA ensuring the writer has considered and plans to implement the highest level of control in accordance with 
the hierarchy of control. This section indicates that the JHA authoriser has reviewed each hazard and its controls and 
deemed them adequate to manage the risk.  
 


3.3 JHA’s for Field Service 
 
For Field Service (FS) employees it is not always practicable to have the WesTrac or site supervisor sign off on the JHA 
document in person. OnTrac provides a platform for completion of JHA whilst onsite within mobile network coverage.  
 
If a Field Service Employee is completing a task in the Field where a physical or OnTrac sign off will not be achievable due 
to being outside of mobile service the following steps are to take place: 
 


• Task scope and risks are discussed with the FS employee and supervisor prior to leaving the branch. 


• The JHA is completed with the aid of knowing what hazards relate to the task and the SIS procedure, which is then 
signed off by supervisor prior to leaving the branch. 


• Relevant journey risks must be identified and relevant appropriate controls selected to mitigate these potential risks 
(journey management plan, satellite phone, EPIRB, etc.)  


• The employee undertakes the work onsite.  If the scope changes the JHA is to be altered and; 
1. Signed off by a competent supervisor onsite (this may include non-WesTrac supervisors). If not available, 


the employee is to make a phone call to their Supervisor for verbal approval.  
2. If the Supervisor is not available, a single sign off by the FS employee is acceptable only if adequate 


information, instruction and training have been provided and the hazards identified have been adequately 
controlled and documented within the JHA “Control Effective” section. Once the WesTrac employee has 
the ability to communicate with their supervisor the JHA is to be discussed or shared to allow the 
supervisor to add/modify the JHA as appropriate.  


 
NOTE: Single signature JHA’s must only occur in exceptional circumstances and if at any time the employee does not feel 
confident in completing the task safely, they must stop the job and make contact with a supervisor to discuss the relevant 
actions required to complete the job safely. 
 
If the FS employee is required to complete a JHA and their travel doesn’t provide the employee with the opportunity to have 
their supervision physically review the JHA, the follow processes will be applied: 
 


• The JHA is completed and details discussed with the supervisor by phone for verbal acceptance. This 
communication shall be recorded by the FS employee in the supervisor sign off section of the JHA including, the 
supervisors name, the date and time and that it was a verbal sign off by phone call. Example – JHA verbally 
approved over the phone by John Citizen, 13:30, 20/01/2016. The supervisor shall make a note of this 
conversation in the job folder. 
 


If other forms of communication are available these should also be considered, for example facetime, skype, fax or scan 
and email. These JHA’s shall be presented with the relevant timesheet as required.    
 


3.4 JHA Validity  
 
Where a job is likely to extend beyond the duration of a shift, it shall be reviewed at the start of the following shift.   
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Personnel on that shift, who will be continuing with the job, must agree to the JHA prior to commencing work and sign off 
on it.  A new JHA shall be written at the start of each new shift where the job is complex, or as directed by the Supervisor. 
All JHA’s are valid for no longer than the defined task or within 72 hours, whichever comes first. 
 
Authorised personnel (Leading Hands, Supervisors or Managers) must review the JHA daily and ensure that employees 
and/or contractors have reviewed and re-signed onto it.  
 


3.5 Communication of the JHA 
 
All employees who will be performing a specified task and their direct supervisor/manager, or appropriate company 
representative, are to be involved in the JHA process.  Employees should be encouraged to ask questions about the JHA, 
or task to be performed, if they require clarification or further instruction prior to commencing the task.   
 
If additional personnel come onto the job, the JHA shall be discussed with them as part of the job induction.  Additional 
personnel are required to read, acknowledge and initial the JHA prior to commencing work.  Existing personnel on the job 
shall be informed of the new team member/s. 
 


3.6 JHA Training 
 
Employees should undergo JHA training in order to adequately understand the JHA process and required elements for 
hazard and risk management.  
 
Facilitation of the training can be through completion of Cell Media Damaging Energies, Take 5 and JHA training. 
Additionally training can be completed by a HSE Advisor or a competent Supervisor/Manager. The following packages are 
available for JHA training: 
 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders (FTT-NAT-HSEQ-2107) 


• Hazard Management Training: Take 5 and Job Hazard Analysis for Employees (FTT-NAT-HSEQ-2108) 


• JHA Competency Assessment (FTT-NAT-HSEQ-0165) 


• JHA Competency Assessment - Marking Guide (available only to HSE Advisors) (FTT-NAT-HSEQ-0157) 
 
Employees must have a pass mark of 100% to complete the competency assessment.  
 


4 Responsibilities 
 
The below outlines key accountabilities for different roles in compliance with this procedure:  
 
Managers and Supervisors: 


• Must comply with this procedure and ensure team and contractor compliance. 


• Must ensure that all JHA’s are reviewed and signed off prior to work commencing.  


• Ensure employees attend (and where required provide) JHA training 
 


Employees/Contractors: 


• Must complete and participate in the JHA process prior to undertaking work, where triggered. 


• Undertake required training in the JHA process.  
 


HSE Advisors: 


• Facilitate JHA training to employees 
 


5 Reporting 
 
Monitoring of compliance and opportunities for improvement will be completed through the Safety Interactions, along with 
monthly workplace inspections and a scheduled audit regime. 
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6 Further Information  
 
All employees and contractors who require further information or require clarification of anything contained in this 
procedure should contact their Supervisor, Area Safety Representative or HSE Advisor. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   Supervisor 
     HSE Advisor 
     Health and Safety Representatives 
 
Approval of Procedure   HSE Manager (WA) 
      
Monitoring  WesTrac HSE Team and WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  WesTrac HSE Department (WA)  


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0004 Hazard Management Policy 


PCD-NAT-HSEQ-0102 Hazard Management Procedure 


PCD-NAT-HSEQ-0104 Safe Work Procedure Creation Procedure  


PCD-NAT-HSEQ-0106 Take 5 Procedure 


FTT-WA-HSEQ-0022 WA Job Hazard Analysis (JHA) Worksheet 


FTT-NAT-HSEQ-0103 Job Hazard Analysis (JHA) Worksheet  


FTT-NAT-HSEQ-0165 Job Hazard Analysis (JHA) - Competency Assessment 


FTT-NAT-HSEQ-0157 Job Hazard Analysis (JHA) - Competency Assessment - Marking Guide  


FTT-NAT-HSEQ-2107 Hazard Management Training: Take 5 and Job Hazard Analysis for Leaders 


FTT-NAT-HSEQ-2108 Hazard Management Training: Take 5 and Job Hazard Analysis for 
Employees 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Responsible Person A person who has the authority to sign off on a JHA. This includes Leading Hands, 
Supervisors, Coordinators and Managers.  


JHA Job Hazard Analysis  


FS Field Service 
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WEARING OF JEWELLERY PROCEDURE 
 


1 Purpose 
 


The purpose of this procedure is to create a safer working environment for all workers. Whilst WesTrac seeks not to be 
discriminatory against any employee that wishes to have long hair or wear jewellery, the company does see unrestrained 
hair, loose clothing and the wearing of certain Jewellery as a safety issue, whilst working on, or near, any plant or 
machinery. 


 


2 Scope 
 


This Procedure applies to all WesTrac workers and contractors. service & parts  and contractors within WesTrac and 
workers must ensure compliance. In the event a client site has higher requirements, the client site requirements should be 
adhered to in the first instance. 


 


3 Procedure 
 


Workers engaged in work on or around any machinery are to observe the following guidelines:  
 


• Long hair is to be restricted by hair net or hat. Hair that falls below the collar line must be restrained and restricted 
to prevent any possibility of entanglement. 


• Any piercings which can catch on plant or machinery are to be covered up with a band aid, taped or removed. 


• Rings on fingers (including wedding rings), which are not able to be removed easily, must be taped up securely. 


• Necklaces are to be removed or tucked into shirt. Jewellery that is worn around the neck or wrist must have a 
breakable band. 


• Watch bands must be plastic; steel watches are to be removed and placed in pocket or tool box whilst engaged in 
machinery repairs. 


 


4 Responsibilities 
  
The below outlines key responsibilities for different roles in compliance with this procedure: 
 
Supervisor: 


• Ensure that they, and all personnel under their supervision, comply with the requirements outlined within this 
procedure. 


 
Workers: 


• Comply with the statements outlined within this procedure. 
 


5 Reporting 
 
Monitoring for compliance to this procedure will be completed within the OnTrac System through Safety Interactions and 
Workplace Inspections. 
 


6 Further Information  
 
All workers who require further information or need clarification of anything contained in this Procedure should contact the 
HSE Team in their relevant state. 
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7 Accountabilities 
  
Compliance to Policy   All Workers and Contractors 
 
Implementation & Review   HSE Manager 
 
Approval of Policy   GM – Safety, Security, Risk 
 
Monitoring  WesTrac Management/Supervisors and HSEQ Department 
 
Interpretation and Advice  HSE Advisors 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0008 Personal Protective Equipment Policy 


  


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


  


  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 16/05/13 Transfer to new format DB MC CG 


Archived 


1.0 24/04/2020 
Transferred to most recent template 
Updated Document Owner 


GS NT GH 


 
 
 





		1 Purpose

		2 Scope

		3 Procedure

		4 Responsibilities

		5 Reporting

		6 Further Information

		7 Accountabilities

		8 Related Documents

		9 Definitions and Abbreviations

		10 Document Amendment History






 WESTRAC PERSONAL PROTECTIVE EQUIPMENT (PPE) MATRIX 
RES
PIR
ATO


WA WA


Sa
fe


ty
 G


la
ss


es
 


Se
al


ed
 S


af
et


y 
G


la
ss


es


Se
al


ed
 S


af
et


y 
G


la
ss


es
 &


 
Fa


ce
 S


hi
el


d


G
og


gl
es


 &
 F


ac
e 


Sh
ie


ld


Sa
fe


ty
 G


la
ss


es
 &


W
el


di
ng


 H
el


m
et


G
og


gl
es


O
xy


 G
og


gl
es


Ea
r P


lu
gs


Ea
r M


uf
fs


D
is


po
sa


bl
e 


Fi
lte


r /
 D


us
t


M
as


k
A


D
FL


O
 S


pe
ed


gl
as


 
H


el
m


et
C


le
an


sp
ac


e2
 P


ar
tic


la
te


 
PA


PR
C


le
an


Sp
ac


e 
U


ltr
a 


Pa
rt


ic
lu


la
te


/c
he


m
ic


al


Ve
nt


ila
tio


n 
R


eq
ui


re
d


W
el


di
ng


 G
lo


ve
s 


/ 
G


au
nt


le
t


C
ol


d 
R


es
is


ta
nt


 G
lo


ve
s


H
ea


t R
es


is
ta


nt
 G


lo
ve


s


R
ig


ge
rs


 G
lo


ve
s


G
en


er
al


 P
ur


po
se


 G
lo


ve
s


PV
C


 G
lo


ve
s


C
he


m
ic


al
 R


es
is


ta
nt


 
G


lo
ve


s 


C
ut


 R
es


is
ta


nt
 G


lo
ve


s 


O
il 


R
es


is
ta


nt
 G


lo
ve


s 


A
nt


i-V
ib


ra
tio


n 
G


lo
ve


s


H
ex


A
rm


ou
r H


er
cu


le
s 


40
0R


6E


Le
at


he
r J


ac
ke


t


O
ve


ra
lls


 o
r L


on
g 


sl
ee


ve
s 


/ T
ro


us
er


s


Fu
ll 


W
et


 W
ea


th
er


 G
ea


r


B
oi


ly
 S


no
od


Le
at


he
r S


pa
ts


Le
at


he
r C


ha
ps


 / 
A


pr
on


St
ee


l T
oe


 S
af


et
y 


B
oo


ts


St
ee


l T
oe


 G
um


 B
oo


ts


PV
C


 A
pr


on


Sa
fe


ty
 H


ar
ne


ss


To
ol


 B
el


t


H
ar


d 
H


at
 


H
ar


d 
H


at
 W


ith
 C


hi
n 


St
ra


p


H
ai


r N
et


 fo
r L


on
g 


H
ai


r


Air / Electric Buffs X or X X or X X* X X X X


Angle Grinders X or X X or X X X* X X X X


Breaking Flanges 
Chemical X X* X X or X or X or X X X* X X*


Drop Saw / Friction CutOff X or X X or X X or X X X X


Dusty Environment X or X X* X* X X or X or X X X X*


Oily Environment X


High Pressure Washer X or X X or X X or X or X X X* X X X*


Impact / Rattle Gun X X or X X or X X X X*


Air Impact Chisel X or X X or X X or X X X X*


Magnetic Base Drill X X or X X X X* X


Paint & Solvents X X X X X or X or X X X X* X*


Pedestal Drills X X or X X X X* X


Pedestal Grinders X or X X or X X X X


Overhead Welding X X X X X X X X X X X* X


Arc Air Gouging X X or X X X X X X X X X* X


Welding Stick / Mig X X or X X* X X X* X X X* X


Welding Flux CordedGasless X X X X X X X X X X* X


Wet Environment X X or X or X X X* X or X X*


Welder Plasma X X X X X* X X X X* X


Welder Tig X* X X X* X* X X X X X


Oxy Acetyl Cutting or 
Welding X or X X X X X X X X X* X X*


Oxy Gouging X or X X or X X X X X X X X* X X*


Oxy Pre Heating X X or X X or X X X X X X*


Thermal Lancing X X or X X X X X X X X X X


Pressing X or X X or X X or X X X X*


Working at Height X X or X X X X X X* X


Defines the minimum PPE requirements for all 
WesTrac sites


EYES / FACE EARS HANDS BODY HEAD







Working in Heat X X or X X X X*


EWP X X or X X X X X X


Using Cryogenic Liquids (ie Liquid 
Nitrogen) X or X X X X X* X X*


Die Grinding General X or X X X or X X X X*


Die Grinding Steel / De-Bur X or X X or X X X X X*


Small hand held Sand Blaster X X X X X* X X X X*


Handling acids X X X X X*


Strapping / Sharps X X X X X*


Use of hydraulic tooling / risk of fluid 
injection X X* X X X*


Handling hot parts / items  X X X* X X* X X*


NOTES:


1) Appropriate Glove Clips & Gloves Shall Be Worn At All Times when working in Workshop, Store, & Yard Areas


2) Prescription Spectacles Shall Be Toughened & Fitted With Side Shields To Comply With Safety Glass Requirements


3) Hardhats must be worn where required by site specific rules


4) Positive fan forced ventilation to be used in enclosed work spaces where toxic fumes are produced.


5) Where a conflict exists between this and a procedure / work instruction the PPE Matrix is to take precedence


* = Optional/  Recommended
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WORKING ALONE PROCEDURE 
 


1 Purpose 
 
To define WesTrac’s requirements and practices for the management of employees, visitors, labour hire and 
contractors who are required to work in remote circumstances where they may be exposed to risks because of the 
nature, time and location of the work or isolation from other persons or support services. 
 


2 Scope 
 
This procedure documents the process for working alone. This information shall be well understood by all personnel 
who are involved in supervising, planning or carrying out work alone. 
 


3 Procedure 
 
3.1 Risk assessment 


 
It is WesTrac's policy that anyone working on a WesTrac site or under the direction of WesTrac personnel will adhere 
to this procedure where they are in a circumstance that leads to them ‘working alone’.  
 
This requires that anyone working alone shall conduct a formal risk assessment, Take 5 and/or JHA to establish 
suitable control measures for each job. 
 
The person who is working alone may be an employer, self-employed person, contractor or employee. For example, a 
person is alone when he or she: 
 


• Works in a depot or business where there are no other employees 


• Works in a workplace when everyone else has gone home 


• Undertakes maintenance or construction work in vacant premises 


• Partakes in field service work where driving for hours alone on isolated roads can occur, or where mobile 
reception can be cut off for hours on end 


 
People who have regular contact with the public as part of their work are not "alone" and this procedure is not written 
for them. This does not diminish the general requirement for these people to have a safe system of work. 
 
Each situation should be assessed on its merits. 
 
A Take 5 and/or Job Hazard Analysis are required for all work conducted, these shall be carried out before work 
commences. JHA’s should be drawn up in a consultative approach by all interested parties. 
 
3.2 Reducing the Risk 


 


• Area Managers/Coordinators should question the work methods to determine whether it is necessary for the 
person to work alone 


• There may be a decision that the level of risk associated with certain activities is too high for the person to carry 
out the activity alone 


• In some situations, it may not be reasonable or possible to eliminate situations where a person works alone, so 
the system of work should include measures to reduce risk 


• Employees traveling to standard destinations shall travel as per the defined "standard route" as per the region 
road map. The information, training and instruction should address specific items relating to working alone, 
including: 


• The use of emergency communication devices; and 


• Following procedures for making regular contact. 
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In situations where there is a new employee who is not well known to the Area Manager/Coordinator, or for any other 
reason, the employer is not sure of the employee's ability to work alone, that employee should not be assigned to 
work alone.   
 
The Area Manager/Coordinator should be satisfied that the employee will work in a safe manner and be able to follow 
all emergency procedures when left alone. 
 
3.3 Safety requirements 


 
There are two regulations that will always apply in situations where a person is working alone. 
 
1. The requirement to identify hazards, assess risk and reduce risk is a mandatory requirement set out 


below: 
 
Identification of hazards, and assessing and addressing risks, at workplaces 
A person who, at a workplace, is an employer, the main contractor, a self-employed person, a person having control of 
the workplace or a person having control of access to the workplace must, as far as practicable: 
 


• identify each hazard to which a person at the workplace is likely to be exposed; 


• assess the risk of injury or harm to a person resulting from each hazard, if any, identified above 
 
2. There is also a requirement to have a means of communication in an emergency and a procedure for 


regular contact as set out below: 
 
If an employee is isolated from other persons because of the time, location or nature of the work then the employer 
must ensure that: 
 


• There is a means of communication available which will enable the employee to call for help in the event of an 
emergency; and 


• There is a procedure for regular contact to be made with the employee and the employee is trained in the 
procedure. 


 
This means that both requirements should be in place as part of a safe system of work. The wording of the regulations 
does not allow the choice of one or the other, whatever the perceived level of risk. Both are mandatory in situations 
where an employee is working alone. 
 
Whilst the regulation applies to "employees", the principles of establishing a means of communication and a 
procedure for regular contact should be applied to the system of work for people who may work alone. 
 
3.4 Communication 


 
Where the employee is required to travel over well-constructed and frequently used roads and return home base on 
the same day and the work activities are assessed as low risk, a telephone call to home base on arrival and departure 
may be sufficient. 
 
Where an employee is required to travel and work in remote areas, policies or procedures covering the time away 
from their home base shall be developed.  These procedures should include: 
 


• A requirement for an itinerary to be approved by the Area Manager/Coordinator well in advance of departure  


• The Area Manager/Coordinator should be advised of any changes to proposed routes, departure and arrival 
time and accommodation arrangements. 


 
Where an employee is required to work in a remote area, and drive to the worksite over poorly sign posted or poorly 
constructed roads, the employee should be contacted at pre-arranged intervals. 
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In addition to a procedure for regular contact to be made with the employee, an emergency location beacon shall be 
carried in the vehicle. In emergency situations where there is no other form of communication, the beacon should be 
activated. 
 
3.5 Communication Systems 


 
For employees who are working alone in a workplace that has a telephone, communication via the telephone is 
adequate provided the person is able to reach the telephone in an emergency. 
 
In remote areas or in situations where a telephone is not available, another means of communication shall be 
available. (e.g. Radio Communication Systems, Emergency Location Beacons, Safe drive and Spot messenger). 
  
3.6 Emergency Location Beacons 


 
An emergency location beacon (EPIRB) is to be used for life-threatening emergencies or as a last resort, to pinpoint 
location.  The activation of the beacon indicates that an emergency exists. 
 
The beacon is an alerting device used to pinpoint location when the beacon is activated. It is not possible to transmit 
voice on an emergency location beacon. 
 
Example of when EPIRB's can be set off: EPIRB's shall be set off in life-threatening situations only, therefore if you 
run out of fuel then NO you wouldn't set it off, but if your provisions (i.e. water and food) are low then YES you would 
set it off. 
 
3.7 Breaches of procedure 


 
Breaches of this procedure will be dealt with in accordance with the WesTrac Discipline Procedure. 
 


4 Responsibilities 
 
General Managers: 


• Must ensure compliance with this procedure and enforce as required. 


• Establish safe systems of work for employees who work alone.   


• Provide training and tools to identify hazards, assess risk and reduce the risk;  


• Provide a means of communication in an emergency 


• Develop a procedure for regular contact 


• The employee shall be provided with a suitable vehicle (where appropriate) and suitable equipment to work 
alone (including communications and emergency equipment). 


• Review the working alone policy with all employees in the business who fall under the advised category every 
2 years and ensure records of staff acknowledgement are kept in personnel files. Working Alone Awareness 
Form (FTT-NAT-HSEQ-0130) shall be signed.  


 
Area Managers and Coordinators/Supervisors: 


• Must ensure compliance with this procedure and enforce as required. 


• Question the work methods to determine whether it is necessary for the person to work alone. 


• Determine the most effective way of supervising employees who work alone. Due to the nature of the work, 
direct supervision may not be possible.  This means a method of indirect supervision should be in place. 


• Ensure that where an employee is required to travel and work in remote areas, procedures covering the time 
away from their home base shall be developed.  These procedures should include: 


• An itinerary to be approved by the Area Manager/Coordinator well in advance of departure; and  


• Area Manager/Coordinator should be advised of any changes to proposed routes, departure and 
arrival time and accommodation arrangements. 
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All Employees: 


• Must ensure compliance with this procedure  


• Shall take reasonable care to ensure their own safety and health when working alone.  


• A person who is to work alone should be able to: 


• Carry out all work activities safely without direct supervision; 


• Manage events that are likely to occur when working alone; 


• Follow procedures to obtain emergency assistance as required; and 


• Follow procedures to establish regular contact with a nominated person. 
 


5 Reporting 
 
Monitoring for compliance to this procedure will be completed through Safety Audits and general observation. 
 


6 Further Information 
 
All workers who require further information or require clarification or any information contained in this Procedure 
should contact their Supervisor or Health & Safety Advisor. 
 


7 Accountabilities 
 
Compliance to Procedure  All Workers 
 
Implementation & Review   HSE Manager 
     
Approval of Procedure   GM – Safety, Risk, Security 
      
Monitoring     WesTrac Management 
 
Interpretation and Advice  HSE Advisors 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


FTT-NAT-HSEQ-0130 Working Alone Awareness Form 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Isolated Is an employee who is alone in any place as part of their work 


Remote Any place that is a long way from the resources required in an emergency. 


Alone at work When employees are on their own, they cannot be seen or heard by 
another person, and when they cannot expect a visit from another worker or 
member of the public for some time. 
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10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 24/5/13 Document transfer to new template BM MC CG 


2.0 22/04/20 Updated document to new template TM NT KB 
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WORKSHOP, YARD AND STORAGE AREAS PROCEDURE 
 


1 Purpose 
 


To eliminate hazards due to poor housekeeping and provide guidance on effective use of yard and storage areas, 
ensuring that materials that need to be stored will be secured in a way that allows safe and easy access. 


 


2 Scope 
 


All WesTrac employees and contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction 


 


3 Procedure 
 


High housekeeping standards must be monitored and maintained in all areas at all times. 
 


3.1 All Areas 
 


• Storage facilities must be provided in all areas sufficient to cope with Section or Departmental requirements. 


• The effective use of storage facilities such as racks, shelving, bins and pallets will ensure maximum use of space 
and good housekeeping 


• All items surplus to requirements must be removed from the workplace. Serviceable items should be repaired, 
reinstated and stored appropriately 


• Storage and stacking of items in cupboards and on shelves must be neat and tidy and laid out in order to provide 
easy access to stored items 


• Vehicle parking areas should be provided with the parking bays demarcated 


• No stack shall obstruct safety equipment, fire-fighting equipment, lighting or ventilation. A minimum clearance of 
one meter must be observed between the top of a stack and a fire sprinkler system or light fittings.  


• Any stack or storage in an unstable condition must be rectified immediately 


• Correct equipment shall be used when handling stored materials (e.g. platform ladders, lifting platforms, bag 
trolleys or forklift 


• Where articles are of a regular shape and their nature and size ensures the stability of the stack, they may be 
stacked with the sides of the stack vertical provided the total height of the stack does not exceed three times the 
narrowest base dimension 


• Items must not be stacked to such a height that they cause items at the base of the stack to deform 


• Stacks and stores must remain stable under the weather conditions to which they are exposed 


• Items may only be stored on window sills (where the window is fixed closed) and the tops of cabinets and 
cupboards if the surface is stable. Such storage should be kept to a minimum and be neat and tidy and not 
protrude from any edge 


• Storage in cabinets must be arranged to ensure the cabinet does not become unstable when any drawer is fully 
extended 


• Cylindrical items such as pipes or drums must be stored in suitably designed racks or be adequately chocked 
Chocking with odd bits of material is prohibited. Chocks should be purpose made and have a handle made of rope 
or other suitable material to allow safe handling 


• Storage racks with a height of four times the rack depth should be attached to the building or be bolted to the floor 


• No stored items should be within one metre of any fence 


• All items with potential to fall must be restrained and stored in a designated area 


• Heavy and frequently used items that need to be manually handled should be stored between shoulder and 
knuckle height 


• Equipment should be stored in designated areas only 


• Where a stacking/storage or placement hazard is seen the employee must rectify the situation where possible, 
inform their supervisor and place a hazard report in the system 
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• Personnel shall be responsible for performing a risk assessment before the stacking and storage of materials and 
equipment takes place 


• Racks shall be designed and constructed to safely accommodate the load of the material to be stacked. 


• Designated areas for storage and stacking shall be clearly marked 


• All doors and access ways to be kept free of obstruction 


• Passageways and walkways, evacuations exits and safety areas are provided clearly and clearly demarcated for 
employees to access work areas and kept free of obstructions 


 


3.2 Administration 
 


• Office areas are to be kept clean and tidy 


• Equipment is to be kept in good working order 


• Electrical appliances and cords are to be tagged, cords secured and outlets overloaded 


• Sharp objects to be stored in safe areas 


• Trolleys to be available for the transport of heavy materials 


• Office furniture and layout to be ergonomically sound 
 


3.3 Warehouse and Stores 
 


• Area work benches in good repair 


• Work benches to be kept clean and tidy 


• Keep flammable liquids in closed containers in designated storage areas 


• Plant and equipment in good working order 


• Tooling to be in good working order 
 


3.4 Pallet Racking 
 


• Steel Racking systems shall be properly designed, fabricated, maintained and used in accordance with the current 
version of AS4084- Steel Storage Racking. The structural adequacy of the design shall be inspected annually by a 
”competent” person who holds the relevant experience, training and experience in racking structures and 
installation 


• Storage racking shall be designed specifically for the size, weight and shape of the products being stored. The 
design of the racking shall be compatible with the pallets and the materials handling equipment used 


• All operators who add or remove materials from pallet and steel storage racking shall be trained in the correct 
practices, including reporting of damage, prohibitions on unauthorised alterations and understand the limits 
imposed by Safe Working Loads 


• Any damage to racking, however minor, must be reported so that it can be immediately assessed. Failure to report 
damage will be considered a serious safety breach 


 


3.5 Racking Inspections 
 
Three types of inspections shall be carried out on a regular basis. These shall be determined upon the frequency of 
use and previous history: 


• Inspection undertaken by the MHE operator as they load and unload racking 


• General inspection of the condition of the racking, loads and area as part of a workplace inspection 


• Inspections by persons competent in the requirements of AS4084- Steel Storage Racking. These shall occur 
on a regular basis (typically annually) and as required (if damage reported). 


 


3.6 Workshop 
 


• Tooling to be returned before end of shift 


• Oil spills to be cleaned up immediately 


• All retractable hoses, cables are to be stored away 
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• Any waste or contaminated materials are to be disposed of in the bins supplied 


• Oil and water containers are be emptied when full or returned to their allocated storage position 


• Keep flammable liquids in closed containers in designated storage areas 


• Store any form of pressure cylinder used in the workplace secure and in an upright position at all times by using 
non-flammable materials such as chains 


• Guard and barricade unsafe working areas. Replace guards immediately after repairs 


• Rolling up hoses and extension cords after use 
 


4 Responsibilities 
 
Area Managers:  


• Ensure that each area of activity has an individual accountable for its condition and that storage equipment is 
available.  This will include, demarcated storage areas, bins, racks shelves, cupboards and the like.  


• Ensure that work areas are clean and tidy and that cleaning and inspection are carried out. 
 
Workshop Supervisor/Store Supervisor/Warehouse Supervisor: 


• Ensuring that their designated area is clean and tidy by organizing routine cleaning, inspection and placing 
signs and notice boards in appropriate locations 


• Ensuring that people are trained in the correct stacking and storage procedure 


• Ensuring safe stacking and storage practices are followed 


• Ensuring storage areas are regularly inspected 


• Ensuring storage racks are marked with maximum safe working load (SWL), shall be used where appropriate 


• Ensuring that all manufactured storage racks are rated prior to being installed within the work area. 
 
The Safety Representative/store delegate: 


• Carrying out monthly housekeeping inspections of their designated areas. 
 
All Employees: 


• Using areas only for their intended purpose and maintaining those areas in a tidy condition.   


• Reporting to their Supervisors any stacking or storage system that is unstable or causing an obstruction. 


• Participate in keeping the workplace in general and their own work area in particular in a clean state. 
  


5 Reporting 
 


• Monthly Workplace Inspections 


• Safety- Self Audits 


• Annual Racking Inspections 


• 5 Star Safety Validation Audits 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the Workshop Supervisor/Store Supervisor. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors here 
 
Implementation & Review   Workshop Supervisor 
     HSE Business Partner 
 
Approval of Procedure   GM – Safety, Security, Risk 
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Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  Workshop Supervisor/Store/Warehouse Supervisor 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0111 Barricading/Demarcation/Labelling/Signage 


WIN-NAT-HSEQ-0167 SWP-Stacking and Storage 


PCD-NAT-HSEQ-0127 Mobile Equipment Procedure 


PCD-NAT-HSEQ-0107 Hazard and Incident Reporting and Notification Procedure 


 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


Relevant State Work, Health and 
Safety Acts and Regulations 


provides for the promotion, co-ordination, administration and enforcement of 
occupational safety and health  


Code Of Practice For Rack Safety 
Inspections 


Prescribes how to manage rack safety inspections and is produced by the 
Australian Steel Storage Industry Group 


AS 4084-12 AS 4084-2012 is the Australian Standard for steel racking, specifically 
adjustable static pallet racking. It covers the minimum requirements for hot-
rolled or cold-form steel structural members, installed within a building, 
outside a building, as well as racking that forms part of the frame of the 
building 


 
The following outlines the reporting requirements related to this Procedure: 
 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


MHE Material Handling Equipment 
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