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Definitions under the WH&S Act and Regulations 2011 
Work Health and Safety Act 2011
object:

approved code of practice

authorised

authorising authority

Category 1 offence

Category 2 &3 offence

compliance powers

condition

construct

corresponding regulator

corresponding WHS law:

a)

b)

Court

dangerous incident

demolition

design

a)



SAFETY MANAGEMENT SYSTEM

Page 4 of 93 

b)

disclose

discriminatory conduct

document

employee record
Privacy Act 1988

employer organisation

engage in conduct

Fair Work Act Fair Work Act 2009

handling

health

health and safety duty

health and safety Rep:

import

Industrial Court

Inspector

internal reviewer:

a)

b)

local authority Local
Government Act 1993

medical treatment
Health Practitioner Regulation National Law

(NSW)

member of staff
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Officer

Corporations Act 2001

person conducting a business or undertaking

personal information Privacy Act 1988

Acronyms
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1:  Introduction 

Identified, Assessed Controlled

1.1 Workers Introduction to Safety 
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1.2 Induction 

1.3 Walcha Work Health and Safety
1.3.1 Council’s Commitment 

1.3.2 Work Health and Safety Management System WHSMS 

1.4 Responsibilities 
1.4.1 General Manager 

1.4.2 Managers

1.4.3 Supervisors 



SAFETY MANAGEMENT SYSTEM

Page 8 of 93 

1.4.4 Workers 

1.4.5 Work Health and Safety Committee 

2:  Work Rehabilitation – Return to Work 
2.1   Policy 

Appendix No 1: Return to Work – Recover at Work Policy – WINT/17/35 
Appendix No 2: Return to Work Plan – Template – WINT/15/2114 

2.2  Provision of Suitable Duties 

2.3  Return to Work Process 

2.3.1 Report of Injury/Illness 
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2.3.2 Action Taken in the Workplace 

2.3.3 Return to Work 

Appendix No 3: Recover at Work Program – WINT/17/33 

2.3.4 Review of Progress 

2.3.5 After Twenty Six Weeks 

2.3.6 Long Term Rehabilitation 

Note: If a staff member is unable to perform their previous duties and another
person is employed to do those duties, the other person will be employed only on
those duties in a temporary capacity, pending the outcome of the rehabilitation
process.
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3:  WH&S Consultation 



SAFETY MANAGEMENT SYSTEM

Page 11 of 93 

3.1  WHS Consultation Process 
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4:  Documentation 

5:  Record Keeping 

The Site Supervisor will ensure that all documentation is completed and legible within the
required time.

All completed and finalised documents are to be forwarded the Safety Officer.

6:  Risk Assessment 
6.1  Introduction 
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6.2  Definitions 
Hazards
RISK

Refer -  Risk Management Plan – WO/15/1285 

7: Worker Facilities and Waste Disposal Arrangements 

8:  First Aid 

9:  Incident/Accident Reporting and Investigation 
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Refer -  Incident Reporting and Investigation Procedure – WINT/17/43 
10:  Plant Operation 

NO worker is to operate plant or equipment without the
appropriate competency qualification (in house) or relevant SafeWork ticket.

NOTE:

11:  Permits, Certification and Licencing 

12:  Protective Clothing and Equipment 

12.1 Responsibilities 
12.1.1 Managers are to: 
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12.1.2 Team Leaders/Site Supervisors are to: 

12.1.3 Workers are to: 

12.1.4 Contractors/Visitors Obligations 

12.1.5 Obligations of Other Personnel 

12.2 Worker Consultation 
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12.3 Non-compliance by Workers 

12.4 Disciplinary Action 

12.5 Training 

12.6 Issue PPE 
12.6.1 Outdoor (Works) Staff – Permanent 

12.7 Safety Kit 

12.7.1 Outdoor (Works) Staff – Temporary – 6 months or less 
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12.7.2 Outdoor (Administrative) Staff 

12.7.3 Indoor (Administrative) Staff 

12.7.4 Indoor (Temporary) Staff 

12.7.5 Pool Staff 

12.7.6 Individual Safety Items 

12.8 Safety Clothing 

12.8.1 Sunscreen 

12.8.2 Footwear 

12.8.3 Eyewear 
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12.8.4 Hats 

Note: Broad brimmed hats or legionnaires caps are to be worn whenever the worker
is exposed to UVR.

12.8.5 Safety Vests 

12.8.6 Wet Weather Clothing 

Note: The use of equipment such as a concrete saw, grinders, welders, and chainsaws
will require specific protective safety equipment. Workers must arrange for the
supply of such safety clothing and/or PPE with their supervisor.

12.8.7 Safety Helmets 

Note: A risk assessment re the wearing of safety helmets is to be carried out on all activities
not covered in items 1 8
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12.8.8 Replacement of Safety Helmets 

12.8.9 Replacement Issues 

12.8.10 Additional, Alternate or Subsidised Issues 

12.8.11 Special Clothing or PPE 

12.8.12 Compliance 

at all times whilst on duty.
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12.8.13 Care and Maintenance of Safety Clothing and PPE 

12.8.14 Return of Safety Clothing and PPE 

12.8.15 Other 

13:  Purchasing 

before
after

14:  Safe Work Method Statements (SWMS) 
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15:  Safety Audits 

15.1 Planning Audits 
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15.1.1 Corrective and Preventative Action

Corrective action

Preventative action

16:  Safety Compliance Inspections 

17:  Safety Committee 
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18:  General Induction for Construction Work 

18.1 General WH&S Induction Training 

18.2 Work activity WH&S Induction Training 
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18.3 Site Specific WH&S Induction Training 

A Site Induction form is to be completed for all new workers and visitors that will
carry out construction work.

19:  Contractors 

Contracting work out does not diminish the overall responsibility of Council for WH&S.

19.1 Contract Specifications 
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20:  Safety Review Performance Measures 

complaint non compliant.

non compliant items

21:  Review and Improvement 

21.1 Continual Improvement 

22.  Training – WH&S 
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23:  Toolbox Meeting 

24:  Visitors Onsite 

Site
Specific Safety Induction

25:  Volunteers 

25.1 General Responsibilities of Volunteers 
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26:  Notifications of Proposed Work to SafeWork 

26.1 Restricted Carcinogens 
Before any restricted carcinogens are used, handled or stored, you must apply in
writing for authorisation from SafeWork.

26.2 Lead Risk Work 

26.3 Asbestos Removal Work 

WILL NOT

26.4 Demolition Work 

27:  Work Practice Responsibilities and Procedures 
27.1 Amenities Responsibilities 

27.1.1 Council 

27.1.2 Managers 



SAFETY MANAGEMENT SYSTEM

Page 28 of 93 

27.1.3 Supervisors 

27.1.4 Workers 

27.1.5 Procedures 

27.1.6 Types of Amenities 

27.2 Armed Hold Up Procedures 

**Survival is the first rule during an armed hold up. Protect
yourself, NOT money or goods!

**Robbery victims who resist were 49 times more likely to be
KILLED than those who cooperate!

27.2.1 What to do in the event of an armed robbery 

CODE-A
C
O
D

E
A
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27.2.2 After a hold-up 

27.2.3 Identifying Robbers 

The police will want to interview all witnesses to an armed hold up to
try and establish the identity of the robber(s) as quickly as possible.

27.2.4 Ongoing Service to the Public 

Appendix No 4 – Offender Identification Form – WINT/17/70 
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27.3 Atmospheric Contaminants

27.3.1 Definition 

27.3.2 Controlling 

may

27.4 Biological Risks 

Persons who are most at risk from biological hazards include those who work with
animals or plants or in health and child care, work with cutting oils or ventilation
systems or work in municipal sanitation or sewage operations.

27.4.1 Biological Risk Controls 
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Emergency Management Australia
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Hazard:
Chemical Agents

Hazard:
Handling Mail, Anthrax, Biological

Agents

Hazard:
Radiological Agents

o

o

o

If you think you might have been
exposed to a chemical agent:

medical assistance

Call OOO
chemical incident

If approaching upwind of incident

Remember

o

suspicious articles

o

If you suspect you might have been,
take these steps:

for help – OOO

Other biological agents

o

o

o

o

o

o

If you suspect you have been
exposed or are being exposed to
radioactive material:

Call 000



SAFETY MANAGEMENT SYSTEM

Page 33 of 93 

27.5 Plant Licencing and Competencies 

Competent person

o

o

27.6 Confined Spaces 

o

o

o
o

27.6.1 What is NOT a Confined Space 
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o

o

27.6.2 Supervisors Responsibilities 

27.6.3 Workers Responsibilities 

Refer to SWMS – WC-S06 Confined Spaces– WINT/17/269 
Refer Confined Spaces Procedure – WINT/17/1121 

27.7 Danger Tags – Lockout Procedure 
Danger Tag

27.7.1 Managers Responsibilities 

27.7.2 Workers Responsibilities 

Refer to SOPS – Lockout  – WINT/17/1121 

27.8 Disposal of Needles and Syringes 
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27.8.1 What to do if you find a syringe 

27.8.2 Solution 

Step 1

Step 2

Step 3

Step 4
Step 5
Step 6

Step 7
Step 8

Step 9 DO NOT

Step 10
Step 11

Step 12
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27.8.3 Potentially Positive (status unknown) for HIV, HBV, HCV

27.9 Drugs and Alcohol 

27.9.1 Drugs 
27.9.2 Prescribed & Over the Counter 

27.9.3 Illicit
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27.10 Electrical Safety 

27.10.1 Responsibilities 
27.10.2 Council 

27.10.3 Managers 

27.10.4 Supervisors 

27.10.5 Workers

27.10. 6 Procedures 



SAFETY MANAGEMENT SYSTEM

Page 38 of 93 

o
o
o
o

In
service safety inspection and testing of electrical equipment

27.11 Emergency Procedures 

ONLY APPROPRIATELY QUALIFIED PERSONNELL ARE TO REPAIR
ELECTRICAL EQUIPMENT

ONLY APPROPRIATELY QUALIFIED OR EXPERIENCED PERSONNEL
ARE TO CARRY OUT TESTING OF ELECTRICAL EQUIPMENT

NOT ALL ELICTRECAL EQUIPMENT REQUIRES TESTING REFER TO COP
– MANAGING ELECTRICAL RISKS IN THE WORKPLACE
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27.11.1 Emergencies Include 

27.11.2 Procedure 

27.12 Excavation 

Refer to SWMS – WC-S07 Excavation and Trenching Work– WINT/ 
27.12.1 Causes of Trench Collapse 
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27.12.2 Prevention of Collapse or Failure of Trenches and Open Excavations 

27.12.3 Shoring 
It is a legal requirement that where necessary, all trenches and excavations must be adequately
shored or supported to prevent a fall or dislodgment of earth, rock or other material.

27.12.4 Controlling risks in Excavation Work

Potential hazards Examples of control measures

27.13 Explosive Materials 
27.13.1 Authority to use Explosives 

27.13.2 Storage of Explosives 

Detonators and devices incorporating detonators shall not be stored with other
explosives.
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27.13.3 Responsibilities 
27.13.4 Council 

27.13.5 Managers 

27.13.6 Supervisors 

27.13.7 Workers 

27.13.8 Procedures 

27.14 First Aid 
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27.15 Floors, Stairs, Landing, Walkways and Passageways 
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27.16 Gas Cylinders

DO NOT

NEVER

27.16.1 Know Your Gases 
27.16.2 Label 

27.16.3 Cylinder Colour 

Refer -  SOP Oxy Fuel Gas Welding 
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27.16.4 Gases Hazard Classifications 
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27.16.5 Colour Identification 
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27.16.6 Ordering and Transportation 
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27.16.7 Handling – General Safety 

27.16.8 Storage 



SAFETY MANAGEMENT SYSTEM

Page 50 of 93 



SAFETY MANAGEMENT SYSTEM

Page 51 of 93 



SAFETY MANAGEMENT SYSTEM

Page 52 of 93 

27.16.8 Use and Equipment 
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27.16.9 PPE 
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27.16.10 Emergency 
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27.17 Hand Tools 

27.17.1 Portable Power Tools 

27.18 Hazardous Substances

Globally Harmonised System of Classification and Labelling of Chemicals
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Refer -  SWM WC-S14 

27.18.1 Responsibilities 
27.18.2 Council

National Measurement Act 1960
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27.18.3 Supervisors & Workers 
Supervisors
Workers

27.18.4 Asbestos 

o
o

o
o
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Health monitoring for
exposure to hazardous chemicals – Guide for persons conducting a business or
undertaking.

WORKING WITH ASBESTOS IS DANGEROUS
AND SHOULD ONLY BE CARRIED OUT BY

QUALIFIED OPERATORS HOLDING ONE OF
THE BELOW LICENCE’S:

Class A asbestos removal licence

Class B asbestos removal licence
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27.19 Housework 

isolation

Staff should be aware of:

Safety procedures include:

Work area general inspections should include:

27.20 Ladders & Working at Heights

Refer -  SWM WC-S10 – Working at Heights 
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27.20.1 Working at Heights 

o
o
o
o
o
o
o

“Keep Clear – Working at Heights – Beware of Falling Objects”

27.21 Lasers 
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27.21.1 Laser Classification and Potential Hazards 

27.22 Lighting 
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27.22.1 Recommended Illumination Levels 
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27.23 Machinery  

27.23.1 Managers 

27.23.2 Supervisors 

27.23.3 Workers 

Refer -  SWM WC-S02 Mobile Plant 

27.24 Manual Handling 

Refer -  Hazardous Manual Tasks Procedure 
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Overview of Process for Managing Hazardous Manual Tasks 

Manual Handling Screening
Checklist

Report on Hazardous Manual Tasks (Section 
4)

Identify Hazardous Manual Tasks  
(Section 3.2) 

Record Keeping for Hazardous Manual 
Tasks (Section 5) 

Manual Handling
Screening Checklist

Review Risk Control Measures (Section 3.5) 

Assess the Risks of Hazardous Manual 
Tasks (Section 3.3) 

Implement Hazardous Manual Task Control 
Measures (Section 3.4) 

Manual Handling Risk
Assessments
Hazardous Manual
Tasks Register
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27.25 Mobile Devices 

Refer -  Mobile Communications Devices Policy (Draft as at 16/01/2017) 
WINT/17/37

27.26 Noise 

27.26.1 How much noise is too much? 
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Noise Level
dB(A)

Exposure
Time

80
82
85
88
91
94
97
100
103
106
109
112
115
118
121
124
127
130
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27.27 Office Safety 

Safety procedures for OOS include:

Safety procedures for computers include:

Safety procedures for the use of photocopiers include:

27.28 Securing – Plant & Equipment 
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27.29 Slings and Chains 

27.30 Smoking 

Refer -  Smoking Policy WO/13/651 

27.31 Synthetic Mineral Fibers (SMF) 

Glasswool:

Rockwool:
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Refractory ceramic fibres (RCF):

Controls:
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27.32 Storage and Material Handling 

27.32.1 Material Handling 

27.33 Thermal Comfort 

Appendix No 5: Recognising and Treating Heat Related Illness at Work 

Managers

Supervisors
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Workers

27.34 Vaccination 

Hepatitis A

Hepatitis B

Q Fever

Tetanus
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27.35 Welding 

27.35.1 Gas Welding 

27.36 Working on or Near Water 
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27.37 Workplace Violence  

psychological welfare

29. Preschool 
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30. Walcha Council Community Care (WCCC) 
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31 STANDARD FORMS 

Form No Name of Form Trim
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Preschool Forms
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Appendices
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Appendix No 1:  Return to Work – Recover at Work Policy – WINT/17/35 
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Appendix No 2:  Return to Work Plan – Template – WINT/15/2114 
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Appendix No 3:  Recover at Work Program – WINT/17/33 
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Appendix No 4 – Offender Identification Form – WINT/17/70 
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Appendix No 5 – Recognising and Treating Heat Related Illness at Work 
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