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WORKING AT HEIGHTS - SCOPE OF WORK 
01 Describe the work to be performed 

• Work at heights in accordance with Worksafe legislation and WesTrac Policies
• All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification 

• Provide copies of training completed in the last 2 years for all personnel Working at Heights on WesTrac sites
• Quarterly testing records of the kits and harnesses to be utilised on WesTrac sites, as per PCD-NAT-HSEQ-

0162
• All other requirements per the Principal Scope of Works

03 Other Scopes of Work required or relevant to this task 

• As per the Principal Scope of Works

04 Policies, procedures and inductions that may be relevant to this Scope of Work 

• Ladder and Portable Work Platform Inspection Checklist (FTT-NAT-HSEQ-0205)
• Ladders, Stairs and Walkways Procedure (PCD-NAT-HSEQ-0135)
• Minimum Test/Inspection and Tagging Requirements Procedure (PCD-NAT-HSEQ-0162)
• Working at Heights Permit (FTT-NAT-HSEQ-0129)
• Working at Heights Procedure (PCD-NAT-HSEQ-0132)
• All other requirements per the Principal Scope of Works

05 Describe who supplies the materials 

• The Contracting Company is to provide all working at heights equipment unless stipulated otherwise at time
the purchase order is raised

• 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
• All other requirements per the Principal Scope of Works

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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LADDER AND PORTABLE WORK PLATFORM 
INSPECTION CHECKLIST  


 
Note: It is a requirement of Safety Procedure Ladders, Stairways and Walkways (PCD-NAT-HSEQ-0135) that 
the following items are checked quarterly, and results recorded on a register.  


 


Quarterly Inspection 
 


Points to be inspected and checked (but 
not limited to): 


In Good Working Condition 


Comments Satisfactory/
Acceptable 


Not 
Applicable 


Action 
required/Unac


ceptable 


Portable Ladders (AS 1892):     


Loose or damaged treads, fixings or supports?     
Damaged or worn non-slip bases?     


Damaged stops on the hinge spreaders or 
locks? 


    


Ladders not stored correctly?     


     


Work Platforms (AS 1657):     
Cracked welds or damaged structural supports 
and treads (Minor damage acceptable)? 


    


Damaged wheels or brakes?     
Damaged hinges or gates?     


Are Toe boards installed and in good condition 
on all platforms over 1.5m 


    


Marking on Ladders and Platforms Should 
Include: 


    


“WARNING - THIS LADDER MUST BE 
INSPECTED BEFORE EVERY USE - YOUR 
SAFETY DEPENDS ON IT” (see sticker below) 


    


Duty rating “INDUSTRIAL” load rating no less 
than 120kg 


    


Metal ladders should have labelling “DO NOT 
USE WHERE ELECTRICAL HAZARD EXISTS” 


    


Have you attached an inspection decal to the 
ladder? 


    


     


Safety Step      
Cracked, damaged, non-slip tape removed or 
deteriorated. Damaged or worn non-slip bases. 


    


Safety sticker missing “WARNING – THIS STEP 
MUST BE INSPECTED BEFORE EVERY USE” 
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Tool ID #  


Inspected by:  


Date:  


Signature:  


 
Recorded in DBS (TS invoice) 


Date:  


Inspection Period 3 months 


Signature  


 


Example of Sticker/Decals: 
 


 
 


 
 
Reflective yellow (as the adhesive is very strong for reflective vinyl’s) 
Clear over laminate to protect the text. Select the sticker size and load rating to suit the particular ladder. Refer to 
Ladders, Stairs and Walkways Procedure (PCD-NAT-HSEQ-0135). 
 
Supplier: Sign Here Signs 
 22 Weir Rd 
 Malaga WA 6090 
Email: signhere@iinet.net.au 
Website: www.signheresigns.com.au 
Phone: (08) 9248 1184 
 


Related Documents 
 


Document Number Title 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 
POL-NAT-HSEQ-0100 Life Saving Rules Policy 


PCD-NAT-HSEQ-0135 Ladder, Stairs and Walkways 


PCD-NAT-HSEQ-0167 Prohibited and Controlled Items and Equipment Register 
 








 


PROCEDURE 


Document Number PCD NAT HSEQ 0135 


Next Review Date 3rd October 2021 


 Document Owner  GM – Safety, Security, Risk 


  
 


LADDERS, STAIRS AND WALKWAYS PROCEDURE  Page 1 of 5  
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. 


LADDERS, STAIRS AND WALKWAYS PROCEDURE 
 


1 Purpose 
 


To ensure that the design and maintenance of all ladders, stairs and walkways is managed so that persons are 
protected from injury due to falls.  


 


2 Scope 
 


All WesTrac employees and contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction. 


 


3 Procedure 
 


Please read in conjunction with Working at Heights Procedure (PCD-NAT-HSEQ-0132) 
 


3.1 General Requirements 
 


• Ladders, like any tool, should be handled with care and not be subjected to dropping, jarring or misuse.  


• Before a ladder is to be raised, lowered or carried, the person or persons handling the ladder should assess 
any risk associated with the task.  


• When a ladder is being raised, lowered or carried, care should be taken to avoid injuring any person who may 
be standing nearby, including the operator, or bumping any object in the vicinity.  


• The ladder should remain under the control of the person or persons handling the ladder. 


• DO NOT stand higher than the third rung from the top. 


• Always face the ladder when climbing up and down. Maintain three points of contact. Place your hands on the 
rungs, not the side. 


• When a person is required to work off a platform ladder, it must be fit for purpose, the ladder must be footed, 
any tools and equipment are to be carried in a shoulder or belt pouch or raised in a container by rope. Please 
refer to Working at Heights Procedure (PCD-NAT-HSEQ-0132). 


• A person ascending or descending a ladder must not carry any article in their hands. 


• Ladder rungs must be kept free of slippery substances. 


• Only one person at a time is permitted on a ladder. 


• Do not lean out past the confines of the ladder. 


• Ladders should not rise more than 6 meters without a landing or ladder cage. 
 


3.2 Portable Ladders 
 


• Glass reinforced plastic is the preferred material for all portable ladders; and only approved ladders that meet 
AS 1892 and have non-skid feet may be used 


• Ladders should be stored in or on racks designed to protect the ladder when it is not in use, preferably under 
cover. These racks should have sufficient supporting points to avoid sagging. Material should not be placed 
on the ladder while the ladder is in storage 


• To avoid concealment of defects in wooden ladders, clear varnish or oil must be used as a protective coating 
instead of paint 


• When in use ladders must be placed on a level and firm surface, lashed, held or otherwise secured to prevent 
slipping 


• Ladders should be sited on a level and uncluttered base 


• All ladders must have non-slip foot attachments. 


• Metal ladders must not be used in close proximity to electrical conductors or in other hazardous areas where 
sparking could result in a fire or explosion 


• All metal ladders must be labelled ‘Do not use near electrical conductors 
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• The 4:1 Ratio must be kept in mind at all times. Ladders must be placed so that the distance between their 
feet and the object they are leaning against is a quarter of the distance to the point of contact with the object. 
For example, when the top of a 6 m long ladder is supported against a vertical wall, the base of the ladder 
should be approximately 1.5 m out from the wall. 


• The top of the ladder must be firmly and evenly supported by the surface it is leaning on. 


• Ensure that the correct length ladder is used. 


• The ladder must be strong enough for its intended use and long enough to protrude at least 1 metre above the 
stepping off point.  


• A ladder should not be erected in a passage way without closing off access 


• Make sure ladder spreaders are tight 


• Extension ladders must be overlapped by a minimum of three rungs. 


• The Area Manager has the discretion to permit the use of stepladders which do not exceed a height of 2 
meters without their being lashed or otherwise secured to prevent slipping, provided 


• The floor surface is flat, level and non-slipping; and  


• The work is light, such as when replacing light bulbs and fluorescent tubes. 
 


3.3 Fixed Ladders 
 


• Fixed ladders must be constructed in accordance with AS 1657 


• Fixed ladders exceeding 6 meters in length must be equipped with a cage extending from a point not more 
than 2.2 meters and not less than 2 meters from the lower level to a height of at least 900mm above the top 
level serviced by the ladder. 


• Landings that serve as resting places must be provided every 6 meters and be equipped with standard hand 
rails and toe boards in accordance with AS 1657. 


• Fixed ladders used for servicing overhead cranes must be provided with a padlocked horizontally hinged door 
or some other means of preventing unauthorised access. 


• Fixed ladders and ladder cages where painted must be painted in a highly visible colour. (Note: AS 1657 
states handrail yellow, however as this can be hidden against the Cat Yellow, it is advised to opt for an 
alternative colour) 


 


3.4 Stairs, Platforms, Walkways and Handrails 
 


• Stairs, walkways, handrails and stanchions must be constructed in accordance with AS 1657 and the MSI 
Regulations. 


• Stairs having more than four risers must be equipped with standard handrails. Refer AS 1657 for further 
detail. 


• The type of flooring selected must offer maximum safety in relation to the plant where it is to be installed. 


• Walkways and platforms shall be equipped with standard handrails. Toe boards shall be fitted where an object 
could fall from a platform or landing onto an area accessible by persons. Refer AS 1657 for further detail. 


• Uprights, railings and toe boards where painted, shall be yellow 
 


3.5 Safety steps 


• Safety Steps are a secure and stable stool for reaching high places 


• These steps have a wide platform and non-slip steps 


• Safety steps are designed to be lightweight, so the step can be moved with ease 


• The integrity of the safety step must be checked prior to use to ensure it is in good working order without any 
cracks, defects and non-slip step tape is in place. 
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3.6 Inspection Requirements 
 


• Prior to use, ladders must be inspected for damage.  Any ladder or that has broken or missing rungs, or 
splintered or broken side rails, is unsafe and must be appropriately tagged and taken out of service. Report 
defect to your supervisor. Refer to Ladders Checklist (FTT-NAT-HSEQ-0205).  
 


• Prior to use, safety steps must be inspected for damage.  Any safety step that is broken, cracked, has non-slip 
tread missing is unsafe and must be appropriately tagged and taken out of service. Report defect to your 
supervisor. Refer to Ladders Checklist (FTT-NAT-HSEQ-0205).  
 


3.7 Labelling 
 


• Markings/Stickers: to be placed on step of ladder: 


• “WARNING - THIS LADDER MUST BE INSPECTED BEFORE EVERY USE - YOUR SAFETY 
DEPENDS ON IT”  


• Duty rating “INDUSTRIAL” load rating no less than 120kg. 


• Metal ladders should have labelling “DO NOT USE WHERE ELECTRICAL HAZARD EXISTS” 


• Safety Step “This step must be inspected before every use” 
 


 
 
 
 
 
 
 
 
 
 
 
 


 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Area Manager: 


• Ensuring ladder and portable work platform checklist is completed quarterly 


• Ensuring employees are suitably trained in the correct use of ladders 
 
Area Supervisor: 


• Individually identifying portable ladders and for ensuring that ladders are inspected quarterly, and records kept 


• Ensuring that fixed ladders are kept in good repair; and 


• Ensuring that stairs and walkways are kept clean and in good repair. 
 
All employees: 


• Ensuring that no ladder or safety step with defects is used, employees to inspect before every use - all fittings 
and joints for visible deformation, structural failure, internal corrosion, rung/tread to stile connection, deformed 
flanges, sheared rivets.  


• All defects to be reported immediately to your supervisor. 
  


WARNING 
 


THIS STEP MUST BE 
INSPECTED 


BEFORE EVERY USE 
 


120mm x 60mm reflective yellow clear 
over laminate to protect the text  
Supplier: Sign Here Signs   
Phone: 08 9248 1184 


 


 


 


 120mm x 60mm reflective yellow clear 
over laminate to protect the text  
Supplier: Sign Here Signs   
Phone: 08 9248 1184 
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5 Reporting 
 
Monitoring for compliance to this procedure will be completed through Inspection Process (pre-use and quarterly), 
Safety Interactions, Workplace Inspections and Contractor Management. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact your WesTrac Supervisor or Area/Branch Manager. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   WesTrac Management 
     
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE 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-NAT-HSEQ-0132 Working at Heights Procedure 


FTT-NAT-HSEQ-0205 Ladder and Portable Work Platform Checklist 


PCD-NAT-HSEQ-0167 Prohibited and Controlled Items and Register 


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


Title Description  


Occupational Safety and Health Act 1984 
(WA) 


OHS Legislation applicable to WA 


Mine Safety and Inspection Act 1994 (WA) Mines OHS Legislation applicable to WA 


AS/NZS 1892  Portable Ladders 


AS 1657  Fixed Platforms, Walkways, Stairways and Ladders – design, 
construction and installation 


Work Health and Safety Act (NSW) 2011 OHS Legislation applicable to NSW 


Work Health and Safety Act (ACT) 2011 OHS Legislation applicable to ACT 


 


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


Term Definition 
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10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 15/05/13 Procedure re-drafted to new format BM MC CG 


2.0 14/06/16 Updated BG  GH 


3.0 30/06/16 Updated BG  GH 


4.0 27/06/18 
Inclusion of Prohibited and Controlled Items & 
Equipment Register reference document 


CS AD KB 


5.0 05/03/19 
Update document reference - Prohibited and 
Controlled Items Register from PCD-WA-HSEQ-
0001 to PCD-NAT-HSEQ-0167 


DC DC DC 


6.0 08/07/2019 
Safety step inspections prior to use, quarterly 
with ladders on checklist 


BG BG KB 
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MINIMUM TEST/INSPECTION AND TAGGING 
REQUIREMENTS PROCEDURE 
 


1 Purpose 
 
To enable the effective application of the test/inspection and tagging requirements specific to electrical, work at height 
and lifting equipment at all WesTrac projects/facilities and operations.  
 


2 Scope 
 
All employees using equipment that requires a periodic test/inspection and tag or are responsible for conducting 
testing/inspection and tagging must comply with this procedure.   
 
The term employee also refers to contractors and visitors.  
 


3 Procedure 
 
DO NOT use electrical, work at height or lifting equipment that has not been tested/inspected and tagged or displays a 
test/inspection tag that does not comply with this procedure.  
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 


3.1 Test, Inspection, and Tagging 
 
All work at height and lifting equipment is required to undergo a periodic test and/or inspection to meet legislative 
requirements and to ensure the equipment’s operational integrity is maintained.  
 
WesTrac has adopted the RGBY (Red, Green, Blue, and Yellow) colour code system to indicate test/inspection 
periods for work at height and lifting equipment (See below for the safety colour coding system). 
The absolute minimum periodic test/inspection for work at height and lifting equipment shall not exceed three (3) 
months. 
 
The presence of an inspection tag does not absolve you of your responsibility to inspect equipment prior to use. All 
employees must inspect any equipment before each use and where defects are found remove the items from service, 
tag “out of service” and report the defect to their Supervisor.  
 


3.2 Safety Colour Coding System 
 
3-Monthly colour scheme: 
 
Ensure all work at height, lifting equipment and 3 monthly tested electrical equipment is marked with the current colour 
BEFORE use.  
The following colours are used to represent each quarter (3-month period): 


 
 


January February March 


April May June 


July August September 


October November December 
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6 Monthly Colour scheme: 
 
Ensure all 6 monthly tested electrical equipment is marked with the colour before use 
 
The following colours are used to represent each half (6-month period): 
 


 
 


3.3 Electrical Equipment 
 


• Electrical inspections must be carried out on all new installations and when changes are made to existing 
installations.  


• All portable electrical equipment must have a durable, legible, non-reusable, non-metallic inspection tag 
attached, representative of the date in which the equipment was tested and contain the following information 
as a minimum: 


• Owner of the electrical equipment; 


• Type of electrical equipment; 


• Signature of licenced electrician inspecting equipment 


• Electrical license number of the electrical contractor who conducted the test. 


• Date of inspection (listed as DD/MM/YY); 


• Date the equipment is next due for testing (listed as DD/MM/YY); 


• There is a two (2) week grace period on all tagging of electrical equipment however, effective planning is 
required to ensure that all equipment in use is tagged with the required due date. 


• All new office equipment need not be tagged until the next scheduled test and tag service. 


• The testing frequencies are as follows:   


• 3 Monthly 


• All toolstore electrical equipment – tested quarterly 


• All tooling for field service, track shop, fabrication – tested quarterly 


• All tooling or any electrical equipment required at a mine site – tested quarterly  


• Welding leads and accessories – tested quarterly 
 


• 6 Monthly 


•  All electrical equipment in operational areas not described above (e.g. workshops, yard, 
warehouse) – tested 6 monthly 


• 5 Yearly 


• Office Equipment 


• Inspections are to be carried out by a licensed electrical worker. 
 


January February March 


April May June 


July August September 


October November December 
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3-Monthly Test Tag 
example 


6-Monthly Test Tag 5 year Test Tag 
(originally was 2-years). 


   


3.4 Work at Height and Lifting Equipment 
 


• Ensure that lifting gear is inspected quarterly and tagged with the respective colour coded tag (Annual load 
testing and certification for lifting chains and lever hoists must be conducted by an approved supplier).  The 
results shall be recorded and retained in a register by the approved supplier– Refer to the Cranes, Lifting and 
Equipment Procedure). 


• Quarterly coloured tag for work at height and lifting equipment shall contain the following information as a 
minimum: 


• Next inspection date in MM/YY format; 


• Name of contractor who conducted inspection. 
 


 


3-Monthly Tag, Zip Tie example 


• Stamped aluminium/stainless style tags used for lever hoists, chain blocks, plate clamps and fabricated 


products shall contain the following information as a minimum: 


• Name of contractor conducting inspection 


• Certification number 


• Inspected By 


• Date of inspection 


• Working Load Limit (WLL) 


• WesTrac ID number 
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Stamped Aluminium/Stainless Steel - 3 Monthly/Quarterly Tag 


 


• Stamped aluminium/stainless tags used for multi-chain slings shall contain the following information as a 


minimum: 


• Name of contractor conducting inspection 


• Chain size 


• Working Load Limit (WWL) 


• WesTrac ID number 


• Serial number 


• Inspector 


• Date inspected 
 


 
 


Multi-chain Sling Aluminium/stainless Steel – 3 Monthly / Quarterly Tag 
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• Stamped aluminium/stainless tags used for single leg chain slings shall contain the following information as a 
minimum: 


• Name of contractor conducting inspection 


• Chain size 


• Working Load Limit (WWL) 


• WesTrac ID number 


• Serial number 


• Inspector 


• Date inspected 


• The previous quarter inspection tags MUST be removed before placing the new inspection tag. 


• A person who has successfully completed a high-risk dogging course (or equivalent) may inspect lifting 
equipment prior to use initially, however, the approved supplier is the only authorised personnel to physically 
inspect and tag the equipment every quarter. 


• Application of the appropriate colour code indicates approval for use. In relation to colour coded tagging, site 
specific requirements (MARC/Customer sites) may need to be adopted where WesTrac owned lifting 
equipment is used.  


• There is a two (2) week grace period on all quarterly tagging of work at height and lifting equipment 
however, effective planning is required to ensure that all equipment in use is tagged with the correct colour for 
the quarter. 
 


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


• Ensure these requirements are adhered to by the relevant personnel. 


• Ensure that electrical, work at height and lifting gear is inspected quarterly and tagged with the respective 
colour coded tag, load tested and certified annually by an approved supplier and results recorded and kept by 
the approved supplier. 


• Ensure faulty equipment and gear is tagged “Out of Service” and is not used. 


• Ensure that equipment is maintained in a safe condition. 
 
All Employees: 


• Must ensure compliance with this procedure.  


• Present any personal electrical, work at height or lifting equipment for inspection, testing and tagging before 
use.  


• Inspect any lifting gear before each use and where defects are found remove the items from service, tag “out 
of service” and report the defect to their Supervisor. 


• Ensure that equipment without a current inspection tag is not to be used. It must be tagged with an ‘Out of 
Service tag’ and placed in a quarantine area (i.e. Tool store) Attempts to notify the relevant contractor to come 
and inspect and tag the equipment must be made. 


 


5 Reporting 
 
Reporting and documentation of test and tagging shall be maintained by external service provider and/or Branch 
Manager. 
 


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. 
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7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   Branch Managers 
 
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE 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-HSEQ-0100 Life Saving Rules Policy 


PCD-NAT-HSEQ-0136 Cranes, Lifting and Equipment 


PCD-NAT-HSEQ-0130 Electrical Equipment Procedure 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 


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 13/10/14 Procedure developed. MG MC BG/GH 


2.0 02/04/15 
Updated office equipment to a 5 year inspection 
testing requirement. 


MM BG/GH KB 


3.0 25/01/19 
Review frequency of testing and tagging 
electrical equipment 


JT JT GH 


4.0 20/06/19 
Inclusion of 6-monthly tag (Orange / White) and 
6-monthly colour scheme frequency 


NG CS KB 
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WORKING AT HEIGHTS PERMIT 
Work Order No:  Date of issue:  


Requested By:  
WesTrac 
Supervisor/Manager name: 


 


Location of Work:  Proposed Date of Work:  


THIS PERMIT IS VALID FOR 72 HOURS AND MUST BE REVIEWED WHEN A SIGNIFICANT CHANGE TO THE JOB 
OCCURS 


 


Risk Management Yes No 


Q1.     Does a Safe Work Procedure (SWP) exist for this task?   


         Q1a.          Has the SWP been reviewed by the work party and attached to this Permit?   


Q2.     If there is no SWP:      Has a JHA been completed for this task?   


           Q2a.          Has the completed JHA been attached to this Permit?   


Do NOT to proceed without an approved SWP or JHA. This Permit maybe withdrawn at any time if unsafe work 
practices are observed. 


The following questions MUST be answered “YES” to proceed. STOP work if response is “NO”.   


Training and Competency Yes No 


Do all personnel hold current working at heights competencies within 3 years?   


The Spotter (when used) has the relevant competencies to carry out task and is aware of emergency response 
if required? 


  


All high-risk work licenses have been sighted and verified before commencement of work?   


Person(s) have confirmed no fear of heights and/or do not suffer from Vertigo/dizziness?    


Is Scaffold being used to complete the Working at Heights task? Yes  No  


Does the scaffold have appropriate certification and inspection? (i.e. Scaff-tags attached to entry points)   


Scaffold will not be used as a landing for loads to be lifted onto/from?   


What duty scaffolding required?  Light (225kg)  Medium (450kg)  Heavy (675kg) 


Has the re-inspection frequency been determined?                               Every……………………Days   


Is the scaffold protected from being hit by moving vehicles/equipment?   


Does the scaffold have complete floors, toe boards, mid rails and handrails?   


Is an EWP being used for Working at Height? Yes No 


Is the EWP being operated at a height of >4m? If Yes, are controls in place   


Is the EWP maintenance book with the equipment? Has it been checked and current?   


Has the pre-start inspection been carried out and recorded in the EWP logbook?   


For a Boom-Type EWP, is the operator wearing appropriate fall prevention PPE?   


Has the operator attached their lanyard to the anchor point in the basket of the EWP?   


Are ground & weather conditions suitable for use of the EWP?   


Have all overhead hazards been controlled in the area where the EWP is operating?   


Has an exclusion zone been setup around the EWP to prevent people from accessing the area?   
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Is Fall Prevention PPE being used for Working at Height? Yes No 


Are personnel positioned so they cannot reach an open edge?   


Work at height safety equipment, access equipment has been inspected and has a current inspection tag 
attached 


  


Is a Workbox being used for Working at Height? Yes No 


Has the pre-start inspection been carried out and recorded for the equipment being used?   


Have all overhead hazards in the area been controlled where the Workbox is being used?   


Has a lifting plan been completed for the Workbox operation? Is it attached to this Permit?   


Are personnel operating equipment for the Workbox trained, competent and holding a High Risk Work License?   


Are Portable Ladders being used for Working at Height? Yes No 


Is the ladder suitable and in good working order? (Non-skid feet, no cracks/twists or missing steps)   


Is the ladder secured/stable to prevent movement?    


Emergency Response/ Rescue Plan 


Emergency Contact Number: ………………………………           Radio Channel: …………………………………… 


Action to be taken in the event of an emergency: 


Phase One      Call for assistance by: 
 
 


Phase Two      Recover Casualty/s by: 
 
 


Phase Three    Stabilise Casualty/s by: 
 
 


Work is NOT allowed to proceed without a completed Emergency Response/Rescue Plan  


Request and Approval Signatures 


I acknowledge that it is my responsibility to ensure that all persons engaged in this work/task, whether employed directly or 
on sub-contract execute their duties in a safe manner in accordance with the requirements of this Permit. 


Permit Holder: Time: Date: Signature: 


Names of Involved Person(s) Engaged in this work task: 


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  
Competent Person: 


Time: Date: Signature: 


Permit Closure 


All work associated with this Permit is complete and safe. 


Permit Holder: Time: Date: Signature: 
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I acknowledge that the work has been completed satisfactorily. 


WesTrac  
Competent Person: 


Time: Date: Signature: 
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WORKING AT HEIGHTS PROCEDURE   
 


1 Purpose 
 
This procedure sets the minimum acceptable standards to be followed by all personnel where there is a risk of falling 
from one level to another when working from more than 1m off the ground or when working within 2m from an 
open edge  
 


2 Scope 
 
This Procedure applies to all entities within WesTrac and Workers must ensure compliance. Some customer sites may 
have specific requirements which all WesTrac workers must comply with. This WesTrac Procedure shall be the 
minimum standard to comply with. 
 


3 Procedure 
 


3.1 Life Saving Commitment Requirement 
 
Life Saving Commitment provide absolute clarity on expectations to manage fatal risks and prevent someone from 
being seriously injured or killed. Falling from height or falling into depths presents a risk with the potential to cause a 
fatal event and as such is one of WesTrac’s' Life Saving Commitment. The Working at Heights Life Saving 
Commitment outlines:  
 
I will never work at height without appropriate fall protection or fall prevention 
in place.  
 
The following mandatory controls or requirements also apply to the Life Saving Commitment: 
 


• If working near an open edge cannot be eliminated, personnel must source 
barricading, work platforms, scaffolding or elevated work platforms before resorting to 
PPE. 


• Only trained and competent personnel are permitted to perform work in a fall prevention situation. 


• You must complete a Working at Height Permit and Job Hazard Analysis (JHA) prior to commencing any 
complex tasks. 


• For routine tasks where a SWP exist, you must complete a Take 5 prior to commencing the task.  


• If there is a change in the scope of work although a SWP is available, a JHA and a Take 5 must be completed 
 


The Working at Heights Life Saving Commitment is non-negotiable, and any breaches of the rule will initiate a full 
investigation which may result in disciplinary processes being applied. For specific information on Life Saving 
Commitment refer to the Life Saving Commitment Policy (POL-NAT-HSEQ-0100).  
 


3.2 Risk Management  
 
For tasks that involve the risk of a fall, there should be detailed step-by-step procedure available which demonstrates 
how to execute the task safely. In the absence of an existing Safe Work Procedure (SWP), a Job Hazard Analysis 
(JHA) shall be performed for each task that involves the risk of a fall.  
 
As a minimum, a Job Hazard Analysis shall be completed to identify hazards and implement appropriate control 
measures for the Working at Heights task. Where required, a Working at Heights Permit must also be completed 
(Section 3.6) 
 
If the completion of a JHA identifies risks that cannot be adequately controlled, the work must not go ahead, and the 
risk assessed in a more formal setting to identify appropriate measures. This risk assessment approach may need to 
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be facilitated by appropriate personnel and conducted using the Risk Register Template (FTT-NAT-IA-001) and the 
Risk Matrix (FTT-NAT-IA-004). 
 
All JHA’s and risk assessments must be signed off by an authorised person.  
 


3.3 Hierarchy of Control 
 
Prior to starting any task where a risk of fall exists, workers must control the risks associated with the task to an 
acceptable level, with control measures evaluated in an ordered hierarchy.   
 
Risk Control measures should be reviewed: 
 


• Before any alterations are made to the work or structure, plant or system that could result in a fall 


• If a risk control measure does not control the risk 


• After being notified of an incident involving a fall or fall hazard 


• After being requested by a health and safety representative 
 
The following table outlines a Level 1 - 6 approach, where Level 1 is the most preferred option. In some instances, a 
combination of control measures from may be appropriate (e.g. Engineering, Administration & PPE). 
 


Level Hierarchy of Control Example 


1 Elimination 


Where practicable, the need to work where there is the risk of a fall shall be 
avoided by working from ground level.  
 
This can be achieved through the following measures: 


• Lowering components or equipment to the workshop floor 


• Reducing shelving heights in the warehouse to allow workers to 
access items from ground level 


• Using switches/valves/outlets/inlets that are located at ground level 


• Installing relays/indicators that provide information from ground 
level  


• Utilising technology to avoid personnel being put in a position with 
a risk of a fall 


2 Substitution 


Where it is not possible to control the risk of a fall through Elimination, the 
next best control is Substitution. 
 
This can be achieved through the following measures: 


• Moving the work to a building or solid structure with no fall risk  
(e.g. mezzanine floors with existing handrails or guard rails that are 
permanently installed). 


 


3 Isolation 


Where it is not possible to control the risk of a fall through Elimination or 
Substitution, the next best control is Isolation by guarding or enclosing the 
hazard, so personnel cannot be exposed to an unprotected open edge. 
 
This can be achieved through the following measures: 


• Installing edge protection where a person could fall into an 
excavation, trench, pit or gap between a structure (see Appendix 
B) 


• Enclosing an opening or hole so personnel cannot be exposed to 
the open edge (see Appendix B) 
 


 
The use of barricading and edge protection is also defined 
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Level Hierarchy of Control Example 


by the Safety Protection Devices Life Saving Commitment: 
I will never remove, bypass or modify a safety 
protection device (e.g. guard, interlock or barricade) 
without authorisation. 
 


4 Engineering 


Where it is not possible to control the risk of a fall through Elimination, 
Substitution or Isolation, the next best control is engineering.  
 
This can be achieved through the following measures: 
 


• Use of temporary work platforms (including engineered handrails 
for machinery) 


• Erection of fixed or mobile scaffolding  
Refer to Appendix C  


 


5 Administration 


Where it is not possible to control the risk of a fall through Elimination, 
Substitution, Isolation or Engineering the next best control is 
Administration.  
 
This can be achieved through the following measures: 


• Providing training for fall prevention/working at heights to a 
National Unit of Competency (e.g. RIIWHS204 – Work safely at 
heights) 


• Providing machinery & plant for use in fall prevention situations 
(e.g. Elevating work platforms (EWPs), Scissor Lifts, Order Picker 
Forklifts etc.) 


• Developing safe work procedures that detail step-by-step 
instructions for tasks that involve the risk of a fall 


• Providing warnings or soft barricades that alert personnel of the 
risk of a fall (e.g. warning signs, danger tape & hazard tape) 


• Maintaining a minimum of two metres from any exposed edge on 
non-slip solid surface with a gradient of 7 degrees or less 


• Providing a permit system for use in fall prevention situations (e.g. 
Working at Heights Permit (FTT-NAT-HSEQ-0129)) 


 


6 PPE 


Personal Protective Equipment should only be used as a last resort and 
in conjunction with either Elimination, Substitution, Isolation, Engineering 
or Administration, to control the risk of a fall.   
 
Any equipment to be used as PPE for the purposes of completing Work at 
Heights must comply with AS1891 Industrial fall-arrest systems and 
devices (series).  
 
WesTrac will supply PPE for workers and/or contractors to utilise for 
working at heights tasks. This PPE will be controlled by the tool store at 
each branch/store/site. 
 


Note: Level 6 should only be considered after considering levels 1 – 5 and 
used in conjunction with another hierarchy of control never as a standalone 
control for working at heights 
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3.4 Machinery & Plant for use in Fall Prevention situations 
 
Elevating work platforms (EWP’s) are mobile machines that are intended to move persons, tools and material to 
working positions and consist of at least a work platform with controls, an extending structure and a chassis. There are 
many variations of EWP’s, but they are categorised into a Boom Type or Scissor Type. 


 
The operation of any EWP to perform work carries a significant amount of risk and only personnel who are trained, 
competent and authorised to use an EWP are permitted to do so.  
 
All WesTrac owned EWP’s that are used on a mine site in WA must be registered with the State Mining Engineer as 
classified plant and subject to the requirements provided in legislation (Mines Safety and Inspection Regulations 1995, 
Division 3 – Classified Plant). 


 


3.4.1 Boom Type EWP’s 
 
A Boom Type elevating work platform uses a telescoping device, hinged device, articulated device or any combination 
of these to raise personnel, equipment or materials to perform work. Operating Guidelines can be reviewed in 
Appendix D. 
 
To operate a boom type elevating platform  greater than 11 metres you need a WP high risk work licence which meets 
the requirements of TLILIC2005 - Licence to operate a boom-type elevating work platform (boom length 11 metres or 
more (accessed at http://training.gov.au). Any training that does not meet these requirements is not permitted. 
 
To operate a boom type EWP with a boom length less than 11 metres, a worker must meet have trained competency 
in RIIHAN301 - Operate elevating work platform (accessed at http://training.gov.au); Or hold the EWPAA yellow card 
with the class “BL”.  Any training that does not meet these requirements is not permitted. 


 


3.4.2 Scissor Type EWP’s 
 


Scissor Type EWPs are also known as Scissor Lifts in wider industry. The operation of any type of Scissor Lift does 
not require a licence under current Australian legislation. Note, there is no Working at Heights Permit required to 
operate a Scissor Type EWP. 


 
WesTrac has an approved SWP that must be followed SWP – Scissor Lift Operation (WIN-NAT-HSEQ-0189). These 
guidelines should be viewed as minimum requirements for operating Scissor Type EWPs at WesTrac.  


 
WesTrac shall require all Scissor Type EWP operators to be trained, competent and authorised for the equipment they 
are operating. The operating guidelines are further outlined in Appendix E.  The training must be to the competency 
and assessment requirements outlined in RIIHAN301D – Operate elevating work platform (accessed at 
http://training.gov.au); Or hold the EWPAA yellow card with the class SL. Any training that does not meet these 
requirements is not permitted. 
 
Where WesTrac does not have a safety trainer to deliver training in-house or a Verification of Competency is unable to 
be completed, WesTrac will select a preferred vendor who can deliver this training.  
 


3.4.3 Order Picking Forklifts  
 


WesTrac uses a variety of Order Picking Forklifts on its premises, primarily for picking, stacking and relocating parts in 
various warehouse settings.  


 
The operation of any size Order Picking Forklifts at WesTrac requires a valid National Licence to Perform High Risk 
Work (Class LO). Evidence of the current valid licence must be produced on site within a reasonable time on request. 
Operators must also hold current fall prevention/Working at Heights Training Competency. 


 



http://training.gov.au/

http://training.gov.au/

http://training.gov.au/
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The training must meet the requirements of TLILIC0004– Licence to operate an order picking forklift truck (accessed 
at http://training.gov.au). Any training that does not meet these requirements is not permitted. 


 
When using an Order Picking Forklift: 


• A pre-start inspection must have been completed on the machine prior to it being used on each shift. 


• Operators must wear fall restraint PPE at all times, connected to an inertia reel attached to the forklift. 


• The manual override must be tested and working prior to commencement of task 
 


Note: There is no requirement for a Working at Heights Permit to be completed when using an Order Picking Forklift, 
because of the repetitive nature of the tasks being performed, the controlled warehouse setting and site-specific 
emergency response plan. 


 


3.4.4 Workboxes (Man Cages)     
 


Workboxes are not to be used at WesTrac unless all other options have been exhausted. The use of a workbox in any 
situation must be accompanied by a risk assessment, which is approved by a General Manager. 
 


3.5 Training and Competency  
 
Any persons including contractors required to work off the ground where there is a likelihood of a fall from more than 
1m must be trained before doing so. The training will remain valid for three (3) years. If a person has not received 
refresher training after the three (3) year period, that person is not permitted to work off the ground until they have 
received the refresher training. Refer to Appendix G for the Training Decision Tree. 


 
Where WesTrac does not have a safety trainer to deliver training in-house, WesTrac will select a preferred vendor 
who can deliver tailored fall prevention/working at heights training packages that contain content which is specific to 
working at WesTrac. Work safely at heights training shall be delivered in accordance with RIIWHS204.   
 
Evidence of training competency needs to be supplied to the site/branch administrator to be documented in the 
Training Matrix stored on the TeamSite.  
 


3.6 Working at Heights Permit System 
 
A Working at Heights Permit must be completed and signed off by a Supervisor/Leading hand who is trained in fall 
prevention/working at heights. The approved WesTrac Working at Heights Permit (FTT-NAT-HSEQ-0129) should be 
completed in OnTrac where possible. 
 
The permit is valid for 72 hours and must remain in the work area with the work party and is not transferrable between 
work crews. 
 
The Working at Heights Permit includes an area to document a rescue plan which is required prior to commencing 
work. The rescue plan must document: 


• Emergency contacts on site 


• Actions to be taken in the event of an emergency. 
 
A Working at Heights Permit needs to be completed for the following scenarios: 


 


• Operating any Boom Type EWP  


• Erecting, alteration or dismantling any scaffold more than 4m in height 


• Ladder access to roof tops 


• Use of a man cage/workbox 
 
A Working at Heights Permit is not required if working from a solid structure (i.e. a work platform as outlined in 
Appendix C). 
 



http://training.gov.au/
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3.7 Warning Signs and Soft Barricades 
 


Compliance to WesTrac procedure Barricading, Demarcation, Labelling and Signage (PCD-NAT-HSEQ-0111) is 
required for tasks involving the risk of a fall. 


 
The use of barricading and edge protection is also defined by the Safety Protection Devices Life 
Saving Commitment: 
I will never remove, bypass or modify a safety protection device (e.g. guard, interlock or 
barricade) without authorisation. 


 
Danger tape (red and white stripes) is to be put in place to warn of a hazard that is likely to be life threatening.  
For any task that involves the risk of a fall, warning signs and danger tape should be put in place to demarcate the 
work area involved. 
NOTE: Danger tape is not an acceptable level of control for an exposed edge. Hard barricading MUST be in 
place for every exposed edge, in accordance with Appendix B of this procedure.  


                                             


3.8 Personal Protective Equipment (PPE) Controls 
 


Any equipment to be used as PPE for the purposes of completing Work at Heights must comply with AS1891 
Industrial fall-arrest systems and devices (series).  


 
WesTrac will supply PPE for workers and/or contractors to utilise for working at heights tasks as per the Personal 
Protective Equipment Procedure (PCD-NAT-HSEQ-0113). This PPE will be controlled by the tool store at each 
branch/store/site.  


 
Personnel are permitted to purchase and utilise their own working at heights equipment if that is their preference. This 
PPE must be purchased from a preferred WesTrac supplier, comply with AS1891 and be subject to the same 
inspection requirements as WesTrac owned PPE (quarterly tagging and pre-use inspections). 


 
Some stores/branches/sites may wish to utilise a Working at Heights Kit that contains all necessary PPE to complete 
a working at heights task. Appendix A details these items. 


 


3.8.1 Types of PPE Systems 
 


The following diagram shows the acceptable practices for a fall prevention setup at WesTrac: 
 


 
 


Anchor points must be located so that the lanyard or inertia reel of the system can be attached without the risk of a 
person falling.   


 
It is essential that the fall prevention setup does not allow for a person to be exposed to an open edge.  
 
At no point is a fall arrest situation to be considered unless all other controls have been exhausted.  
Any fall arrest situation must be approved by the Area/Branch Manager. 
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3.8.2 Suspension Trauma Straps 


 
The cause of Suspension Trauma is the restriction of the harness; blood pools in the legs following a fall and may 
affect other organs due to oxygenated blood flow constraints. 
 
In the event of a fall, the operator must release the Suspension Trauma Straps and stand in the straps as trained, to 
prevent possible Suspension Trauma. The person is then to be rescued as soon as possible via EWP, platform, forklift 
or emergency response team if available.  


 
Suspension Trauma is a medical emergency. Failure to act fast may result in death. 
   
3.8.3 Inspection of PPE 


 
All fall prevention equipment used on site must be inspected on a regular basis and by the user of the equipment 
before each use and as per below: 
 


• Inspection intervals should be in accordance with the manufacturer’s specifications or as per WesTrac 
procedures not exceeding three months. 


• Inspections must be conducted by a competent trained person, and a record of inspection must be 
maintained. 


• Guidance on the inspection of fall-arrest systems and devices must be in accordance with AS1891.4:2000 
Industrial fall-arrest systems and devices – Selection, use and maintenance. 


• Anchor points must be tested and approved by a competent person prior to use, after installation and 
regularly, or after a fall.   


• Inertia reels have a service life of five years, after five years inertia reels are to be disposed of and 
replaced.  


 
Note:  Synthetic products used in lifting and fall prevention operations such as flat webbing and round slings and 
working at heights harnesses must not be marked with a marker pen of any kind.  Marking a synthetic fibre product 
with a marker pen will result in a reduction of the fibre strength, and any item found to be marked with a marker pen 
must be ‘tagged out of service’. 


 


3.9 Other Controls 
  


3.9.1 Falling Objects  
 
Control measures shall be in place to prevent objects from falling and causing injury or damage. Such controls may 
be, but are not limited to: 
 


• Containment sheeting  


• Toe boards/Kickboards  


• Tool Lanyards 


• Lift boxes  


• Loads secured to cranes and hoists 


• Catch platforms 


• Gantries  
 
An exclusion zone must be set up around the base of any EWP while it is in use to prevent dropped objects causing 
injury. There must be “Danger” tape, or another other form of physical barrier or signage under the work area.    


 
3.9.2 Specific Controls for Mobile Equipment  
 
Access to the operator’s cabin shall be by means of a safe access including hand rails, ladders, stairs, and platforms. 
When accessing the operator’s cabin, three points of contact shall be maintained at all times. 
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Platforms used for access to mobile equipment, may be used for direct access from the ladder/stairway to the cabin 
only without exposing the person to an open edge.   


 


3.9.3 Using an Overhead Crane as an Anchor Point 
 
Using an overhead crane as an anchor point is acceptable, however; an inertia reel must be used all times. In this 
system, the person will be deemed to be conducting work in a limited free-fall arrest situation. Approval for this setup 
is only given by a Branch Manager or their delegate. 


 
If an overhead crane is to be used as an anchor point the following shall take place: 


• A detailed risk assessment must be conducted and approved by the Branch Manager or their delegate before 
any work commences; 


• The overhead crane which is to be used as the anchor point and any other crane on the same rail shall be 
isolated, locked and tested for dead – as per Isolation and Tagging Procedure (PCD-NAT-HSEQ-0125); 


• The crane SWL shall be greater than 1.5t (15kN) for one person or 2.1t (21kN) for two people; 


• Access to the machine shall be done by maintaining 3 points of contact; 


• Attach an inertia reel to the hook of the crane only. Lanyards are not permitted; 


• Commence and complete work, maintain 3 points of contact where possible; 


• The E STOP must be activated on the pendant except when rescue is initiated; 


• A spotter must be used at times when personnel are anchored to a crane. 
 


The following should be noted: 


• Cranes are NOT to be used to lift a person and must be used as an overhead anchor point ONLY. 


• The use of type two retractable fall arrestors (e.g. Miller Falcon) are the best option, as the unit can be set up 
on the hook and placed in to position, the person working at height can have 100% hook up from the ground.  


• When isolating the crane, ensure that the person attached to the anchor point is unable to reach an open 
edge (i.e. they are not working in a ‘fall arrest’ setup as per Section 3.8.1). 
 


3.9.4 Working on Roofs 
 


Roofs are assumed to be covered in brittle or fragile material unless identified as metal and in sound condition.  No 
WesTrac personnel are authorised to walk on fragile material. 


 
If access to a roof is required, this shall be determined by a risk assessment conducted and approved by the 
Area/Branch Manager before any work commences. 


 
3.9.5 Accessing Flatbed Trucks/Tray back Utes  
 
If the task of loading or unloading a truck cannot be done from the ground or from a solid platform, consider a fall 
protection device such as temporary work platforms or guardrails. Guardrails are often fitted to vehicles and designed 
to fold flat until needed. 
 
WesTrac insists that all falls must be prevented, therefore a person who is standing on a 
truck bed or trailer over 1m high must have temporary work platforms or guardrails.  
 
For truck beds or trailers 1m or under the truck bed must have clear access along the 
flatbed not less than 450mm wide. This means the person cannot walk alongside a 
machine on the truck or trailer that is the same width as truck bed or trailer. Where 
possible the person should return to the ground minimising the time spent on the truck bed 
or trailer, undertaking all tasks from the ground where possible. 
 
When accessing/egressing on or off a truck bed or trailer do this at the headboard or backboard/ramp end maintaining 
3 points of contact and when the person needs to walk along the truck bed or trailer, then they should walk along the 
centre of the truck bed or trailer, but never closer than 450mm to the edge of the truck bed or trailer 
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3.9.6 Ladders 
 
Ladders should only be used as a means of access to or egress from a work area, and not used as a working platform 
unless it is designed to be worked from. Refer to Appendix F and read in conjunction with Ladders, Stairways and 


Walkways (PCD-NAT-HSEQ-0135).  
 


4 Responsibilities 
 
Managers and Supervisors: 


• Must ensure compliance with this procedure. 


• Issue and approve Working at Heights Permit if trained to do so. 


• Ensure risk assessments are undertaken and control measures implemented to eliminate or reduce risks of a 
fall as far as practicable. 


• Ensure staff are trained in fall prevention systems and risk assessment. 


• Ensure equipment used to control the risk of fall is designed and constructed for the task and the working 
environment, for which it is to be used. 


• Ensure emergency procedures are established to enable the rescue of a worker in the event of a fall occurring 
and the provision of first aid as soon as possible after the emergency occurs. 


 
Workers: 


• Must ensure compliance with this procedure  


• Workers must carry out tasks in accordance with information, instruction and training given and use any risk 
control measures put in place or provided by WesTrac. 


• Ensure a Working at Heights Permit is completed when required. 
 


5 Reporting 
 
Any breach of this procedure shall be reported in accordance with Hazard & Incident Reporting & Notification 
Procedure (PCD-NAT-HSEQ-0107). 
 


6 Further Information 
 
All Workers who require further information or need clarification of anything contained in this Procedure should contact 
their Supervisor, area HSE Advisor or the WesTrac Institute. 
 


7 Accountabilities 
 
Compliance to Procedure  All Workers 
 
Implementation & Review  Supervisors and Workers performing work where there is a risk of a fall  


HSE Advisors  
Safety Reps 


 
Approval of Procedure   General Manager Safety, Security & Risk  
      
Monitoring  WesTrac Management 
 All Supervisors, particularly those who issue Working at Heights Permits 
 HSE Advisors 
 Health and Safety Reps 
 
Interpretation and Advice  HSE Manager  


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 


FTT-NAT-IA-0004 Risk Matrix 


PCD-NAT-HSEQ-0111  Barricading, Demarcation, Labelling and Signage 


FTT-NAT-HSEQ-0129 Working at Heights Permit 


PCD-NAT-HSEQ-0135 Ladders, Stairs and Walkways 


FTT-NAT-HSEQ-0205 Ladder Inspection Checklist 


WIN-NAT-HSEQ-0189 SWP – Scissor Lift Operation 


FTT-NAT-HSEQ-0222 Body Harness Checklist 


PCD-NAT-HSEQ-0113 Personal Protective Equipment Procedure 


PCD-WA-SER-0004 Verification of Competence 


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


Title Description  


NSW Work Health and Safety Act 
2011 


NSW Legislation 


NSW Work Health and Safety 
Regulation 2017 


NSW Regulation 


WA Occupational Safety and Health 
Act 1984 


WA Legislation 


WA Occupational Safety and Health 
Regulations 1996 


WA Regulation 


WA Mines Safety and Inspection Act 
1994 


WA Legislation 


WA Mines Safety and Inspection 
Regulations 1995 


WA Regulation 


NSW – Managing the Risk of Falls 
at Workplaces (Safe Work Australia) 
published March 2015 


Code of Practice 


WA – Prevention of Falls at 
Workplaces (WorkSafe WA) 
published 2004 


Code of Practice 


AS 1418.1-2004  Cranes, Hoists and Winches – General Requirements 


AS 1418.10-2011  Cranes (Including Hoists and Winches) – Elevating Work Platforms 


AS 1418.17-2016  Cranes (including hoists and winches) – Design and Construction of 
Workboxes 
 


AS/NZS 1576  Scaffolding series 


AS/NZS 1577 Scaffold decking components 


AS 1657-2013  Fixed Platforms, Walkways, Stairways and Ladders – Design, Construction 
and Installation 


AS/NZS 1891.1-2007  Industrial Fall-Arrest Systems and Devices: Safety Belts and Harnesses 
 


AS/NZS 1891.3-1997  Industrial Fall-Arrest Systems and Devices: Fall-Arrest Devices 
 


AS/NZS 1891.4-2009  Industrial Fall-Arrest Systems and Devices: Selection, Use and 
Maintenance 
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AS/NZS 1892  Portable Ladders series 


AS 2359  Powered Industrial Trucks series 


AS 2550.1-2011  Cranes, Hoists and Winches – Safe Use – General Requirements 
 


AS 2250.10-2006  Cranes – Safe Use – Elevating Work Platforms 


AS 3569-2010  Steel Wire Ropes 


AS 4142  Fibre Ropes series 


AS/NZS 4389-2015 Safety Mesh 
 


AS/NZS 4576-1995 Guidelines for Scaffolding 


AS/NZS 4994  Temporary edge protection series 


RIIWHS204D Work safely at heights 
 


RIIHAN301D Operate elevating work platform 


TLILIC National Licence to Perform High Risk Work series 
Licence to operate a boom-type elevating work platform (boom length 11 
metres or more) 
- TLILIC2005 “Class WP” 
License to operate and order picking forklift truck 
- TLILIC0004 “Class LO” 


 


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


Term Definition 


LSC Life Saving Commitments 


JHA Job Hazard Analysis 


WAH Working at Height 


SWP Safe Work Procedure 


PPE Personal Protective Equipment 


AS/NZS Australian Standard/New Zealand Standard 


RTO Registered Training Organisation  


VOC Verification of Competency 


EWP Elevated Work Platform 


HRWL High Risk Work Licence 


WesTrac DMS WesTrac Document Management System 


STS Suspension Trauma Straps 


SWL Safe Working Limit 


kN “kiloNewtons” A unit of measure of the force applied to a certain point, often given as a 
rating. It is converted to kilograms (kg) by multiplying the value by 100.  
E.g. 15kN = 1500kg. 


Worker Refers to any person that carries out work in any capacity for WesTrac. A 
worker includes; employees, contractors, subcontractors, labour hire, 
apprentice or trainee and volunteers. 
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10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 24/05/13 Transferred to new template. MC CG CG 


2.0 28/10/13 
Additions highlighted in grey, legislative update 
to include National Code of Practice 
requirements 


MC/CG/GH DP DP 


3.0 19/03/14 
Clarification on the use of working at heights 
permits. Addition of refresher training. Other 
changes indicated in grey. 


DP MC BG/GH 


4.0 26/05/14 Updated   BG/GH 


5.0 23/06/14 
Elevated Work Platform (3.8) added ‘Boom type 
elevating work platform’ 


GH GH BG/GH 


6.0 14/07/14 
Related documents and Abbreviations table 
updated 


JT BG/GH BG/GH 


7.0 03/10/14 Addition of working from an overhead crane AK MC BG/GH 


8.0 31/05/16 Change JSA to JHA EP MC BM/GH 


9.0 28/07/17 Complete review of Procedure AD - GP/GH 


10.0 15/11/17 Minimal word insertions made in Section 3.19 - - GH/KB 


11.0 01/06/19 
Change Life Saving Rules to Life Savings 
Commitments 


LD LD KB 


12.0 03/10/19 Complete review of procedure NT (WA) NT (NSW) GH/KB 
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Figure 1 - Example from AS1657, Section 
6 


Appendix A - WesTrac PPE Specifications for Working at Heights 
 


As a minimum, the below equipment should be available for workers to utilise when completing working at heights 
tasks. It must be ensured that workers are trained in the safe use and inspection of this equipment.  


 
 


Part Number Description Qty. in Kit 


MFL-13/2M-AUS Turbolite Unit Triple Action Karabiners Stainless 2 


MFLB Bracket for Turbolite 1 


WT02M Webbing Tie Off 2mtr – Yellow 1 


91326 Triple action Karabiner 2 


WT01MR Webbing Tie Off 1mtr – Red (Yellow) 2 


WT0.0.6M Webbing Tie Off 600mm – Blue 2 


M1070023 5mtr Anchorage Line with Type 1 & Energy Absorber 1 


9099 Miller Relief Steps 2 


M1020219 Air Core Harness – Floating Dee Ring 1 


 
The above equipment can be sourced in any state by WesTrac approved suppliers.  The equipment supplied 
must be exactly as the above list states or seek approval from HSE Manager for alternatives. 


 


Appendix B - Fall Prevention Controls - Isolation 
 


Edge Protection Guidance 
Where edge protection is considered as a control for fall prevention, the edge 
protection must: 


• Be able to withstand a force of 0.60kN (61kg) applied to any point 


• Have top rails installed between 900mm and 1100mm above the 
working surface (Figure 1) 


• Provide mid rails and toe boards (wire mesh infill panels 
incorporating a toe board may be used) 


• Include gates, safety chains or other means of preventing falling 
while using an access point 


• Ensure that every open edge of a stair, landing, platform, shaft, 
excavation, trench or pit opening is protected. 
 


Protection of Openings or Holes 
When there is a man-made opening or hole with a potential for a fall, the following will 
apply: 


• All holes and openings other than a lift well, stairwell or vehicle inspection pit with 
dimensions greater than 200mm X 200mm must be protected. 


• Holes or openings in concrete floors must, where practicable, be protected with 
embedded wire mesh and covered with material of adequate strength to prevent 
persons or things entering or falling through.  


• Holes or openings in any other type of (non-concrete) floor must be covered with 
material of adequate strength to prevent entry by objects or persons and be fixed 
securely to the floor.  


• Holes or openings covered with wire mesh must not be used as a work platform.   


• All covers must be marked clearly with the words  
“Danger – Hole Beneath”.   


 
 
 
 


Figure 2: Example 
of signage 
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Figure 3: Engineered platform for D11R 


Figure 4: step platform in use 


Appendix C – Engineering Fall Prevention Controls 


 
Temporary Work Platforms  
Work platforms position people and equipment so that people can work without the potential for a fall.  
The platform construction may be either permanent or temporary.  


 
Safety steps and small stepladders are temporary work platforms that are acceptable, provided a personal risk 
assessment has been performed prior to their use (i.e. a Take 5). 


 
Single and extension ladders are not considered to be a temporary work platform and are not to be used for the 
purpose of working at height – they are only to be used for safe access/egress.  
Refer to Appendix F in this document for further guidance on ladders.  


 
The following describes the requirements for the safe design, construction and use of work platforms.  
 
As a minimum, a temporary work platform shall: 


• Be designed and constructed to the relevant standard to carry 
the anticipated loads  


• Have a firm, level surface that does not move while being 
worked upon. 


• Have a minimum width of a work platform of 450mm or more 


• Have edge protection installed (see Appendix B in this 
document) 


• Drop down back rests should be used. 
 


Engineered work platforms (such as the pictured example in Figure 3) that are bolted 
in place to machinery are acceptable for use.  These engineered work platforms 
should be used in conjunction with appropriate procedures, training and fall protection 
PPE if required. 
 
Step platforms (Figure 4) are encouraged to be used as a control measure to protect 
against falls. These types of platforms can provide a suitable work surface for light 
duty or short duration work. 
 
All platforms shall be engineered to the appropriate Australian Standard.  
 


 
 


Fixed Scaffolding 
 
Fixed scaffolds shall be designed to an appropriate standard, and erected, altered and dismantled by persons who are 
holders of a National HRWL to conduct scaffolding work (i.e. a licenced scaffolder with SB, SI or SA) where it is more 
than four metres in height. The licence must be produced on site within a reasonable time on request. 


 
The erection, alteration and dismantling of scaffolding shall comply with AS4576 – Guidelines for scaffolding and 
SafeWork Australia: General guide for scaffolds and scaffolding work – July 2014 (accessed via 
safeworkaustralia.gov.au). The licenced scaffolder shall also follow any manufacturer’s recommendations. All 
Scaffolds shall comply with AS1576 – Scaffolding series.  


 
Erection, alteration and dismantling of scaffolding more than 4m in height will require personnel to complete a Working 
at Heights Permit, refer to section 3.6 of this document. 
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As a minimum, WesTrac expects the following requirements to be met: 


• All scaffolding is erected, altered and dismantled by a competent 
person. 


• Any scaffold where a person or object could fall more than four 
metres (4m) must be erected, altered and dismantled by or under 
the direct supervision of a licensed scaffolder. 


• Scaffolds must be of the same type and not mixed components. 


• All scaffold inspections must be conducted by a licenced 
scaffolder. 


• Scaffold inspections shall be undertaken every thirty (30) days for 
all scaffolds >4m. 


• Scaffold inspections shall also occur: 


• After an incident where stability may have been affected; 
or 


• After any alteration or repair has been carried out; or 


• After an event of adverse working conditions (i.e. high 
winds, heavy rain, oil spills) 


• These inspections must occur prior to workers using the 
scaffold again. 


• A handover certificate must be attached to all completed scaffolds >4m, signed by the licenced scaffolder. The 
certificate must indicate the duty rating, access type and any special conditions. 
 


 
Mobile Scaffolding 
Mobile scaffolds shall be subject to the same criteria as defined above in Fixed Scaffolding.  


 
Where work is performed using mobile scaffolds, the following requirements must be met: 


• The structure remains level and plumb at all times. 


• The structure is not accessed until all locking mechanisms are in place to prevent 
movement. 


• The structure is never moved while a person is on it. 


• Overhead hazards are identified and controlled before moving the scaffold. 


• Mobile scaffolds must be inspected before use to ensure stability and integrity of 
the structure is not compromised, e.g. ladder is stable and secured to frame. 


 
 
 


 


  


Figure 5: Example of fixed scaffold 


Figure 6:  Example of 
mobile scaffold  
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Appendix D – Operating Guidelines for Boom Type EWPs 
 
Operating Guidelines 
These guidelines should be viewed as the minimum requirements for operating Boom Type EWPs at WesTrac. 
Always adhere to the Manufacturer’s recommendations/manual when operating an EWP. 


 
 
 
 
 
 
 
 
 
 
 
 


 


• A communication method between the operator and spotter must be established prior to work commencing. 
This may include verbal communications, use of a two-way radio, hand signals or other agreed methods (e.g. 
whistle blasts). Communication must be reciprocal. 


• The manual override must be tested prior to operation of the EWP as part of the pre-start inspection 
 
Other considerations: 
 


• EWPs are not to be used as a load shifting device (i.e. a forklift), this includes elevating and positioning 
structural steel, scaffold or other equipment. 


• The transportation of compressed gases in an EWP is strictly forbidden. 


• EWPs must not be used as cranes or to lift heavy items. 


• Do not place ladders, steps, guardrails or other devices to increase the working level in the EWP basket. 


• Do not attempt to overreach outside the perimeter of the working platform. The principle of heels on ground 
must be applied at all times whilst in the basket of the EWP. 


• Ensure that the equipment is used in conformance with manufacturer’s instructions 


 
Appendix E - Operating Guidelines for Scissor Lift EWPs 


 
WesTrac has an approved SWP that must be followed SWP – Scissor Lift Operation 
(WIN-NAT-HSEQ-0189). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


• Overhead hazards must be identified and controlled prior to work commencing. 


Figure 7: Boom Type 
EWP 


Figure 8: Scissor Type EWP 


• Before each use, a pre-start inspection must be completed. 


• Every person in the basket must be secured at all times with fall prevention PPE and 
shall be connected with a restrictive length lanyard (e.g.1 metre) to a designated 
anchorage point within the basket. 


• There must be methods in place to secure tools and equipment from falling out of the 
basket. 


• Exclusion zones must be in place to prevent personnel from entering the work area of 
the EWP unexpectedly. 


• There must be a spotter in place at all times when a Boom Type EWP is in use, unless 
a risk assessment determines otherwise. The spotter must be trained, competent and 
authorised to operate the equipment being used, in case of an emergency. 


 


These guidelines should be viewed as minimum requirements for operating Scissor 
Type EWPs at WesTrac. Always adhere to the Manufacturer’s 
recommendations/manual when operating an EWP. 
 


• Before each use, a pre-start inspection must be completed. 


• Fall prevention PPE is not required in the basket of a Scissor Type EWP, 
unless a risk assessment determines otherwise. 


• If PPE is required, it must be worn by all persons in the basket or the platform. 
 


NOTE: There is no permit required for scissor type EWP operation. 
 


• There must be methods in place to secure tools and equipment from falling out 
of the basket. 


• Exclusion zones must be in place to prevent personnel from entering the work 
area of the EWP unexpectedly 
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• Unless designed for rough terrain, the EWP shall only be used on a solid level surface. 


• Use of a spotter for Scissor Type EWP is not required, unless a risk assessment determines otherwise. 


• If a spotter is required, they must be trained, and hold the same competencies as the operator in case of an 
emergency. 


• A communication method between the operator and spotter must be established prior to work commencing. 
This may include verbal communications, use of a two-way radio, hand signals or other agreed methods (e.g. 
whistle blasts). Communication must be reciprocal 


• The pre-start inspection must include testing the manual override prior to commencement of task. 
 
Other considerations: 


• EWPs are not to be used as a load shifting device (i.e. a forklift), this includes elevating and positioning 
structural steel, scaffold or other equipment. 


• The transportation of compressed gases in an EWP (includes scissor lift) is strictly forbidden. 


• EWPs must not be used as cranes or to lift heavy items. 


• Do not place ladders, steps, guardrails or other devices to increase the working level in the EWP basket. 


• Do not attempt to overreach outside the perimeter of the working platform. The principle of heels on ground 
must be applied at all times whilst the basket is elevated 


 


APPENDIX F - Ladders 
 


Ladders shall conform to requirements contained in AS1657 & AS1892.  


• Only ladders with non-skid feet shall be used.  


• All ladders shall be registered and inspected prior to use and on a quarterly basis.  
Records of inspection shall be maintained. Refer to Ladder Inspection Checklist (FTT-NAT-HSEQ-0205) 


• When using a ladder for access/egress guidance is provided in the picture below: 
 


Ladders are PROHIBITED from use when: 


• There is a risk of contact with electrical installations (metal ladders prohibited) 


• The task requires arc welding or oxy cutting  


• There is a risk of being hit by a vehicle 


• Near an edge, or risk of floor penetration, or on a scaffold 


• If over-reaching from the ladder is likely to occur 


• The use of any power or hand tools requires two hands 


• The use of tools requires a high degree of leverage or exertion 


• Personnel are carrying large or bulky items and are unable to maintain contact with the ladder 


• Work is being carried out over other people and there is a risk of objects falling 


• More than one person is required to be on the ladder 
 
Except where additional and appropriate fall prevention equipment is used in conjunction with the ladder, personnel 
must not:  


 


• Face away from the ladder with their back to the rungs  


• Stand on a rung closer than 900 mm to the top of a single or extension 
ladder 


• Stand higher than the second tread below the top plate at any 
stepladder (excluding 3 rung ladders) 


 
Ladders shall be regularly inspected including prior to use. Any ladders 
with faults such as those listed below must be replaced or repaired: 


• fibreglass stiles cracked, chipped or severely faded with fibres 
exposed 


• timber stiles warped, splintered, cracked or bruised 


• metal stiles twisted, bent, kinked, crushed or with cracked welds 
or damaged feet 


Figure 9 Examples of unsafe ladder use 
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• rungs, steps, treads or top plates that are missing, worn, damaged or loose 


• tie rods missing, broken or loose 


• ropes, braces, or brackets that are missing, broken or worn 


• timber that is covered with opaque paint or other treatment that could disguise faults in the timber 


• missing, loose, bent or worn fasteners, i.e. rivets, bolts and pins 


• worn or damaged feet, including non-slip material. 
 


Fixed ladders with angles exceeding 70 degrees to the horizontal must be fitted with permanent or temporary fall 
prevention devices. Where fixed ladders are fitted with a ladder cage, they must be installed in accordance with 
AS1657. For guidance on fixed ladders and ladder cages, refer to the Code of Practice for Prevention of Falls at 
Workplaces (WA) or the Model Code of Practice for Managing Risks of Falls at Workplaces (NSW). 
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YES 
 


YES 
 


NO 
 


NO 
 


NO 
 


YES 
 


YES 
 


NO 
 


YES 
 


COMPETENT 
 


NOT YET 
COMPETENT 


 


COMPETENT 
 


COMPETENT 
 


APPENDIX G – TRAINING DECISION TREE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


STOP. DO NOT PROCEED. 
Complete WAH Training 


course through the WesTrac 
Institute or a RTO. 


STOP. DO NOT PROCEED. 
Talk to your Supervisor or a WesTrac 


Responsible Person 


Do I hold the current Australian 
Nationally Accredited Training? 


(RIIWHS204 Work safely at heights) 
 


Did I attend training for 
WAH within the last 3yrs? 


 


Am I a contractor engaged 
by WesTrac? 


 


Do I have relevant HRWL to 
operate an EWP? 


 


PROCEED.  
You are competent to perform 


WAH tasks at WesTrac. 
 


Definitions: 
WAH = Working at Heights 


 


STOP. DO NOT PROCEED. 
Talk to your Supervisor or a 


WesTrac Responsible Person 


START 
 


Do I need to perform 
a WAH task? 
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		Edge Protection Guidance

		Temporary Work Platforms

		Engineered work platforms (such as the pictured example in Figure 3) that are bolted in place to machinery are acceptable for use.  These engineered work platforms should be used in conjunction with appropriate procedures, training and fall protection...

		All platforms shall be engineered to the appropriate Australian Standard.

		Fixed Scaffolding

		Mobile Scaffolding

		 There is a risk of contact with electrical installations (metal ladders prohibited)

		 The task requires arc welding or oxy cutting

		 There is a risk of being hit by a vehicle

		 Near an edge, or risk of floor penetration, or on a scaffold

		 If over-reaching from the ladder is likely to occur

		 The use of any power or hand tools requires two hands

		 The use of tools requires a high degree of leverage or exertion

		 Personnel are carrying large or bulky items and are unable to maintain contact with the ladder

		 Work is being carried out over other people and there is a risk of objects falling

		 More than one person is required to be on the ladder

		 Face away from the ladder with their back to the rungs

		 Stand on a rung closer than 900 mm to the top of a single or extension ladder

		 Stand higher than the second tread below the top plate at any stepladder (excluding 3 rung ladders)







