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Policy Statement
AWS Services management and staff recognises its legal and ethical responsibility to provide
a safe and healthy work environment for employees, customers and visitors through our
occupational health and safety guidelines. This commitment extends to ensuring the
organisation’s operations do not place the local community at risk of injury or illness.
AWS Services expects that all employees have the right to a workplace that is safe and
without risk, as far as is feasible. OH&S is jointly a management responsibility as well as the
responsibility of employees to achieve a safe and healthy working environment.
The objectives of AWS Services in the implementation of this Policy specifically include:
◦ To comply with all relevant statutory duties, regulations, industry codes and
standards, making adequate provision of resources to meet these requirements.
◦ To provide adequate information, instruction and training for employees and
contractors to increase personal understanding of occupational health and safety
hazards and to ensure proper supervision and support, including proper handling
of chemicals.
◦ To ensure that adequate and safe plant and equipment, personal protective
equipment and working environments are maintained, including relating to
handling hazardous substances, throughout AWS Services operations.
◦ To involve employees, contractors, suppliers and clients on health and safety
matters, and consult with them in ways to reduce occupational hazards and
improve control methodologies.
◦ To eliminate work related injury and illness and minimise occupational health and
safety risks throughout the organisation’s operations.
◦ To establish ongoing objectives in health and safety management as part of an
ongoing action plan and regularly review its performance and that of its
managers and general supervisors, against the objectives of this policy.
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AWS Services will provide employees with the opportunity to participate in decisions on
matters that may potentially affect their OH&S.
AWS Services management will implement strategies in line with various OH&S legislation
aimed at continuously improving the health and safety of the working environment.
Information, instruction and training will be provided to enable all personnel to carry out
their responsibilities and effectively participate in the OH&S program.
All employees of AWS Services responsibility to work safely. Correct safety procedures are
the highest priority of all of our employees.
This Safety Policy will be displayed prominently and will be brought to the attention of
clients, suppliers, subcontractors and visitors.

Carlos Abreu

Director
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OH&S - Code of Conduct Policy
1.1

General Statement of Policy

AWS Services aims to create a positive and equitable work environment in which all staff are treated
fairly and with respect and are supported in realising their full potential.
This Code of Conduct is intended to operate within, and be consistent with, existing laws and the
organisation’s legislation and policies in areas such as sexual harassment, discrimination, equal
opportunity, freedom of information, aggression and violence, discipline and misconduct. It is
intended to encourage responsible action and good judgement.
This Code of Conduct regulates the behaviour of employees and also forms part of each employee’s
employment conditions.

1.2

Purpose

AWS Services is guided in all of our activities by a commitment to the principles of equal employment
opportunity and social justice, high ethical standards including accuracy, honesty, cooperation,
respect, tolerance and acceptance of obligations as well as rights.
This Code of Conduct covers the expected behaviour of all people employed by AWS Services or
using its services, and the way they can expect to be treated in turn by the organisation.
This Code of Conduct aims to foster and maintain trust and confidence in the integrity and
professionalism of AWS Services by ensuring that all employees:
 maintain appropriate standards of conduct
 develop those skills necessary to efficiently perform their duties
 maintain fairness in decision making
 create and maintain a culture of respect in the workplace
 maintain and enhance the reputation of the organisation
 adhere to appropriate ethical standards.
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1.3

Scope

This policy applies to all staff, contractors, consultants and temporary workers of AWS Services.

1.4

Enquiries and Faults

Adherence to this policy will generally ensure compliance with the requirements of relevant
legislation. However, there may be instances where inadvertent breaches could occur. When in
doubt, employees requiring assistance with the interpretation of this policy, or who wish to report a
breach of this policy, should contact Carlos Abreu of AWS Services.

Policy
1.5

Policy Details

The personal and professional behaviour of AWS Services employees should conform to the
standards that could reasonably be expected of persons in such positions. This includes:
a commitment by employees to professional standards
the promotion of the rights of employees within the organisation
conduct that is professional and which has regard to the interests and policies of AWS Services
conduct that will not compromise either their position or the organisation’s position
a commitment that AWS Services will be regarded as the focal point of the professional life of
employees
a commitment that employees will ensure that the needs of clients are met.
The Code of Conduct operates in conjunction with state and federal workplace legislation and does
not exclude or replace the rights and obligations of any individual under that legislation.

1.6

Principles

All individuals covered under this Code of Conduct have obligations that directly relate to the
following principles. The obligations contained in this policy define the standards of conduct required
by all individuals.
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1.

Respect for the law and system of government.

2.

Respect for persons.

3.

Integrity.

4.

Diligence.

5.

Economy and efficiency.

Employees should familiarise themselves with this Code of Conduct and endeavour to ensure that its
principles are observed at all times.

2. Respect for the law and system of government
All employees of AWS Services have an obligation to observe the laws of the state and the
Commonwealth. In addition, they have an obligation when travelling abroad to respect and abide by
the customs and laws of the host country.
Employees are required to comply with the statutes, rules, policies and procedures of AWS Services.

1. Respect for persons
AWS Services supports the principles of procedural fairness and values social justice, equal
opportunity and the provision of a safe and supportive working environment. As such, all employees
are expected to treat others fairly, honestly and responsively, and with proper regard for their rights
and obligations. AWS Services regards an employee’s personal behaviour and dealings with others as
a vital part of the duties of their position.
Employees of AWS Services are expected to:
treat all clients, other staff and members of the general community with a high standard of equity
and respect
treat other employees with courtesy and fairness
be responsive and prompt in dealing with other employees, clients and the general community
when supervising other employees, create a fair and just working environment
demonstrate an awareness of and respect for cultural difference
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avoid discrimination on grounds such as gender, sexual orientation, race, disability, cultural
background, religion, marital status, age or political conviction
avoid behaviour that might reasonably be perceived as harassment, bullying or intimidation
observe procedural fairness when engaged in decision-making
respect the privacy of others in the collection, use and access of personal information while
performing AWS Services duties or activities.
Creating a Culture of Respect
Bullying and violence is less likely to occur where the culture respects younger workers and other
minority groups. Under no circumstances will bullying, harassment (including but not limited to
sexual harassment), teasing or initiation rites be tolerated at AWS Services, whether on AWS Services
premises or at work-related events. Managers and older workers are required to ensure, without first
waiting for a complaint, that the workplace culture is inclusive in order to prevent occurrences of this
type of behaviour.
New employees being inducted to AWS Services are to be familiarised with this Code of Conduct and
its associated policies outlining the expected standards of behaviour.
Vulnerable employees who may have any concerns are encouraged to first discuss their grievance
with their manager and, if necessary, voice their concern formally.
Obligations of Employees Supervising Other Staff
Employees of AWS Services who supervise other staff have special responsibilities to treat their staff
fairly and honestly, to maintain open and honest communication with them and to ensure that their
staff understand the performance standards expected of them. Evaluations of staff performance
should be undertaken against these standards objectively and without bias. Staff in management
positions should ensure that favourable opportunities and administrative duties are allocated among
staff appropriately and equitably.

2. Integrity
Employees of AWS Services are placed in a position of trust: they manage AWS Services resources,
have access to AWS Services information and make decisions that affect the interests of others. All
employees are expected to be honest and impartial when carrying out their duties to maintain public
confidence in AWS Services and to advance the good name of the organisation.
Avoiding Conflicts of Interest
9
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Employees should be honest in carrying out their duties, and must avoid situations in which their
private interests, whether financial, personal or otherwise, might reasonably be thought to create an
actual or perceived conflict of interest with their duties to AWS Services. It is expected that
employees must recognise, declare and manage potential or perceived conflicts of interest.
Any matter that could directly or indirectly compromise the performance of duties, or conflict with
clients, contractors or subcontractors of AWS Services, must be immediately disclosed and steps
taken to resolve the conflict situation. Where an employee is unsure about the potential for a
conflict, they should discuss the situation with their manager or another senior employee as
appropriate. Where there is a clear case of conflict, the individual must withdraw from the situation
giving rise to the conflict.
Situations that may generate a conflict of interest can arise out of:
 personal relationships with clients.
 personal relationships with other employees.
 personal relationships with persons with whom AWS Services is dealing, for example
contractors.
 personal financial interests in matters which involve AWS Services.
 outside employment that may compromise the integrity of AWS Services.
 the use of confidential information obtained in the course of employment duties.
 external activities and public comment.
Public Comment
Public comment by employees in their capacity as private citizens is certainly permitted. Where a
staff member of AWS Services comments publicly in connection with trade union, political party or
special interest group activities, it should be made clear that such comments are made on behalf of
the union, political party or association which they represent, and not in their capacity as a staff
member of AWS Services.
In making private comment (including via electronic means such as email, social networking and the
internet), every effort must be made to ensure that the opinions expressed are not represented as
the official view of AWS Services, and the person making the private comment should not seek to use
AWS Services affiliation to add status to the comment.
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Comments made by an employee in a private capacity should not compromise or be perceived to
compromise that person’s ability to carry out their duties.

3. Diligence
Employees of AWS Services are expected to carry out their duties in a professional, responsible and
conscientious manner, and to be accountable for their business conduct and decisions.
Standards of Performance
Staff members should endeavour to maintain and enhance their skills and expertise and keep up-todate knowledge associated with their particular field or area of work. High standards of performance
and a focus on client service are expected.
Duty of Care
Proper care and attention should be exercised when undertaking employment-related activities, in
particular where others will rely on the advice or information offered. Employees of AWS Services
have a duty to take reasonable care and to avoid causing harm (including physical harm) to others.
Employees must follow safe working practices and actively promote safe working conditions and
environments for all employees and members of the community using AWS Services facilities.
Managers are responsible for ensuring that activities within their areas of responsibility are
undertaken with due diligence for the health and safety of all persons.
Outside Interests
Employees should ensure that outside interests (including outside employment) do not interfere with
the performance of their duties or responsibilities at AWS Services.
Disclosure of Fraud or Corrupt Conduct
Fraud, corrupt conduct or maladministration is contrary to law and will endanger the business
operation and reputation of AWS Services. Employees are encouraged to report genuinely suspected
or known fraud or corrupt conduct to AWS Services or appropriate external authorities.
Where an employee discloses impropriety or corrupt conduct to appropriate authorities, this must
not result in harassment or other reprisal action by staff.

4. Economy and Efficiency
All staff have a responsibility to ensure that resources provided by AWS Services are managed
effectively. This includes the following:
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Employees should use AWS Services resources only for legitimate business purposes.
Employees should avoid waste.
Employees should maintain adequate security over AWS Services property, facilities and resources.
Use of Property and Resources for AWS Services Purposes
Material, financial and computerised resources should be used only for the legitimate purposes for
which they are provided by AWS Services.
The forwarding of offensive, obscene or threatening messages by telephone, facsimile, computer or
other electronic means is contrary to AWS Services policy and may be unlawful.
Access to email and the internet are provided to employees to enhance their business activities, and
should be used only for this purpose.
Employees may occasionally need to use AWS Services resources for private purposes. Staff should
ensure that such use is kept to a minimum.
Avoidance of Waste and Security of AWS Services Property and Facilities
Resources should be used economically and waste avoided. Equipment, materials and AWS Services
facilities should be treated with appropriate care and secured against theft or misuse.
Employees should report possible breaches of security to the appropriate authority.

1.7

Ethics

AWS Services fosters the values of openness, honesty, tolerance, fairness and responsibility in social
and moral matters.
Three universal ethical principles, which underpin AWS Services Code of Conduct, and which will
assist employees in identifying and resolving ethical issues that might arise during their employment
are:
Equity and Justice
People are to be treated fairly – that is, not discriminated against, abused or exploited. Justice is
concerned with power sharing and preventing the abuse of power. In a just community, all members
can access opportunities that allow for their full participation in that community.
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Respect for People
People should be treated as individuals with rights to be honoured and defended. Respect empowers
others to claim their rights and to achieve their potential. Respect for the rights of other people is
the basis on which individuals become members of a community and accept their social
responsibilities to behave with integrity.

Personal and Professional Responsibility
The principle of taking personal and professional responsibility requires not only that people avoid
doing harm to others, but that they exhibit courteous behaviour upholding the standards expected of
all employees of AWS Services as part of achieving a common goal.

1.8

Non-Compliance with this Code

The responsibility for monitoring and enforcing this Code of Conduct rests with Carlos Abreu of AWS
Services, and with managers and supervisors at each work area/level.
Staff adherence to this Code of Conduct is a condition of employment. Any breach of the Code of
Conduct will lead to a formal warning issued by management in accordance with the OH&S – Breach
of Occupational Health and Safety Requirements.
Where an employee is aware of or suspects a breach of the Code of Conduct, they must immediately
report the breach in accordance with AWS Services policies and procedures.
Any complaints made by employees under this Code of Conduct will be dealt with in confidence via
the OH&S – Grievance and Complaint Resolution Policy.
Failure to comply with the Code’s provisions will be managed and dealt with under the relevant
policy and procedure and employment contracts as applicable. Failure to comply with this Code of
Conduct may result in disciplinary action. Some breaches may also have consequences for individuals
under criminal or civil jurisdictions.

Policy Implementation
This policy is to be implemented through the procedures and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.
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1.9

Breach of this Policy

Breach of this policy could harm AWS Services ability to achieve our occupational health and safety
obligations. Failure to comply with the principles of this policy, or of the supporting procedures and
forms, could result in appropriate disciplinary actions, suspension, termination of employment
(dismissal) or termination of vendor contracts and agreements. Additionally, individuals may be
subject to loss of AWS Services access, privileges, civil and/or criminal prosecution.

1.10 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.

1.11 Dissemination of Policy
A copy of this policy will be made available to each employee upon commencement of work and
additional copies made available upon request.

1.12 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.
Legislation
Occupational Health and Safety Act 1991 (Commonwealth)
Relevant State Occupational Health and Safety Act
Occupational Health and Safety (Safety Standards) Regulations 1994 (Commonwealth)
Occupational Health and Safety Code of Practice 2008 (Commonwealth)

Carlos Abreu

Director
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Roles & Responsibilities
1.13 Purpose and Scope
An ‘incident’ is an event that has the caused or has the potential to cause injury, illness or damage.
To achieve a safe and healthy working environment, hazards must be identified and either eliminated
or reduced as far as practicable. All incidents must be investigated to identify the cause and
preventive actions. This requires that hazards and incidents are reported. Legislation also creates
specific requirements for the reporting of certain incidents. This procedure details the reporting
requirements to meet both organisational and legal requirements. This procedure covers all events
or situations causing near misses, property damage, injury and ill-health.

1.14 Responsibility
AWS Services defines the OH&S roles and responsibilities for all employees, contractors and
management.
OH&S roles and responsibilities are clearly defined for all levels of management and supervision,
so that they are implemented and monitored.
Position descriptions shall include OH&S responsibilities, authority and reporting requirements.
All AWS Services Manager, staff, contractors and visitors will be provided with an OH&S induction.
AWS Services OH&S performance is linked to individual performance agreements, where relevant.

Director
To ensure that a hazard and incident reporting system is set up and implemented and to encourage
the documented and early reporting of all hazards, incidents and injuries.

Managers/Supervisors
To review and follow up hazard alerts, review and ensure all incident reports are investigated and
actioned. They shall review and analyse first aid reports, hazard alerts and incident reports to
identify hazards and trends. They shall provide support and advice for incident investigations.
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All employees
Where possible, take immediate action to eliminate identified hazards. Report all hazards where
hazards cannot be eliminated. All incidents should be reported whether or not injury occurs.
Incident and emergency investigation and reporting procedure:
 Hazard Reporting.
 Incident and Injury Reporting.
 Incident Investigation.
 Analysis of Data.
 Where possible, employees should take immediate action to remove or minimise any
hazards.
 Employees shall report hazards on the Hazard Report form.
 The report shall be promptly investigated and actioned, according to the Incident report
form with a response to the initiating employee within one week.
 All hazard reports and their resolution shall be reported and reviewed at the next
management team meeting & reported to the principal contractors health & safety manager
 Where there is an event that has caused an injury or had the potential to cause injury or
damage involving employees, the incident shall be reported. The incident shall be reported
irrespective of whether it results in injury or damage.
 The Incident Investigation Report shall be readily available to all employees.
 Employees are encouraged in early reporting of symptoms of apparently work related illhealth or pain.
 When an injury or impairment of health occurs to an employee, the employee or their
representative shall enter the appropriate details in the Incident report form.
 When an incident results in death or serious injury to an employee the director must be
informed then the appropriate government department shall be immediately informed.
 All incidents shall be investigated by the relevant Managers and an employee representative
to identify actions for future prevention.
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 The outcome of the investigation shall be to identify cause and not allocate blame. The
outcomes of the incident investigation will be recorded on the Incident Investigation Report.
 The outcomes of all incident investigations shall be reported to the Management Team
meeting. The Management Team meeting shall review and, if necessary, revise
recommended actions and effectiveness of hazard control.
 Incident report forms shall be analysed and any trends identified at least annually. The
Management Team shall review the analysis and recommend action as appropriate.

1.15 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S - Drug and Alcohol
Policy

1.16 General Statement of Policy
The misuse or abuse of alcohol and other drugs represents a significant problem to both employers
and employees in terms of the losses in productivity in the workplace, accidents, absenteeism,
lateness and disputes as well as human and health costs to individuals, their families and the
community.
Management of AWS Services is committed to ensuring that all employees (and visitors) are safe
from injury and risk to health while at work.
AWS Services management, after consultation with employees, has established the following Drug
and Alcohol Policy in order to prevent and reduce harm associated with people being impaired by
drugs or alcohol at work.

1.17 Purpose
Occupational health and safety legislation states that AWS Services has an obligation to provide a
safe working environment for all employees. The right of individuals to drink and take drugs socially
is acknowledged, but when work performance suffers or individuals are endangered, then some
action must be taken. This policy has been developed to provide a clear, documented guide regarding
AWS Services stance on drug and alcohol issues in relation to the workplace.
AWS Services will ensure that all possible steps are taken to provide employees with a work
environment in which the safety and optimum performance of staff is not adversely affected by the
use of alcohol and other drugs.
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Employees should not be adversely affected by alcohol or drug use during working hours and must at
all times carry out their duties and responsibilities in a safe manner. Employees are to take
reasonable care of the health and safety of others and to cooperate with AWS Services to comply
with occupational health and safety requirements.

1.18 Policy
In order to meet the requirements of this Policy, AWS Services will:
Prohibit the use, consumption, sale, distribution and possession of illegal drugs on AWS Services
premises and in AWS Services-supplied vehicles.
Prohibit the consumption, sale and possession of alcohol on AWS Services premises or property
(including AWS Services-supplied vehicles), except if specifically authorised by Carlos Abreu or at
related functions or social events.
Prohibit the use of AWS Services-supplied vehicles by anyone who is under the influence of drugs
and/or alcohol.
Encourage employees to provide notification of any prescription medication that may affect their
ability to perform their work safely.
Implement effective control measures to manage the risks arising from the misuse of drugs and
alcohol.
Encourage employees to report any incidences of inappropriate use of drugs and/or alcohol in the
workplace.
Provide all employees with information and education on the risks associated with the misuse of
drugs and/or alcohol in the workplace.
Treat any breach of this policy as a serious offence that will result in disciplinary action. If the breach
involves a AWS Services motor vehicle, AWS Services will accept no liability for any damage to the
vehicle, injury to any person or damage or injury to any third party incurred while the driver of the
vehicle is in breach of this policy or of the law. All liabilities shall rest with the driver concerned.
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1.19 Conditions of Employment
No employee shall present themselves for work or resume duties while under the influence of
alcohol or any other drug, except where the drug is legally prescribed by a registered medical
practitioner (registered with the appropriate government authority) for the purposes of treating a
medical condition.
During work hours, no employee shall ingest, inhale or inject any alcohol or any other drug (except
where the drug is legally prescribed by a registered medical practitioner for the purposes of treating
a medical condition).
Where an employee is taking prescribed medication that may impair their judgement or
performance, they must notify their manager and may be required to take sick leave.
Carlos Abreu of AWS Services shall have the discretion to permit limited alcohol consumption for
events and functions.
AWS Services will provide appropriate education, information, counselling and instruction necessary
to have employees understand the risks associated with the use and abuse of alcohol and other
drugs at work. AWS services will also facilitate rehabilitation programs where appropriate.
All employees should refer any alcohol and other drug-related safety concerns likely to pose a safety
hazard to any employees, visitors, contractors or the general community to their immediate
supervisor or manager and, if the problem is not resolved, to the relevant Health and Safety
Representative.

1.20 Termination of Employment
Possession or consumption of alcohol or drugs may lead to instant dismissal, provided that the
manager has reasonable proof. Alcoholic substances should be confiscated by management to
prevent further intoxication. Illegal or suspected illegal substances should remain untouched and left
for recovery by a member of the appropriate state or federal police.
If the manager is confident that an employee is in possession of alcohol or drugs, the employee
should be taken aside and advised that an inspection of their possessions will be undertaken. The
employee will empty any lockers, bags etc. and clearly demonstrate the contents to management
representatives. Should the employee refuse to do this, they should be closely supervised until a
member of the police arrives to assist in the inspection.
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If an employee has a reasonable need to bring alcohol onto the premises, this must be declared to
his/her manager, who must arrange appropriate storage until the employee has completed their
shift.

1.21 If the Employee is Considered to be Incapable
If an employee’s performance is considered to be so poor that they are incapable of performing their
normal duties in a safe and efficient manner, the employee should be counselled to go home. They
should be encouraged to consider their current state, their duties and their ability to perform those
duties safely.
Should an employee respond to such counselling, the appropriate leave entitlements should be
taken (this may be dictated by an Award, agreement or contract). If the employee feels that they
wish to remain at work despite the counselling, the manager may instruct the employee to go home.
In this instance, the employee may have a right to claim normal wages for the day or shift.
The manager should assist the employee to find safe transportation home. For example, assign a
person to pick up and care for the employee until they are deemed to be in a safe environment at no
risk of harm to themselves. If the employee refuses to go home despite having been counselled to do
so, the employee should, subject to disciplinary measures, be suspended with full pay and escorted
from the premises. It is considered that the employee has deliberately attempted to work while in an
unfit state, making the employee incapable of performing his/her duties in a safe and efficient
manner, and therefore breaching the conditions of this policy.
Prior to the commencement of the employee’s next shift, the manager should give the employee a
formal warning in accordance with AWS Services OHS – Breach of Occupational Health and Safety
Requirements disciplinary procedure.

1.22 Contractors and Contracted Labour
Companies providing contracted labour services are responsible for ensuring that personnel have
undergone an approved drug and alcohol test prior to commencing work at AWS Services premises.
Contracted labour hire personnel who fail an approved drug and alcohol test will not be engaged by
AWS Services.
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1.23 Contractors and their Employees
AWS Services requires that companies and individuals with whom it contracts adhere to this Drug
and Alcohol Policy in that they, or their employees, will not present themselves to any AWS Services
premises (owned or controlled) while their work performance is affected by alcohol, medicine or
illegal substances. This also includes substances that prolong endurance to work by denying or
interfering with the human body’s natural need to rest or sleep.

1.24 Approaching a Worker Under the Influence of Alcohol or Drugs
Designated persons who should approach workers who appear to be affected by alcohol may include
managers, supervisors, Health and Safety Representatives and fellow workers.
Care needs to be taken when making this judgement in case the worker is ill or injured, taking
prescribed medication or in some other form of distress, which may account for their behaviour.
The approach taken when dealing with an employee whose work performance is affected by alcohol
depends on:
 the industry
 the workplace culture and structure
 the position of the employee
 the personality of the employee
 whether it is a case of long-term harmful use, or a ‘one-off’ situation.
When approaching an affected employee, it can be more effective and less confronting to talk in
terms of their approach to safety and general work performance rather than their alcohol or drug
use.
At a minimum, an employee must report their concerns to their manager.

1.25 For-Cause Testing
For-cause testing will be conducted:
following accidents or incidents where alcohol and/or drugs may have been a contributing factor
22
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where an individual’s behaviour raises concern that they may be influenced by alcohol or drugs
upon the request of any other person in the workplace who has reasonable grounds to believe that
an individual may be affected by alcohol or other drugs, and where the manager or supervisor
believes that this may be the case
where any evidence is found of possible alcohol or other drug use at work, and where AWS Services
can identify (with reasonable confidence) those who may have been involved.

1.26 Counselling by Management
All instances of poor performance should be followed up by counselling the employee to:
clarify that the behaviour is unsatisfactory, and explain why and what is normal, acceptable
behaviour
establish whether the behaviour was due to intoxication or other factors in the person’s life (in which
case, confidence must be observed if requested)
recommend assistance.
Non-confidential details for the counselling must be documented. The employee has the right to
request a Health and Safety Representative (or other appropriate person) be present during the
counselling.

1.27 External Counselling
If an employee requires assistance with a drug, alcohol or other problem, the manager can
recommend a visit to an appropriate organisation. If there is a cost for this counselling, AWS Services
is prepared to pay for the first visit. Subsequent visits should be paid for by the employee.

1.28 Privacy
Australia has privacy legislation that governs how organisations may collect, use and disclose private
information. All information concerning an employee is strictly confidential. Any medical information
collected about an employee should only be divulged to relevant persons for the purpose of
managing health and safety risks. Furthermore, such information should only be given where the
employee has agreed or is not identified by the information. The WorkSafe authority (or its
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equivalent) in each state has guidelines and further information on the rights of Health and Safety
Representatives to access employee information.

1.29 Confidentiality Procedures
Confidentiality is fundamental to dealing with problems in the workplace that are related to the
misuse or abuse of alcohol and other drugs. This is in order to protect the privacy of individuals and
to encourage an employee’s acceptance of prevention and treatment measures. The practices to be
followed are listed below:
 Conversations relating to work performance, conduct or the misuse of alcohol or other drugs
must be conducted in private.
 All information regarding counselling or treatment must be treated as confidential.
 When employees seek counselling or treatment in their own time, management would
normally not know that it is occurring.
Employees may wish their manager to liaise with their counsellor. In this case, employees must give
their permission in writing for information to be disclosed. The only information that may be
disclosed in such circumstances is work-related, in order to support the most effective management
of a work performance or conduct problem and the reintegration of the employee into the
workplace.
All matters will be treated in the strictest confidence.

1.30 Policy Implementation
This policy is to be implemented through the procedures and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.

1.31 Breach of this Policy
Breach of this policy could harm AWS Services ability to achieve our occupational health and safety
obligations. Failure to comply with the principles of this policy, or of the supporting procedures and
forms, could result in appropriate disciplinary actions, suspension, termination of employment
(dismissal) or termination of vendor contracts and agreements. Additionally, individuals may be
subject to loss of AWS Services access, privileges, civil and/or criminal prosecution.
24
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Refer to OH&S – Breach of Occupational Health and Safety Requirements.

1.32 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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0HS – Smoke Free Workplace
Policy
Introduction
1.33 General Statement of Policy
There is strong scientific evidence that second-hand smoke (passive smoking) is hazardous to the
health of non-smokers. Occupational tobacco smoke is an airborne contaminant. Second-hand smoke
causes lung cancer and heart disease, and is dangerous for people with existing heart and lung
conditions or women who are pregnant. Second-hand smoke can trigger asthma attacks and cause
eye irritation in non-smokers. There is no safe level of exposure to the chemicals contained in
tobacco smoke.
Smoking is also a fire hazard. Most work environments contain furniture, fittings, paper products and
chemicals that are flammable. A lighted cigarette can cause a fire or an explosion. Chemicals
produced during the combustion of tobacco have the ability to absorb into the surfaces of natural
and synthetic materials.
In accordance with our legal obligations to protect the health and safety of those who work at or visit
our site(s), AWS Services has established the following Smoke Free Workplace Policy.
It is the policy of AWS Services that all workplaces are smoke free, including all indoor and enclosed
areas, vehicles and areas where smoke could drift into workplaces.

1.34 Purpose
Occupational health and safety legislation states that AWS Services has an obligation to provide a
safe working environment for all employees. In Australia, all enclosed workplaces are now required
to be smoke-free.
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Management of AWS Services is committed to ensuring that all employees are safe from injury and
risk to health while they work.
AWS Services will ensure that all reasonably practicable steps are taken to provide employees with a
work environment in which the safety and optimum performance of staff is not adversely affected by
the inhalation of second-hand smoke.
Employees are to take reasonable care of the health and safety of others and to cooperate with AWS
Services by complying with occupational health and safety requirements.

1.35 Policy Details
Smoking Ban
To protect all workers from exposure to second-hand smoke, smoking is prohibited within the
confines of all AWS Services buildings and vehicles.
Outdoor areas of the site will also be smoke-free, except for the following designated smoking
area(s):


Outdoor area left of back door entrance to warehouse.

Note: There is no legal requirement to provide a smoking area; however, designated outdoor
smoking areas must not be within four metres of any entrance to the premises. This includes
entrances such as roller doors.

Designated Outdoor Smoking Areas
Designated smoking areas must be located outdoors and meet all of the following criteria:
1.

A constant movement of fresh air immediately dissipates tobacco smoke.

2.

Smoke-contaminated air does not recirculate into the building.

3.

Smoking is not permitted near doorways, windows or ventilation ducts.

4.

A smoker is not in proximity to non-smokers.

5.

There are no flammable or other hazardous substances present.
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6.

The areas are equipped for the health and safety of users (e.g. free of trips, slips and other
hazards, separated from vehicle traffic).

7.

Appropriate waste receptacles for smokers are provided.

8.

Areas must be visually signed.

It should be noted that:
 Designated areas within internal areas of workplaces are not effective controls.
 Mechanical dilution ventilation is not an appropriate method for eliminating exposure to
tobacco smoke.
The responsibility for keeping the designated smoking areas clean rests with the Responsible Officer
of AWS Services. This person must ensure that the areas is either assigned to a regular cleaning
service or rostered cleaning duties are undertaken by specified employees.

Vehicles
Smoking is not permitted in AWS Services-supplied vehicles or in private vehicles when transporting
people on authorised AWS Services business. Smoking is not permitted in car parks.

Assistance to Smoking Staff
Workers who smoke must not be stigmatised, ridiculed or treated as inferior to other people.
To help smokers who may wish to modify or quit smoking, support may be provided to help them to
adapt to this policy. Professional help, including quit smoking advice and health information, is
available for staff.
Smokers are encouraged to call Quitline on 13 QUIT (13 7848)
For further information, please contact AWS Services Health and Safety Representative.

Disciplinary Procedures and Compliance
The responsibility for monitoring and enforcing this policy rests with managers and supervisors.
Staff adherence to this policy is a condition of employment. Any breach of this policy will lead to a
formal warning by management in accordance with the OHS – Breach of Occupational Health and
Safety Requirements disciplinary procedure.
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It should be noted that, in some states, employees who fail to look after the safety of other people
by not complying with organisational policies can be held personally liable, with significant fines
imposed under the relevant occupational health and safety Act.
It should also be noted that employees cannot be disciplined because they smoke away from the
workplace during their own time.

1.36 Policy Implementation
This policy is to be implemented through the procedures and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.

1.37 Breach of this Policy
Breach of this policy could harm AWS Services ability to achieve our occupational health and safety
obligations. Failure to comply with the principles of this policy, or of the supporting procedures and
forms, could result in appropriate disciplinary actions, suspension, termination of employment
(dismissal) or termination of vendor contracts and agreements. Additionally, individuals may be
subject to loss of AWS Services access, privileges, civil and/or criminal prosecution.

1.38 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.
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1.39 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S - Contractor Safety
Procedure
Introduction
1.40 Purpose
AWS Services is committed to effectively managing contractors to ensure that a safe work
environment is maintained. Uncontrolled contractor actions may result in significant risk to the
health and safety of the contractor, AWS Services employees, visitors and members of the public. In
the absence of effective management and control, AWS Services may be liable when a contractor
providing services causes an accident, is injured or injures anyone else on the premises.

1.41 Management Strategy
Effective contractor management and control at AWS Services workplace(s) is achieved through the
application of contractor procedures. In summary, the management strategy consists of:
 Occupational health and safety requirements are indicated on all service tenders, purchase
orders and service contracts.
 Administrative procedures are completed prior to commencing any work by contractors; this
may consist of certificates, licences, accreditation (if required), non-disclosure agreements to
be produced or signed and so on.
Contractors are given relevant information, policies and procedures regarding occupational health
and safety requirements.
Contractors receive and acknowledge a copy of the AWS Services Contractor Safety Procedure, the
AWS Services Occupational Health and Safety Policy and are given access to the AWS Services
Occupational Health and Safety Policy and Procedures Manual or handbook.
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Contractors provide adequate proof of their or their employer’s health and safety policy, relevant
state permits/licenses, public and private liability insurance, workers’ compensation insurance,
competency certificates, Material Safety Data Sheets and JSAs.
Contractors complete an induction of the site, determine a safe work method or JSA and, in some
instances, may be required to obtain a Permit to Work.
Contractor performance is monitored and appraised.
All records are retained by AWS Services for a minimum of seven years.
AWS Services will provide contractors with a designated safe work area and with information
detailing all reasonable foreseeable site hazards that may risk the health and safety of the contractor
or their employees. The contractor will ensure that appropriate steps are taken to identify and assess
all reasonably foreseeable hazards resulting from the work, which may affect the health and safety of
all persons on the site, and control the identified hazards through use of appropriate measures.
When a Contract for Service(1) applies, the contractor is responsible for supervision to ensure that
safe work practices are followed. Where a work practice is observed to be in breach of health and
safety requirements, AWS Services management representative for engaging the contractor must
request the contractor stop work. The contractor must then apply corrective action prior to
recommencing the work. In the case of unsafe work noted for a contract for service, the work must
be stopped and AWS Services management representative must re-instruct the contractor on the
approved method for completing the task.
While working on any AWS Services work site, contractors are responsible to the employee (or
delegate) who authorised the work.
1

In a ‘contract for service’ the following are likely to apply:
The work involves a profession or trade.
The contractor has the power to hire and fire.
The contractor provides their own plant and equipment.
The contractor has the right to have another person perform the work.
The engaging party does not have direct control over the person performing the work.
The engaging person has no responsibility for deducting income tax from any payments to the contractor.
Business expenses incurred are included in the amount charged/paid.
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Note: In a ‘contract of service’ there is an employer/employee relationship; in a ‘contract for service’ there is not.

1.42 Contractor Safety Procedures
As a contractor carrying out work for AWS Services, you are legally responsible for your own health
and safety and the safety of any person who may be affected by your actions.
Under the Occupational Health and Safety Act 1991 (Commonwealth) and relevant state
Occupational Health and Safety Act, contractors or subcontractors (like employers) have certain
duties. These include:
 Provide and maintain a safe working environment.
 Provide and maintain a safe system of work.
 Provide and maintain plant and substances in a safe condition.
 Provide and maintain adequate facilities for the welfare of your employees.
 Provide information, instruction, training and supervision that is necessary to ensure that
each employee is safe from injury or risk to health.
 Comply with state Acts, Regulations, Australian Standards and approved Codes of Practice.
 To ensure that these obligations are met, every contractor/subcontractor and their
employees are bound to adhere to legislative requirements and specific site safety standards.
AWS Services will ensure that a risk assessment is completed for each plant or work practice/task,
and that control procedures are recommended for those presenting any risk. Safe work practices
based on these assessments will be reviewed annually.

Acceptance of an official AWS Services contract indicates the acceptance of the requirement to
comply with this procedure. Acceptance is indicated by signing the final page of the contract, which
will be retained in the company records.

1.43 General Requirements
Accidents
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Any contractor or one of its employees may receive first aid treatment for an injury from first aid
officers employed by AWS Services.
Any incident (including any ‘near miss’ incident) must be reported to the relevant supervisor in line
with the OHS – Incident Reporting Procedure, including lodging the OHS – Incident Report with a
manager or supervisor of AWS Services.

Security
You must sign in and out upon commencing work at a designated location. This should occur each
day and you will be issued with a Visitor Badge. You must wear this badge so it can be seen and
relinquish it daily upon signing out.
Emergency exits should not be used except in the event of an emergency, or with the prior approval
of a management representative of AWS Services. Emergency exits should be kept clear at all times.
Refer to OHS – Emergency Response Procedure.

Cutting or Welding
You must advise AWS Services representative before any cutting or welding equipment is used inside
the grounds of the work site.
Access to the area where the cutting is to occur should be restricted to avoid contact with AWS
Services employees (where practical).
Non-combustible or flame-proof shields or screens must be provided to protect employees from
direct rays, and all precautions must be taken against fire and explosion risk.
Contractors and their employees are responsible for ensuring that a fire watch is maintained and all
adjacent combustible materials are protected or removed.

Hot Work
Hot work, including welding, thermal or oxygen cutting or heating and other related heat or spark
producing operations, are not to take place on AWS Services premises without a Hot Work Permit.
Contractors must have an OHS – Hot Work Permit submitted and approved prior to commencing any
hot work on AWS Services premises.
Refer to OHS – Hot Work Procedure.
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Motor Vehicles
Any motor vehicles within the grounds of the workplace must adhere to the established speed limit
and be alert to the presence of pedestrians.
Vehicles can only be parked in designated parking zones.
Vehicles parked on inclines or slopes must be chocked.
Refer to OHS – Traffic Management Procedure.

Use of Personal Protective Equipment
Contractors must issue their employees with appropriate PPE for the work being undertaken.
The contractor must have a supervisory system in place to ensure the correct use of PPE by their
employees.
Failure to wear the appropriate personal protective equipment will:
result in the cessation of the work being carried out (full costs to be met by the contractor)
be considered a breach of contract.
Safety helmets must be worn in designated areas.
Safety glasses must be worn when using grinders, angle grinders, abrasive cutting tools or concrete
tools, or concrete or wood cutting equipment, and when working in designated areas.
Safety footwear must be of a type suitable to the task being performed.
Refer to OHS – Personal Protective Equipment Procedure.
Refer to OHS – Suitable Footwear Procedure.

Other
Ladders, including non-slip feet ladders, must be securely fixed to the top of the structure at all
times. Contractors who are working under or adjacent to ladders or work platforms that are in use
must wear safety helmets.
Forklift drivers must hold an approved forklift certificate/licence and driver’s licence and must meet
all AWS Services standards when operating the vehicle.
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Safety harnesses must be worn when there is a risk of falling.
Crawl boards must be used when working on all roofs.
Emergency procedures and evacuation must be followed at all times. A statement of the emergency
procedures and a site plan for the evacuation areas will be given to each contractor/subcontractor
and their employees. In an emergency, leave the work site area and go the allocated evacuation area.

1.44 Breach of Safety Procedures
Failure to comply with these requirements will result in the manager responsible for the contract
drawing the contractor’s attention to the breach in safety procedures or practices.
Where deemed necessary by the manager or Responsible Officer, a cessation of work will occur until
the safety issue is corrected to the satisfaction of that AWS Services manager.
Subsequent failure of the contractor/subcontractor or their employees to comply with AWS Services
Occupational Health and Safety Policy and procedures may result in termination of the contractor’s
services by AWS Services, now and in the future.

1.45 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

1.46 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.
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Carlos Abreu

Director
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OH&S - Danger and Out of
Service Procedure
Introduction
1.47 Purpose
‘Danger’ and ‘Out of Service’ tags are used within the workplace as a warning to identify the
operational status of machinery and equipment.
As a precautionary measure, all employees on AWS Services sites will be prohibited from using
machinery labelled with a Danger or Out of Service tag.
This procedure outlines the requirements and use of warning tags on plant, machinery and
equipment. It is vitally important that correct procedures are followed when these tags are in use in
order to prevent injury or damage to plant and equipment.
No piece of equipment to which a tag is attached may be operated and no tag may be removed
except by those who have the authority to do so.

1.48 Procedure for Danger Tags
Application
Danger tags (normally red and black) will be used to identify the status of equipment and machinery
regarded as unsafe in normal usage conditions. Danger tags will also be utilised to lock-out and
isolate equipment and machinery from the general core of operations.

Authority to Use
Maintenance personnel, supervisors, managers and Health and Safety Representatives may affix
danger tags where appropriate.
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Supplying Danger Tags
Danger tags will be stored with the AWS services Responsible Officer. Managers will be responsible
for ensuring the availability of danger tags.

Placing Danger Tags
Danger tags must be placed on the main operational controls of equipment and machinery. Each
danger tag will be detailed in full by the person authorised in its use prior to placement.

Notification of Repair of Equipment and Machinery
The person who places the danger tag on the equipment is responsible for notifying the manager as
soon as possible after placing the tag.

Removing Danger Tags
Danger tags will only be removed by the person having originally affixed/issued the tag and only
upon the repair of the equipment or machinery.

Misusing Tags
Employees who fail to observe procedures for placing and removing danger tags will be liable for
instant dismissal under the breach of AWS Services Occupational, Health and Safety Policy.

1.49 Procedure for Out of Service/Warning Tags
What is an Out of Service Tag?
An out of service tag is a black and yellow tag used to prevent damage to plant and equipment
and/or prevent people from using or operating equipment.

Why Should You Use an Out of Service Tag?
The purpose of this tag is to protect equipment and warn people of unsafe equipment or conditions.

Placing Tags on Plant
Never use an out of service tag where you should be using isolation and lock-out procedures and
danger tags.
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Do not operate or use any machinery or equipment displaying an out of service tag.

When Do You Use an Out of Service Tag?
Attach an out of service tag to an energy isolator when you do not want that equipment operated or
moved.
This may occur when you:
are part-way through a job and your shift ends and you intend to continue on the machine
uninterrupted
discover equipment in a damaged or unsafe condition.
Attach an out of service tag to a piece of equipment that you wish to prevent other people from
using or operating. Ensure that equipment is rendered inoperable by removing keys and ensure that
machinery and/or plant is made safe.
Attach an out of service tag to an energy isolator in the ON position when you require equipment to
be kept operating when no threat to life exists.

1.50 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
legislation.

1.51 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director

40

AWS Services- Occupational health and safety policy

OH&S - Hazardous Substances
Procedure
Introduction
1.52 Purpose
AWS Services is committed to ensuring the health and safety of our employees, the community and
the environment by controlling the purchase, storage, use and disposal of hazardous substances.
No employee will use a hazardous substance before receiving instruction on the risks associated with
its use and the precautions necessary to minimise them. New substances will not be permitted to be
brought onto AWS Services sites without prior approval, in accordance with this procedure. The use
of hazardous substances will be subjected to continuous review, with the aim of eliminating their use
or substituting them with less hazardous substances.
The purpose of this procedure is to allocate responsibilities and define actions to be undertaken by
all employees of AWS Services to ensure the effective management of hazardous substances in the
workplace in accordance with legislative requirements.
It is the policy of AWS Services to achieve a working environment in which exposure to and use of
hazardous substances is eliminated wherever possible. Where necessary, appropriate safe work
procedures will be developed through consultation and participation within all levels of the
workplace.
AWS Services recognises our responsibility to prevent the occurrence of injuries, harm or ill health
resulting from the use and storage of hazardous substances in the workplace.

1.53 Responsibilities
AWS Services and our employees recognise that there must be a collective responsibility, binding
both management and employees, to achieving our health and safety objectives.
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All employees are required to perform their assigned duties in accordance with this procedure, in
addition to any established safe working procedures, and to report and correct unsafe practices or
conditions when detected. Failure to do so will result in disciplinary action.

Company
Ensure that employees are made aware of the dangers and risks associated with the use of
hazardous substances and the precautions to be observed in their handling, storage and disposal.
Ensure that adequate signage and placarding (where applicable) is clearly visible and displayed as
required, and ensure that staff understand and observe such signage.
Monitor the use of such substances to minimise risks to health and safety.
Conduct an OH&S – Risk Assessment (Hazardous Substances and Dangerous Goods) to identify the
likelihood of the hazard causing injury or harm and the consequences of this.
Obtain and maintain MSDSs for all hazardous substances and make such information available to all
employees, both in hard copy and electronic formats.
Provide training to all employees using or handling hazardous substances. Training must be
conducted for new substances and refresher training must be provided every two years at a
minimum.
Supply and maintain (in good and clean condition) any PPE and clothing as may be appropriate or
necessary to protect employees.
Provide adequate first aid facilities appropriate to the nature of the hazard.
Provide atmospheric monitoring and health surveillance where required.

Employees
Follow instructions given regarding the safe handling of hazardous substances.
Follow and adhere to safe working procedures and associated risk assessments.
Use protective clothing and equipment provided.
Apply training given in the use and handling of hazardous substances.
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1.54 Instructions for Use
General
The following general requirements must be adhered to by AWS Services:
The quantity of hazardous substances in the workplace must be kept to the minimum quantity
required for their use or application.
Hazardous substances will only be stored for as long as they are required. If they no longer need to
be used, they must be disposed of in accordance with this procedure and the guidelines stipulated in
the relevant MSDS.
Hazardous substances must be adequately labelled (including decanted substances).
MSDSs must be maintained for all hazardous substances and updated regularly. The appropriate
MSDSs must be kept in the immediate proximity to where the substance is in use.
All new hazardous substances must be entered on the OHS – Hazardous Substances Register, and the
MSDS must be obtained before introducing and using the new substance.
When purchasing a new substance, the product with the lowest toxicity must always be given
preference, where possible.
All flammable substances are required to be kept in an easily identifiable flammable liquids
cupboard. The flammable liquids cabinet must not be located within three meters of any form of
ignition source.
The following hierarchy of control measures should be applied in priority order when making
decisions regarding the management of hazardous substances:
1. Eliminate non-essential substances.
2. Substitute substances for less hazardous substances and processes.
3. Isolate substances by separating the substances from people or processes.
4. Implement engineering controls using equipment, machinery or processes to contain or
remove the hazardous substance.
5. Implement safe work practices to inform people about how to perform the job safely.
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6. Provide PPE or clothing that is suitable for the substance being used, fitted to the employee
and complies with relevant Australian Standards.

Specific Roles
The following roles will determine the more detailed requirements to be met in achieving effective
management of hazardous substances.
The Responsible Officer has delegated responsibility to the following persons to monitor and
implement this procedure:
all managers and supervisors
an assigned purchasing employee
where applicable, the Occupational Health & Safety Committee.

Consultation
Consultation will occur between management, Health and Safety Representatives and employees to
identify, assess and control exposure to hazardous substances, minimise risks and maximise the
safety of procedures.
Consultation will occur prior to any new substances or new work process of a hazardous nature being
introduced to the workplace.
The necessity to use hazardous substances will be regularly reviewed by the Responsible Officer.
The Responsible Officer, in consultation with employees and management, will determine the
suitability of substances that are to be used in the workplace.

Training
All employees are to receive training in managing hazardous substances and instruction in
understanding MSDSs before commencing any work involving the use of such substances.
Management is responsible for providing appropriate instruction, training and supervision to all
employees relating to the implementation of this procedure, and for providing safe work practices
relating to the use of hazardous substances. Management must also provide training in the
appropriate type, use and maintenance of any required PPE.
All hazardous substances training must be recorded and kept for a period of not less than five years.
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Information Provision
AWS Services recognises that, in order to achieve responsible and effective management of
hazardous substances, the following provisions must be implemented:
All hazardous substances are to be ordered by a nominated, authorised person.
Delivery of hazardous substances must not be accepted from the supplier unless accompanied by an
MSDS or an MSDS has already been supplied. If a supplier is unwilling to provide such documentation
or correct labelling, an alternative supplier should be sought.
Management is responsible for ensuring that all containers of hazardous substances that are
decanted at the workplace are appropriately labelled. Unlabelled containers must not be used or
stored in the workplace.
The OH&S – Hazardous Substances Register shall contain all MSDSs for hazardous substances used by
AWS Services.
Information on labels and MSDSs are to be in accordance with the requirements specified in the
National Code of Practice for the Labelling of Workplace Substances and the National Code of
Practice for the Preparation of Material Safety Data Sheets.
To ensure that appropriate control measures are in place, management will ensure that regular
hazardous substance audits are conducted.
The OHS – Hazardous Substance Register must contain:
building plans (where applicable) indicating the site of the stored substances
reference to relevant AWS Services policies and procedures
a list of hazardous substances used and the quantity held
details and results of the most recent hazardous substance audit
full MSDSs for all hazardous substances used at the workplace
a list of emergency contact numbers.
MSDSs are to be made available to any employee instructed to use a particular substance upon
request.
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Emergency Services
In the event of an emergency, the OH&S – Hazardous Substance Register is to be made available to
local emergency services. In the event of an emergency, refer to OH&S – Emergency Response
Procedure.
Hazardous substances will be stored in accordance with the instructions on labels and MSDSs and
(when applicable) comply with the:
Occupational Health and Safety Act 1991 (Commonwealth)
Occupational Health and Safety (Safety Standards) Regulations 1994 (Commonwealth)
Codes of Practice and Australian Standards.

Disposal of Hazardous Substances
Hazardous substances and their containers must be disposed of in accordance with instructions on
individual labels or MSDSs, or according to existing legislation.

Spills
All spills shall be contained within the premises. Spill containment will be provided by purpose-built
drains, grading of surfaces and using double-walled containers.
Spills must be contained as soon as reasonably practicable. The MSDS must be reviewed to ensure
that correct clean up and disposal measures are undertaken.
Spill kits will be made available in designated areas to provide adequate measures for containment
and clean up.
Any significant spills must be reported to the manager and captured as per the OH&S – Incident
Reporting Procedure.

Personal Hygiene
Personal hygiene safety requirements are provided on all MSDSs and must be followed by all
employees. AWS Services will ensure that adequate hygiene facilities are available.

Records
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Records of training, details of any safe working procedures and records of assessments will be
maintained in the OH&S – Hazardous Substances Register and the OH&S – Risk Assessment
(Hazardous Substances and Dangerous Goods).
All injuries, exposures and ‘near miss’ incidents relating to hazardous substances are to be reported
and investigated immediately. Refer to the OH&S – Incident Reporting Procedure.

1.55 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

1.56 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director

47

AWS Services- Occupational health and safety policy

OH&S – Inclement Weather
Procedure
Introduction
1.57 Purpose
AWS Services acknowledges that we have an occupational health and safety responsibility to our
employees, and occupational responsibilities to the immediate surrounding public and the
environment itself. AWS Services is committed to providing a work environment that is free from risk
to health and safety (as far as is reasonably practicable).
AWS Services carries out a range of activities that may require employees to work under a variety of
weather conditions. Therefore, continuing working in inclement conditions must be based on a
practical approach and an understanding of our commitment to providing a healthy and safe
workplace.
It is the aim of AWS Services to prevent health and safety incidents that are likely to occur due to the
effects of high or low transient heat levels and other types of inclement weather.
The purpose of this procedure is to assist managers and supervisors in meeting their responsibilities
under occupational health, safety and welfare legislation and to assist them in making sound
decisions and practical alternatives to working in inclement weather. AWS Services does not have
specified conditions where employees can stop work, so this decision is at the discretion of the
manager or supervisor.

1.58 Working in Inclement Conditions
The effect of temperature on an individual can be attributed to a variety of factors, including:
 Air temperature.
 Relative humidity.
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 Air movement.
 Radiant temperature of the environment.
 Physical activity.
 Person’s capacity to cope with hot/cold.
Due to these factors, it is difficult to develop procedures associated with strict temperature limits.
Similarly, remedial options exercised on one work site cannot be used as a precedent for other work
sites.

1.59 Hot Weather
The manager or supervisor responsible for each work area will check the conditions regularly and has
the authority to apply the following options where hot weather or heat stress conditions are
anticipated (with some discretion and depending on the immediate working conditions). The
temperature, as stated by the Bureau of Meteorology, may be used as a general guide in determining
the following appropriate options:
 modifying the rate at which the work is performed
 modifying the hours of work
 rescheduling certain work to other days, or limiting it to cooler periods of the day
 rotating employees involved in heavier tasks
 providing alternative, light work in the shade
 administering regular rest breaks
 providing shade for employees undertaking their regular duties, where practicable
 ensuring that all employees are given and informed of the appropriate options
 providing appropriate assistance to any employee completing emergency or essential
work.
When an employee is required to work outside in hot conditions, the following must be provided:
access to cool drinking water
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suitable PPE, such as:
o

lightweight broad-brim hats with neck protection

o

effective sun protection cream (with a minimum 30+ rating)

o

UV protection sunglasses (these may also be safety glasses)

o

lightweight protective safety clothing and equipment

light-weight shade covers (where practicable) to reduce the effects of direct sun.
Refer to OHS – Sun Protection Procedure.

Employee and Supervisor Training
All managers and supervisors must be trained in:
recognising the signs of heat stress or heat exhaustion
how to administer the appropriate precautionary measures or first aid treatment for an employee
complaining of heat stress or showing symptoms of heat exhaustion
referring an employee to a medical practitioner when in doubt.
All employees who are required to work in hot conditions must be provided with the following
training and information and be encouraged to adopt the following protective measures:
wearing sun-proof clothing to protect the torso
wearing UV skin protectors
having frequent, small drinks during hot weather
wearing UV sunglasses on medium- and high-risk days.

Working in Wet and Cold Conditions
As with working in hot conditions, some discretion must be maintained as to continuing work in wet
and cold conditions. The following scenarios provide a guideline on working in wet and cold
conditions:
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Employees will not continue to work in these conditions when it is deemed by the manager to be too
dangerous to work safely.
All employees must wear appropriate high-visibility clothing when working in wet and low visibility
(e.g. fog) conditions.
Whenever an employee is required to work outside in wet conditions, AWS Services will provide
appropriate clothing and footwear.
In emergency situations (i.e. situations that require work to continue to prevent damage to life and
property), work may continue provided that conditions are closely monitored and safe work
procedures are strictly adhered to at all times.
In situations where it is reasonably foreseeable that employees may become wet and cold while
working, they must be encouraged to bring a change of clothes to the workplace. Employees must be
given time to shower and change into dry clothes.
The manager responsible for employees who are working in wet and cold conditions is responsible
for monitoring the environment and may insist on any of the following:
allocating alternate work under shelter
allocating appropriate duties for the conditions or tasks not made hazardous by wet weather
instructing employees not to use electric and/or motorised equipment, except in an emergency or
where it is deemed to be safe
ensuring that employees have appropriate wet-weather clothing.
Where an employee is required to work outside in cold conditions, AWS Services will provide
appropriate clothing and footwear and any other equipment deemed necessary to ensure the health
and safety of employees while they work. Other control options that may need to be considered
include:
 shielding the employee from the environment
 job rotation and providing easy access to warm, dry areas
 providing alternative job locations where the weather conditions are less severe.
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1.60 Work Stopped
If work is stopped due to inclement conditions, AWS Services will normally use the remainder of the
work time for alternative duties. If alternative duties are not available or cannot be provided,
employees may be discharged from the remainder of their shift with pay. This decision will be made
by Carlos Abreu at their discretion.

1.61 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
legislation.

1.62 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Manual Handling
Procedure
Introduction
1.63 Purpose
AWS Services is committed to providing a safe workplace and systems of work for all employees. We
recognise that the manual handling of materials, equipment and furniture within the workplace is
potentially hazardous to health and safety.

1.64 Responsibilities
Company
With respect to manual handling, AWS Services will ensure that:
Plant and equipment used in the workplace is designed, constructed and maintained (as far as
reasonably practicable) so that they are safe and without risk to health and safety when handled
manually.
Work practices involving manual handling are designed, implemented and maintained (as far as
reasonably practicable) so that they are safe and without risk to health and safety.
The working environment is designed, constructed and maintained (as far as reasonably practicable)
to be consistent with safe manual handling practices.
The need to identify, assess and control MSD risks is addressed.
Employees who carry out manual handling tasks have the appropriate training, education and work
experience to perform tasks correctly.
Consultation regarding manual handling has involved Health and Safety Representatives.
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Responsible Officer
The Responsible Officer has ultimate responsibility for the effective implementation of the
Occupational Health and Safety Policy and its associated procedures, and will ensure that:
Adequate resources are made available to implement the Occupational Health and Safety Policy and
Manual Handling Procedure. Adequate resources include financial means, personnel and time (e.g.
using an approved Code of Practice for manual handling and lifting equipment; ensuring that there is
adequate staff to perform team lifting techniques; ensuring that time is made available for regular
manual handling auditing; implementing a purchasing policy; conducting regular supervisory checks).
Appropriate training is provided to enable employees to fulfil their assigned roles and
responsibilities.

Managers and Supervisors
Managers and supervisors will:
 Inform and explain to employees AWS Services Occupational Health and Safety Policy
and Manual Handling Procedure.
 Ensure that workplace safety inspections take place regularly.
 Ensure that adequate lifting equipment is provided at all workplaces, and make sure that
employees understand how to use such equipment.
 Ensure that adequate personnel are rostered on to perform the tasks required.
 Report, record and investigate all manual handling accidents/incidents.

Employees
All employees will aim to eliminate the risk of manual handling injuries by:
 participating in identifying, assessing and controlling manual handling tasks if asked by
their manager or supervisor
 participating in the consultative process between Health and Safety Representatives and
management
 following information, training and instructions
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 not performing tasks such as keying or hand stapling repetitively for more than 30
minutes at a time or for more than two hours per shift or work day
 not lifting or moving items that they find heavy or awkward (trolleys, lifting equipment
or team lifting will be used instead)
 not repeatedly lifting, carrying, pushing or pulling items for more than 30 minutes at a
time or for more than two hours per shift or work day
 using all provided lifting equipment at all times
 reporting damage or malfunction of lifting equipment to their supervisor or manager (an
out of service tag must be placed on the item to render it not in use until it is repaired or
replaced)
 storing items that are used often in the range of mid-thigh height to shoulder height
(storing items outside of this range leads to risks from bending, twisting and reaching)
 reporting all strains, sprains, aches and other injuries from lifting, carrying, pushing,
pulling etc. to their manager immediately after occurrence.
.

Procedure
1.65 What is Manual Handling?
Manual handling means using your body to exert force to handle, support or restrain any object,
including people or animals.
It is not only lifting or carrying heavy objects; it includes lifting, pushing, pulling, holding, lowering,
throwing, carrying, packing, typing, assembling, cleaning, sorting and using tools.
The term is not limited to handling heavy objects – pruning plants, stacking items onto a shelf and
helping a patient into a bath are just some examples of manual handling.
Examples of manual handling tasks commonly performed in offices include lifting and carrying boxes
of paper; moving office furniture and equipment such as computers and printers; handling large files,
books and legal documents; prolonged data entry; and opening and closing filing cabinet drawers.
Hazardous manual handling involves:
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 repetitive or sustained application of force
 awkward postures or movements
 tasks that people would find difficult due to the degree of force applied (high force)
 exposure to sustained vibration
 manually handling live people or animals
 manually handling awkward or unstable loads that are difficult to grasp or hold.

1.66 Effects of Hazardous Manual Handling
Musculoskeletal disorders (MSD) is a collective term for a range of conditions that are characterised
by discomfort or pain in muscles, tendons and other soft tissues, with or without visible symptoms.
MSDs are usually associated with tasks involving repetitive movement, sustained or unnatural
postures or forceful movements. Previously, these conditions have been referred to in various ways,
such as Occupational Overuse Syndrome (OOS) or Repetitive Strain Injuries (RSI).
Some of the most common MSDs are to the back, shoulder, knee, wrist and elbow.
Muscle strains can occur suddenly, and may result from forceful exertion in a bent or twisted posture
(e.g. lifting a box of paper from the floor). However, many MSDs occur due to daily routines where
the worker holds a static posture, resulting in muscle fatigue (e.g. holding the telephone), and
repetitive work such as keyboard and mouse tasks. Conditions that have this type of gradual onset
are probably more common in office work than sudden injuries.

Sprain and Strain Injuries
A strain is a muscular injury and a sprain is a tendon or ligament injury. Sprain and strain injuries can
result in:
 localised pain
 swelling when blood vessels are torn, leading to bruising
 muscle spasms (the body’s protective response to injury, acting to restrict movement and
hence further injury)
 a reduced capacity to recover or repair.
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Musculoskeletal injury generally starts as an acute injury. That is, injuries generally of sudden onset
that usually occur from a known incident (e.g. ankle sprain, low back strain). Some acute injuries
develop into chronic injury. Chronic injury develops slowly and may persist for long periods of time.
The cause of chronic injury is commonly poor management of the injury in its acute stage.
Factors that may increase the risk or severity of a manual handling injury include:
 forceful exertions
 working postures
 repetition and duration
 vibration
 work area design
 hand tool use
 the nature of loads
 load handling
 individual factors.

1.67 Strategy
Manual handling will be a consideration in, and a specification for:
 the design and redesign of workplaces, work practices and plant and equipment
 the review of existing workplaces, work practices and plant and equipment
 the maintenance of workplaces, work practices and plant and equipment
 the purchase of all goods and services
 continuing negotiations with staff and clients to ensure a safe work environment.
AWS Services will ensure that a risk assessment is completed for each manual handling task and
piece of equipment, and that control procedures are recommended for those presenting any risk.
Safe work practices based on these assessments will be reviewed annually.
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1.68 Risk Management
Once a hazard has been identified, the following steps must be followed:
o

Assess the risk; identify the probability, frequency and consequence for a potential injury to
occur.

o

Control the major risks first, using the following hierarchy of control:
elimination
substitution
isolation/engineering
administration
personal protective equipment.

o

Consult with peers and management to remove or minimise the risk.

o

Ensure that action is taken.

o

Check the effectiveness of the solution and ensure that no new hazards have been introduced.

1.69 General Procedures
Where it is not practicable to eliminate the risk, the following general procedures should apply:
 Always plan a manual lift prior to attempting the lift.
 Stagger your stance.
 Ensure that the route taken is clear of obstacles or obstructions.
 Check that the load is not too heavy to lift or carry alone. If the load is too heavy, either get
assistance from a fellow worker or use a mechanical lifting device.
 If carrying a load with a fellow employee, always keep in step.
 When carrying a load with a fellow employee, always ensure that you tell each other of any
action you are about to perform, such as lowering or adjusting the load.
 Keep a firm grip on the load.
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 Lower the load using your body weight by putting the weight of the load on your legs and
bending your knees.
 Never carry a load that blocks your vision, as you may trip or run into another object.
 Maintain the natural curve of the spine, keeping your back straight throughout the lift.

1.70 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

1.71 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Personal Protective
Equipment (PPE) Procedure
Introduction
1.72 Purpose
AWS Services acknowledges that the provision and use of PPE plays a minor but significant role in
helping to keep employees safe from any risks that may be encountered for the duration of their
employment.
PPE will be provided:
where a risk assessment has established the need to control a hazard and no other form of hazard
control can practicably be used
as a mandatory control, where it assists in prevention or as an interim measure.
PPE should only be used on a temporary basis until other control measures are available, as PPE can
be uncomfortable to wear, make working difficult, create other risks to the user’s health and safety
and be expensive to purchase and maintain.

1.73 Personal Protective Equipment
The following list itemises parts of the body for which PPE is commonly used, and some common
sources of risk that may be controlled by PPE:
 whole of body – ultraviolet (UV) light, flying wood chips, sparks
 head – falling objects, striking objects
 face – flying wood chips, sparks, UV light
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 eyes – flying wood chips, sparks, UV light, bright lights
 hearing – excessive noise
 respiratory – dust, fumes, vapours
 hands – abrasion, sparks, irritant substances, vibration
 knees – shock, abrasion
 feet – crushing, slipping, abrasion, irritant substances, wetness, electric shock, static
electricity, puncture, cold/heat.
 PPE includes (but is not limited to) such items as:
 eye protection (safety goggles, safety glasses, sun glasses)
 hearing protection (ear plugs, ear muffs)
 respiratory protection (respirators, dust masks, cartridge filters)
 foot protection (steel-capped boots, safety shoes, rubber boots, non-slip shoes)
 head protection (hard hats, face shields, sun hats)
 hand protection (gloves)
 clothing and body protection (aprons, safety harnesses, sun hats, long-sleeved clothing)
 skin protection (sunscreen).
Note that when hearing protectors are required hearing tests must be conducted to ensure that
employees’ exposure to noise does not exceed the allowable noise levels.

1.74 Procedure
Where required, wearing PPE is mandatory for all employees, contractors, subcontractors and
visitors to the workplace.
Failure by employees to wear the appropriate PPE (including management) will be seen as a failure
to adequately perform duties, and disciplinary action will ensue.

61

AWS Services- Occupational health and safety policy
Contractors and subcontractors are required to adhere to this requirement or risk having their
contract cancelled without further payment.
Visitors and the general public will not be permitted to enter hazardous areas unless they wear the
appropriate PPE.
To assist employees, appropriate signage indicating the identified hazard and the required PPE to be
worn shall be displayed.
AWS Services will provide quality training to all employees in the use of PPE needed to perform their
duties. A record of training should be kept. Where necessary, PPE will be individually made and fitted
in order to ensure maximum effectiveness of the protection offered.
All PPE will be stored and maintained according to the manufacturer’s specifications. Employees are
expected to actively assist management in this area. Replacing worn and faulty equipment will be the
responsibility of the manager or supervisor, who will audit the safety equipment every three months
to ensure that the equipment is offering the maximum protection.
If PPE becomes damaged at any time, or an employee is unsatisfied with its performance, the
employee should approach their manager immediately, and a replacement will be issued.
If for any reason (such as a medical condition) it is not possible to equip the employee with PPE for a
particular task, then the employee will not be permitted access to that work area.

1.75 Company Responsibilities
The manager or supervisor will ensure that:
tasks that require PPE are identified, and appropriate PPE is provided for that task
PPE provided complies with current and relevant Australian Standards
PPE is worn by personnel during all job tasks that require such protection
appropriate instruction and training in the correct fit, use, care and maintenance of the PPE is
provided to all users, including themselves and management of AWS Services
the person using PPE is informed about the equipment and its usage, including any limitations of the
equipment
PPE provided is clean and hygienic
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PPE is adequately inspected, maintained, repaired and replaced as necessary, using a system in
accordance with the relevant Australian Standard
PPE is stored in a place provided by the employer for that purpose
areas where PPE must be used or worn are clearly identified.
A register of the PPE issued should be kept to track the issue of equipment.

Risk Assessment
The manager or supervisor will ensure that a PPE risk assessment is completed and reviewed by
relevant employees prior to implementing PPE requirements. The PPE risk assessment will consider:
 the type of PPE required
 the reason for using that PPE and the identified hazard(s) of its use
 hazard controls other than PPE that will be used (if any)
 the type of PPE selected (style/model/rating)
 reasons why the type of PPE selected was considered the most suitable
 the roles required to provide or wear PPE, depending upon the task undertaken
 monitoring needs to evaluate compliance for wearing PPE and of its use.

Consultation
The manager or supervisor shall:
 consult with employees during the PPE risk assessment process
 provide employees with a choice as to the type or style of PPE to ensure comfort and fit
(where practicable).

Training
The manager or supervisor will ensure that employees are appropriately trained and supervised in
the relevant aspects of the PPE to be used to ensure that they are able to carry out work safely.
This includes:
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 initial PPE training with induction, plus refresher training at least annually
 training in the selection, use, maintenance and limitations of all PPE used (this training may
be provided by the PPE supplier or another approved provider)
 supervisor training in the knowledge and skills required to carry out PPE responsibilities for
training and inspection
 toolbox talks or employee meetings to promote the correct wearing of PPE and to maintain a
responsible, positive attitude towards hazard controls.
 Ensure that training takes into account non-English speaking employees or those speaking
English as a second language so that instructions are fully understood.
 Record employees attendance at training sessions as required.

1.76 Employee Responsibilities
Employees must use PPE where their duties require it to reduce the risk of exposure to hazards.
Employees are required to:
 wear PPE where required or if directed, and not intentionally interfere with, damage or
misuse any PPE provided
 participate in training prior to using PPE
 ensure that all items of PPE are cleaned, maintained and stored according to instructions
 immediately inform their manager of any hazards, defects, deficiencies or issues relating to
PPE of which they become aware.
Employees must cooperate with management in complying with AWS Services occupational health
and safety requirements. Failure to use PPE where appropriate or instructed will result in disciplinary
action.
PPE supplied by AWS Services will remain the property of AWS Services.
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1.77 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

1.78 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Plant and Equipment
Policy
Introduction
1.79 General Statement of Policy
AWS Services is committed to producing quality products and service in a timely fashion, while
ensuring (as far as reasonably practicable) the health, safety and welfare of those people who are
employed by AWS Services.

1.80 Purpose
It is the aim of AWS Services to protect our employees from the risks associated with the plant and
equipment with which they work. This will be achieved by the following:
Ensure that hazards associated with the use of plant in the workplace are identified and that risks to
health and safety are assessed and controlled.
Have eliminating the risk as a major goal. Where elimination is not practicable, minimise the risk to
the lowest possible level.
Ensure that all plant is designed, manufactured, installed, commissioned, maintained and used with
the safety of employees as paramount.
Ensure that safety regulations and Australian Standards are adhered to at all times.
Maintain all relevant documentation such as:
o

manufacturer’s instruction and operation booklets

o

risk assessments of the plant
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o

maintenance log

o

records of any modifications or improvements and their impact on the risk
associated with the plant.

Relevant information will be freely available to all AWS Services employees, with quality training
being provided on operating plant and equipment to those employees whose duties require them to
work with it, and to their immediate supervisors.
All plant and equipment for which registration certificates are required by legislation or regulation
will be obtained and kept up to date.

1.81 Enquiries and Faults
Adherence to this policy will generally ensure compliance with the requirements of AWS Services and
relevant legislation. However, there may be instances where inadvertent breaches could occur. When
in doubt, employees requiring assistance with the interpretation of this policy, or who wish to report
a breach of this policy, should contact Carlos Abreu of AWS Services.

1.82 Policy Details
The purchase of plant and equipment will be planned and coordinated following AWS Services
procedures for capital expenditure.
Where plant is imported from overseas (be it new or used plant), AWS Services will meet all
regulatory requirements of identifying the hazards of the plant prior to importing it. Where
necessary, this will be done in consultation with the appropriate advisory bodies.
Under occupational health and safety legislation, importers, suppliers and Australian designers or
manufacturers must supply information on the plant in relation to the hazards associated with it.
AWS Services will not accept any plant unless those statements are available.
All persons erecting or installing plant will ensure that, prior to and during the installation process,
hazards are identified and addressed using the hierarchy of controls: elimination, substitution,
isolation, engineering controls, administrative control (policy and procedures) and PPE.
All plant must be commissioned with a risk assessment of the plant integrated into the whole system.
The risk assessment must be completed with a representative from the work group who will be
operating the plant. This assessment will be retained. The plant must not be used by employees until
this risk assessment has been completed and any identified risk controls have been implemented.
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Control measures implemented for any identified hazards will follow the hierarchy of controls, and
will be considered when designing work practices and procedures.
Particular attention will be given to:
 plant under pressure
 plant with moving parts
 powered mobile plant
 plant with hot or cold parts
 electrical plant
 plant designed to lift or move
 lasers
 scaffolds
 lifts.
All records of plant risk assessments will be retained until they are reviewed or a new assessment
report becomes available. Risk assessments will be completed at least every five years, or when any
changes to the plant or processes are made. Upon the sale of any item of plant, the risk assessment
will be given to the new owner.

1.83 Plant Requiring Registration
Certain types and items of plant must be registered with the relevant local state or territory
WorkSafe authority before they can be used at a workplace.
For example, the following plant requires registration with WorkSafe Victoria:
boilers with a hazard level of A, B or C according to the criteria specified in AS 4343 Pressure
equipment – Hazard levels
tower cranes
self-erecting tower cranes
lifts
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building maintenance units
amusement structures to which AS 3533 Amusement rides and devices applies
concrete placing units (truck mounted with boom)
pressure vessels with a hazard level of A, B or C according to the criteria specified in AS 4343 Pressure
equipment – Hazard levels, other than:
 gas cylinders covered by AS 2030 Gas cylinders code
 LPG fuel vessels for automotive use covered by AS/NZS 3509 LPG fuel vessels for automotive
use
 serially numbered pressure vessels covered by AS 2971 Serially produced pressure vessels.

1.84 Summary
All requirements concerning plant and equipment can be found on the website of each state or
territory’s relevant WorkSafe authority.
It is the intention of AWS Services to meet these requirements at all times.

1.85 Purchasing Policy
The following purchasing policy is consistent with AWS Services Occupational Health and Safety
Policy. It is part of achieving continual improvement in occupational health, safety and welfare.
Prior to making a decision to purchase plant, equipment or substances that may affect the health,
safety or welfare of any employee at AWS Services, management will consult with all concerned and
affected employees. No product will be purchased until all safety ramifications (including noise
levels) are clearly identified and understood by those responsible for the purchase.
Any person who is responsible for designing, manufacturing, importing, supplying, erecting or
installing any plant or substance for use within AWS Services must comply with the relevant state,
territory and Commonwealth occupational health and safety legislation.
All purchasing contracts will be endorsed with the condition that the designer, manufacturer,
importer or supplier must ensure that the plant or substance complies in all respects with the
prescribed requirements (if any) applicable to it, as required by occupational health and safety
legislation.
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When purchasing or hiring new or second-hand equipment or substances, a risk assessment must be
completed to identify the hazards prior to agreeing to the purchase. When determining whether or
not to purchase an item, the following considerations must be taken into account:
 its suitability for required use
 what type of hazards does the new item introduce?
 what will it take to control these hazards?
 how much training will be required and who will provide it (try to include this in the
contract)?
 the availability of service and ease of maintenance
 cost (this should not be the sole determining feature; however, if a preferred product cannot
be identified from the above issues, cost may determine the purchase).
Note: the control of hazards should be based on the hierarchy of controls – elimination, engineering
(guards, barriers, ventilation, design features), administration (standard operating procedures,
training, signage) and PPE (safety equipment).
After a decision has been made as to the suitability of any plant or substance, all hazard controls will
be implemented before its use.
Under no circumstances will any employee use new substances or equipment until the above
process has been completed and they have been fully trained in all aspects of its use and required
precautions.

1.86 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.
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Carlos Abreu

Director
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OH&S – Safe Working Policy
Introduction
1.87 General Statement of Policy
AWS Services is committed to ensuring the health, safety, protection and well-being of our
employees. AWS Services seeks continuous improvement and compliance with legislation, while
ensuring the protection of people, premises, equipment and the environment.
AWS Services recognises that written safe work procedures are an essential component of our daily
operations to ensure a safe work environment, and are an important part of an overall occupational
health and safety program.

1.88 Purpose
The purpose of this procedure is to provide all employees of AWS Services an overview of the
relevant safe working requirements, policies and procedures. This will be achieved by ensuring that
employees are provided with AWS Services Job Safety Analyses (JSAs) and associated risk
assessments, tools and information.

1.89 Enquiries and Faults
Adherence to this policy will generally ensure compliance with the requirements of AWS Services and
relevant legislation. However, there may be instances where inadvertent breaches could occur. When
in doubt, employees requiring assistance with the interpretation of this policy, or who wish to report
a breach of this policy, should contact Carlos Abreu of AWS Services.

1.90 Policy Details
AWS Services is committed to providing a safe environment for all employees and to pro-actively
managing any incidents that occur in order to minimise illness and injury. This will be achieved by:
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 ensuring compliance with legislative requirements and industry standards
 maintaining and updating written policies, procedures and work instructions to ensure
health and safety
 providing and maintaining work systems and equipment that are safe and without risk to
health and safety
 providing and maintaining work processes, systems and equipment for the safe use,
handling, storage and transport of AWS Services equipment and substances
 providing and maintaining work processes, systems, information, instruction, education,
training and supervision to ensure the health and safety of employees and visitors to the
workplace
 providing and maintaining work sites in a safe condition
 consulting with employees on workplace safety issues and performance
 conducting regular safety inspections of workplaces to identify and control hazards and any
associated risks.
AWS Services has implemented JSAs to provide information to assist employees in safely performing
their daily tasks. The JSAs provide assistance in the induction, training and ongoing education of
employees regarding any hazards associated with tasks to be performed and special equipment
required for the tasks, as well as the actions necessary to perform the work in a safe manner.

1.91 Responsibilities
Managers
Managers and supervisors are responsible for:
maintaining the workplace(s) in a condition that is safe and without risk to the health and safety of
employees
developing and promoting workplace safety awareness and procedures
educating employees in understanding and following workplace safety procedures
identifying and reporting any hazards, and taking preventive action if appropriate
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conducting regular safety inspections of workplaces to identify and control hazards and any
associated risks.

Responsible Officer
The Responsible Officer of AWS Services is responsible for creating and maintaining JSAs, associated
tools and forms and for providing ongoing training in the development of safe work procedures.
The Responsible Officer is also responsible for developing and using JSAs in accordance with the
Occupational Health and Safety Act 1991.

Employees
All employees undertaking activities that involve risk to health and safety are expected to familiarise
themselves and comply with the safe work procedures that exist in their area of work.
Employees of AWS Services are responsible for:
identifying and reporting any hazards, and taking preventive action if appropriate
complying with all workplace safety procedures, rules and safe systems of work
reporting any workplace incidents
communicating any suggestions for improvements concerning occupational health and safety issues.

1.92 Reporting Accidents or Injuries
In the event that an accident or injury occurs during the course of your work duties, you should
immediately inform a manager. First aid should be provided, or if the injury is more serious, medical
attention should be obtained.
All accidents, injuries or hazards observed in the workplace environment should be actioned and
recorded as per the OH&S – Incident Reporting Procedure.
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Job Safety Analysis
A JSA is a written instruction detailing the preferred way of completing an activity, task or process.
JSAs outline the specific job steps along with potential hazards and risks associated with each job
step. JSAs clearly identify the required actions that need to be taken to complete the activity safely.
JSAs must be specifically completed for each work site and all tasks of a hazardous or dangerous
nature.
JSAs also provide supervisors with a planning tool to coordinate workplace activities. The JSA is a
reference that ensures everyone is working in a coordinated manner and is aware of the steps to be
taken in order to complete the job safely.
A JSA should be documented when:
 planning a new job or activity
 modifying a job or activity
 using new equipment, substances or completing the activity at a new work site
 reviewing processes when issues have been identified from an accident or incident
investigation.
Refer to the OH&S – Job Safety Analysis Worksheet and OH&S – Job Safety Analysis Register.
The JSA must consider the following:
 the steps for each task to be undertaken
 the equipment and substances that are used in the task
 the potential hazards and risks of the task
 the controls (or required controls) to be put in place
 any training or qualifications required to undertake the task
 PPE to be worn
 the person(s) responsible for each step and for ensuring that hazards and risks are minimised
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 actions to be undertaken to address safety issues that may arise while undertaking the task.

1.93 Developing JSAs
JSAs should be developed for all activities, processes, equipment and machinery operations where
potential risks are identified.
JSAs should be developed through a consultative process, which must be completed before work
commences, as part of a toolbox meeting or other planning. JSAs should be co-written by employees
with sound, hands-on experience and knowledge of the activity. As far as practicable, a local
workplace advisory representative should be consulted when developing JSAs.
JSAs must consider other risk assessments that provide information about plant, equipment or other
factors regarding the task. JSAs should also consider and refer to relevant legislation or standards
where appropriate.
Each employee involved with the task should know what is in the JSA and their role in the process.
JSAs do not replace information, instruction, training and supervision.
JSAs should be reviewed by management or the Responsible Officer for approval prior to being
available for use.

1.94 Process Steps
JSAs must include a detailed description of the task, activity or process and the tools or equipment
used in the task, activity or process. Think about the work site and each stage of the project,
including preparation and clean up.
To assist in the development of a JSA, the following should be considered:
1. Observe the activity.
2. Break the activity into logical steps, taking into consideration what is required to be achieved
by the activity as a whole.
3. Record the sequence of tasks undertaken to complete the activity.
4. Assess the potential hazards of each task (the ways that a person or plant could be injured,
harmed or damaged during the step).
5. Assess the risks of the hazards.
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6. Review relevant legislation and standards.
7. Provide ways of removing the risks and controlling the hazards (aligned with the hierarchy of
controls).
8. Identify the person responsible for removing the risks and controlling the hazards.
9. Identify roles and responsibilities for supervising the activity or process.
10. Test the process and ensure that all issues are documented.
11. Obtain approval of the JSA from management or the Responsible Officer before the task is
undertaken.
12. Ensure that the JSA is fully understood by all workers prior to commencing the activity. Each
member of the team must know to stop work immediately if the safe method of work is not
being followed.
13. Observe the work being carried out. If controls are not adequate, stop the work, adjust the
JSA as required and re-brief the team.
In determining potential hazards in an activity or process, the following factors should be considered:
 Is there exposure to noise, fumes or dust?
 Traffic management (e.g. has the direction of traffic flow changed)?
 Can equipment fail in any way; if so, how?
 Is the work physically strenuous?
 Is the work made harder by external factors (e.g. climate, noise)?
 Is the work made harder by the way it is organised (e.g. shift work, adequate rest breaks)?
 Is there enough space to move about?
 Does the body have to sustain awkward body postures such as crouching or reaching
overhead?
 Are there demands on vision, hearing and communication skills?
 Can the person be struck or contacted by anything while performing each step (e.g. tools or
equipment falling from height)?
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 Can the person strike against or make injurious contact with anything?
 Can the person be caught in, on or between anything?
 Do loads need to be lifted or handled?
 Can the person slip, trip or fall?
 What level of supervision is required?
 Risk assessments should be completed for:
 all tasks, processes and situations
 hazardous substances
 PPE
 all plant and equipment.

1.95 Priorities
The priorities for preparing JSAs should be as follows:
 All new activities where there is a high to medium risk should have JSAs prepared before
they are undertaken.
 For existing processes, JSAs for high-risk tasks should be prepared first, followed by mediumand low-risk tasks.

1.96 Accessibility and Display
JSAs should be prominently displayed or readily available in the areas in which they are to be used.
JSAs should be made available to all employees, and should be routinely recorded, updated and
archived.
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Policy Implementation
This policy is to be implemented through the procedures and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.

1.97 Scope
This policy applies to all staff, contractors, visitors, clients, consultants and temporary workers of
AWS Services.

1.98 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.

1.99 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Suitable Footwear
Procedure
1.100 Purpose
AWS Services acknowledges that we have an occupational health and safety responsibility to our
employees, and occupational responsibilities to the immediate surrounding public and the
environment itself. AWS Services is committed to providing a work environment that is free from risk
to health and safety (as far as is reasonably practicable).
Due to the nature of the work carried out, AWS Services acknowledges the possibility of injury to the
feet occurring. AWS Services will make all attempts to control this risk. This includes eliminating or
reducing any risk of slips, trips and falls, as well as eliminating or reducing the risk of injury from
falling objects. As part of this process, all persons on AWS Services sites or on premises in which AWS
Services is contracted to work are required to wear appropriate footwear for the risks they may
encounter.
The purpose of this procedure is to outline company guidelines for wearing appropriate footwear by
employees of AWS Services.

1.101 Enquiries and Faults
Adherence to this procedure will generally ensure compliance with the requirements of relevant
legislation. Employees requiring assistance with the interpretation of this procedure, or who wish to
report a breach of this procedure, should contact Carlos Abreu of AWS Services.

1.102 Procedure
Any employees of AWS Services who do not wear appropriate footwear will be viewed as failing to
adequately perform the duties of their job. Any contractors entering premises under the control or
supervision of AWS Services are also expected to adhere to this requirement. If they do not have
adequate footwear, they will be requested to return to a safe area or to remain in their vehicle. Work
tasks and/or duties will be suspended until the appropriate footwear has been sourced.
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Management of AWS Services has delegated the responsibility for ensuring that individuals are
wearing the appropriate footwear to managers and supervisors.
If an employee is not wearing the appropriate footwear, the manager or supervisor will request that
the employee comply with this procedure. If the employee needs to go home to obtain their shoes,
the time lost will be without pay.
The type of footwear required will depend on the circumstances, the type of work being carried out
by individual employees, the area of AWS Services premises being accessed and the presence of
known hazards (e.g. hazardous chemicals, construction or manufacturing zones).
Appropriate footwear to guard against objects falling on feet should be selected according to the
hazards and risks identified by a risk assessment. All safety shoes must meet AS/NZS 2210.1
Occupational and protective footwear – Guide to selection, care and use. Employees must acquire
their safety footwear from a recognised supplier of safety equipment.
The following footwear is required:
All employees working on AWS Services premises must wear safety footwear at least as good as the
designated standard.
Visitors and the general public are required to wear sturdy footwear that covers and protects the
toes. Any visitor who is required to enter work areas will be expected to wear the appropriate safety
footwear akin to that of the employees.
Approved safety, non-slip footwear will be supplied to employees where required.
AWS Services will cover the cost of the required level of safety footwear. The footwear remains the
property of AWS Services.
Replacement is on an as needs basis justified by the employee’s manager, with evidence of previous
shoes no longer being suitable.

1.103 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.
Carlos Abreu

Director
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OH&S – Uncontrolled
Workplace Procedure
Introduction
1.104 Purpose
AWS Services acknowledges that we have an occupational health and safety responsibility to our
employees, and occupational responsibilities to the immediate surrounding public and the
environment itself. AWS Services is committed to providing a work environment that is free from risk
to health and safety (as far as is reasonably practicable).
AWS Services carries out a range of activities that may require employees to occasionally work at
locations outside of their normal workplace. In such situations, it is essential that the employee’s
welfare and whereabouts is monitored, as far as reasonably practical.
This procedure should be adopted for monitoring the health, safety and welfare of AWS Services
employees in uncontrolled workplaces.

1.105 Enquiries and Faults
Adherence to this procedure will generally ensure compliance with the requirements of relevant
legislation. Employees requiring assistance with the interpretation of this procedure, or who wish to
report a breach of this procedure, should contact Carlos Abreu of AWS Services.

1.106 Management Systems
Where appropriate, all staff working in uncontrolled workplaces will be issued with a mobile
telephone for their reasonable use during work time.
Note: details should be recorded of each call the employee makes during the shift. Details may
include:
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 location of employee
 time of call
 reason for call
 action required.
If there are frequent occurrences where employees are either working alone or away from their
normal work site, it is advisable to implement a register of in/out details including expected return
times. This may take the form of a notebook, whiteboard or other prominent recording that is
accessible to all employees in the work unit. Employees should sign in and sign out and must be
reassured by their manager that this information is required purely for their safety, so that contact
can be established or maintained in the case of an emergency.

1.107 Assistance to Employees Sent to Other Locations
The following assistance may be required to enable employees to access other locations.

Travel Requirements
Travel requirements include the use of vehicle, air, rail, bus or ferry travel.
AWS Services shall ensure that employees are in full possession of their travel itineraries. Itineraries
should include:
 date and time of travel
 ticketing requirements
 local restrictions (e.g. for overseas travel)
 medical requirements (e.g. inoculations, medical examinations)
 risks and travel warnings
 personal security
 full address locations and contact numbers and names of intended destinations
 meal allowance (where applicable)
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 passport/visa requirements.
It is an employee’s responsibility to ensure that passports are current and valid for the time of travel.
If travel is urgent, AWS Services shall assist the employee in obtaining urgent authorisation and travel
permits/visas.

Medical Requirements
AWS Services shall ensure that employees are covered by medical insurance prior to overseas travel.
Contractors to AWS Services are responsible for their own medical insurance.
AWS Services shall coordinate and pay for any medical examinations and vaccinations required for
employee travel.
Employees are responsible for ensuring that AWS Services is aware of any medical requirements.
All employees of AWS Services will be required to undertake a drug screen via urinalysis prior to
finalising travel requirements. Final travel arrangements will be subject to the results of this
screening.

1.108 Accommodation
AWS Services shall provide clean, appropriate accommodation for employees required to work at
locations that necessitate living elsewhere.
AWS Services shall provide employees with a meal allowance for evening meals. Unless requested by
the employee, the meal allowance will not be deemed taxable.
Employees are responsible for ensuring that accommodation is kept clean and free of damage and
noise.
Employees are prohibited from introducing illegal substances, activities or items into provided
accommodation.

1.109 Communication
AWS Services will, to the best of our abilities, ensure that employees are able to communicate with
their manager and their immediate family when working at locations that require them to be
accommodated elsewhere.
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1.110 Employee Behaviour
While working in other locations, AWS Services shall (to the best of our abilities and knowledge),
ensure that employees are made aware of local laws, customs and risks.
Employees are responsible for determining local laws, customs and risks upon arrival and informing
AWS Services of other information pertinent to this.
AWS Services shall take no responsibility for employees who break the law.
Employees are required at all times to behave in accordance with AWS Services Code of Conduct, and
to present a professional demeanour while representing AWS Services.
Employees are expected to take all reasonable precautions regarding their own personal safety,
especially when working at night, alone or in unfamiliar locations. If possible, a risk assessment
should be conducted prior to departure to determine any known hazards to safety and to implement
measures to minimise the risk to personal safety. Examples may be installing or carrying personal
alarms, undertaking off-road vehicle training, first aid preparation, training in dealing with aggressive
people and preparing emergency supplies for remote locations.
The local state or territory WorkSafe authority (or equivalent) will have further information including
risk assessment tools for working alone and in uncontrolled workplaces.

1.111 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

85

AWS Services- Occupational health and safety policy

1.112 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S - First Aid Treatment
Procedure
Introduction
1.113 Purpose
The purpose of this procedure is to ensure that appropriate first aid facilities are in place at all AWS
Services workplaces for the treatment of workplace injuries. This procedure will ensure that AWS
Services has a procedure for maintaining first aid facilities, training first aid personnel and reporting
first aid treatments in accordance with relevant legislative requirements.

1.114 First Aid in the Workplace
First aid facilities should be available at all times where there are people at work, and legislation
requires employers to provide adequate facilities for the welfare of employees in the workplace.
If an incident occurs that results in injury, first aid can help reduce the severity of the injury and, in
extreme cases, a quick response could mean the difference between life and death.
The provision of first aid means providing first aid kits and, depending on the workplace, having at
least one trained First Aid Officer, a first aid room and (in some cases) a dedicated medical centre.
Musculoskeletal disorders, cuts and bruises are the most common injuries occurring in offices.

1.115 First Aid Assessments and Consultation
Depending on the type of business, its location and the number of employees, an assessment must
be made as to whether the risk of injury due to hazards is low or high, and therefore the type of first
aid facilities that are required. Any assessment and subsequent first aid plan must be implemented in
consultation with employees at AWS Services.
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A systematic approach must take into account:
 the nature of hazards and the severity of the risk
 the size, layout and location of the workplace
 the number of employees and their work arrangements, including location, shift work,
overtime and flexible hours
 access and proximity to medical services
 any previous injuries or illnesses of existing employees.
First aid requirements, including training needs, should also be regularly reviewed (especially when
workplace conditions, size or location changes) to ensure that they remain adequate and relevant,
and any changes to procedures should be made in consultation with employees.
The relevant state or territory WorkSafe authority will provide further details of the risk assessment
approach for first aid requirements. As an example, the recommendations in Victoria are listed in the
following table.

Definition

Low-Risk Micro
Business
e.g. retail shops and
outlets, offices,
libraries and art
galleries.

< 10 employees and easy
access to medical
assistance/ambulance
services. No exposure to
hazards that could result
in serious injuries.

First Aid Officers
(FAO)

First Aid Kits

First Aid Room

Not required

1

Not required
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Low-Risk
Workplace
e.g. offices, libraries
and most retail
operations.

High-Risk
Workplace
e.g. manufacturing
plants,
kitchens, motor
vehicle and body
panel workshops,
medical research
facilities, forestry
operations.

Easy access to medical
assistance/ambulance
services. No exposure to
hazards that could result
in serious injuries.

1 FAO for 10-50
employees;
2 FAOs for 51100 employees;
1 extra FAO for
each extra 100
employees.

Depends on the
number of staff
and whether
members of the
public are
present

Required if
more than 200
employees

Exposure to hazards that
could result in serious
injury or illness requiring
immediate medical
treatment (e.g. work
with machinery,
dangerous goods,
hazardous substances,
confined spaces or
hazardous manual
handling)

1 FAO for 1-25
employees;
2 FAOs for 26-50
employees;
1 extra FAO for
each extra 50
employees.

Depends on
location,
number of staff
and access to
emergency
services

Required if
more than 100
employees

1 FAO for every
10 employees

Portable kits;
extra modules
in kits, e.g. for
eye injuries,
burns,
and snake,
spider and
insect bites

Remote, Isolated
or Mobile
Workplaces

If toxic or corrosive chemicals are used or stored, AWS Services may be required to provide
emergency showers, eyewash stations or poison antidotes.

1.116 First Aid Awareness
All employees should be provided with information about first aid as an integral part of their
employee induction. This includes the location of first aid kits and the names and locations of trained
First Aid Officers.
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1.117 First Aid Officers
The number of First Aid Officers and their training needs will vary between workplaces depending on
assessment factors.
First Aid Officers should be:
 employees who show enthusiasm and a capacity to deal with injury and illness
 able to relate well to other staff
 in reasonable health
 able to exercise sound judgement, especially in relation to the need to involve emergency or
other support services
 able to be called away from their ordinary work at short notice
 willing to undertake the appointment (i.e. not coerced into the role).
The name of AWS Services First Aid Officer(s) should be displayed in a prominent position and
displayed near to or inside the first aid kit.
The initial treatment given by the First Aid Officer must be consistent with his/her level of training
and competency. When in doubt, the First Aid Officer should recommend that the employee seek
medical advice.
The First Aid Officer is not responsible for ongoing care.

1.118 First Aid Kits
All employees must be aware of where the first aid kits are located.
The contents, number and location of the first aid kit(s) should be appropriate to the types of injuries
and illnesses that are likely to occur at AWS Services (as determined by an assessment of AWS
Services specific requirements).
The first aid kit must be large enough to fit all the required contents (including any additional
modules in separate compartments), and it should protect the contents against dust and damage.
The kits must be well stocked and regularly replenished. The first aid kit should not be locked.
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The name and telephone number of AWS Services First Aid Officer(s), along with emergency services
telephone numbers and addresses, must be located in, or near to, each first aid kit.
The first aid kit should be easily recognised with a white cross on a green background prominently
displayed on the outside. The location of the kit(s) must be marked so that employees and visitors
can easily and quickly access the kit(s) when required.

Analgesics
Note that analgesics (such as drugs containing paracetamol or aspirin) have the potential to cause
adverse health effects in asthmatics, women in the late stage of pregnancy and people with gastric or
duodenal ulcers. They may also cause a hypersensitive reaction to other prescribed medications. In
addition, a dependency on analgesics may be formed, resulting in an adverse health reaction.
Analgesics may be dangerous when used in large amounts or for long periods, and may mask or
contribute to the ill health of recipients.
Analgesics should be dispensed by a registered medical practitioner, not a First Aid Officer.
Analgesics are not listed in the first aid kit contents and should not be made available for use by
employees unless a medical practitioner advises AWS Services that analgesics are necessary for
specific employees.

1.119 First Aid Rooms
Where a first aid assessment indicates the requirement for a first aid room, it should not be used for
any other purpose. The first aid room should:
 be easily accessible by wheelchair and close to toilets
 be well lit, ventilated and temperature controlled
 contain a sink or wash basin and a supply of running hot and cold water
 contain a means of boiling water
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 be under the control of a recognised First Aid Officer.

The relevant state or territory WorkSafe authority (or equivalent) will provide details of further
required contents of a first aid room, should this be necessary. Typically, a first aid room will be
required for companies that have 100 or more employees and are at high risk of workplace injury,
and for low-risk companies with more than 200 employees.

1.120 Serious Injuries
Serious injuries that require immediate medical treatment include:
 the amputation of any part of the body
 a serious head injury
 a serious eye injury
 de-gloving or scalping
 electric shock
 a spinal injury
 the loss of a bodily function
 serious lacerations.
In the above instances, the emergency services should be contacted immediately.

1.121 Responsibilities
Employer
AWS Services will ensure that:
appropriate and adequate first aid facilities (kits, room and first aid personnel) are provided for the
needs of employees and their work
all First Aid Officers are appropriately trained in preventative procedures for first aid and infection
control
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all First Aid Officers are offered hepatitis B vaccinations if they are likely to have contact with blood
or bodily fluids
all employees have access to first aid treatment at all times, including for shift work and in remote
areas (this may involve having a special arrangement with a local medical centre)
all employees have access to first aid kits while using company vehicles or working alone
all employees of AWS Services are aware of the First Aid Treatment Procedure, the location of first
aid kits, and that they know how to seek treatment.

Managers
Managers and supervisors will ensure that:
 first aid equipment is accessible to all employees
 ongoing training is provided to first aid personnel
 the name of the First Aid Officer(s) is displayed in prominent positions within the workplace.

First Aid Officer
The First Aid Officer will:
 regularly audit and replenish the contents of all first aid kits, including replacing any items
with past expiry dates
 ensure that first aid treatment is accessible to all employees
 recommend that employees seek medical advice should there be any doubt as to treatment
 after any incident requiring first aid, ensure that the first aid treatment register and/or
incident form is completed as required, recording details of any treatment given
 ensure that first aid qualifications are maintained and up to date.

Employees
Employees will:
 report all injuries to their manager
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 seek first aid treatment as required
 ensure that any contents removed from first aid kits have the approval/knowledge of the
First Aid Officer.

1.122 Record Keeping
In line with legislative requirements, all first aid treatments must be recorded regardless of how
minor they may appear.
The OH&S – First Aid Treatment Register must be completed by the First Aid Officer in every instance
where the first aid kit is deployed.
If the injury is the result of an accident or incident, and certainly if medical treatment is obtained, it
must be reported and recorded in line with the OH&S – Incident Reporting Procedure.

1.123 Confidentiality of Information
AWS Services managers, supervisors and First Aid Officers must remember that all personal
information about the health of an employee is confidential. Disclosure of personal information
without the employee’s written consent may be illegal.

1.124 Hazards
First Aid Officers may be placed at risk of exposure to infectious diseases or biological hazards if:
 a skin-penetrating injury (such as a needle stick) injury is received
 blood or body substances come into contact with broken wounds, eyes or mouth
 contaminated first aid equipment or materials are used.

1.125 Controlling the Risks
The First Aid Officer must routinely wear protective clothing (such as disposable gloves, goggles and
protective clothing) whenever exposure to blood or bodily fluids is likely or where moist surfaces
occur.
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First aid kits must include appropriate antiseptic solution, disposable gloves and face masks suitable
for emergency expired air resuscitation.

Hygiene
Hands must be washed using soap and water:
 before and after contact with an ill or injured person
 when there is contact with blood or body substances
 when protective gloves are removed.

Blood or Body Substances
Attend to spills immediately and wear protective gloves.
Carefully clean up spilt blood and then clean surfaces with disinfectant.
Use absorbent material such as paper towels to absorb the bulk of the blood or body substance.
Dispose of the contaminated materials in a sealed, leak-proof bag.

Cleaning and Disinfecting
Single use, disposable items should be included in the first aid kit wherever possible.
Items that may be reused, such as scissors and tweezers, need to be thoroughly cleaned using warm
soapy water after each use.
Wear gloves during cleaning and take care to avoid eye splashes.
Wipe items clean first, and then wash with warm water and detergent.
After cleaning, rinse items in clean water and dry before storing.
Disinfect with an alcohol swab or other chemical product.

1.126 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.
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1.127 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S - Emergency Response
Procedure
Introduction
1.128 Purpose
Occupational health and safety legislation outlines the requirements for emergency facilities and
procedures. Whilst they are written broadly, every workplace has different circumstances they need
to consider when developing emergency procedures.
The purpose of this procedure is to ensure that:
emergency evacuation procedures are outlined and adequate training is provided in the event of
emergencies
appropriate emergency facilities are provided
access to rescue equipment and suitably trained personnel is adequate in cases where emergency
situations are reasonably foreseeable.

1.129 Emergency Action Plan
Every workplace must formulate an emergency action plan regarding foreseeable emergencies in the
workplace. The plan should identify situations that require emergency action, an evacuation
procedure and drill and training requirements.
This plan must incorporate the following:
 fire
 effects of hazardous substances
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 armed hold up
 explosion
 structural failure
 natural disaster
 bomb threats
 civil disaster
 severe weather (e.g. cyclone).
The plan should consider the type of work undertaken, the layout of the allocated workspace and the
times worked.
Following formulation of the emergency action plan, the following steps should be completed:
 Appoint a Fire or Emergency Warden.
 Assign a Designated Assembly Point in case of evacuation.
 Complete and file the OH&S – Workplace Safety Inspection Check-list.
 Hold an evacuation drill. Complete and file the OH&S – Emergency Drill Form.
 Review emergency procedures and complete the OH&S – Corrective Action Register.
 Review signage and update emergency contact details.

1.130 Contract Staff
As AWS Services utilises staff and contractors on a job-by-job basis, this means that staff and
contractors do not attend a specific AWS Services place of work, but instead work either from their
own home offices or in the premises of a contract principal.
To that end, AWS Services staff and contractors must immediately avail themselves of the contract
principle’s emergency response considerations and formulate their own emergency action plan that
is site-specific.

1.131 General Site Emergency Instructions
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If you are first at the scene of an emergency, remember these steps:
1. Assess the situation for immediate dangers to your safety.
2. Alert:
 personnel around you
 the appropriate emergency services (000)
 your supervisor, manager and/or Fire Warden.
3. Assist any person in immediate danger if safe to do so.
4. Contain or combat the emergency only if safe to do so.
5. Evacuate to a safe location (if necessary).

1.132 General Building Evacuation Instructions
In case you are instructed to evacuate a building or area by means of an automatic or manual alarm
or by verbal order:
1. Make all equipment safe.
2. Evacuate promptly from the building, closing doors behind you if practical.
3. Evacuate via emergency exit doors only; do not use a lift in any circumstance.
4. Assemble at the designated assembly point.
Note: Leave doors and windows open if evacuating in response to a bomb threat.
When at the designated assembly point:
1. Await further instructions.
2. Do not leave, even if the emergency extends beyond normal working hours or into scheduled
breaks.
3. Follow all instructions from the emergency control personnel and emergency services
personnel.
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4. Do not smoke while at the assembly point.
5. Report to the supervisor.

Fire/Emergency Wardens
Initiate an immediate evacuation of your area in the following cases:
 upon hearing an automatic evacuation alarm (not preceded by a verbal announcement to
disregard it)
 upon receiving the instruction to evacuate given by the supervisor or by emergency services
personnel.
Investigate the emergency and decide on the need for evacuation in the following cases:
 verbal report of an emergency by staff, contractors, visitors etc.
 other indication of an incident or problem.
In case an evacuation is required:
1. Follow building evacuation instructions to initiate an evacuation (if not already automatically
initiated).
2. Ensure that the appropriate emergency services have been contacted by phone (even in the
case of an automatic alarm).
3. Put your yellow/red helmet or cap on.
4. Conduct a thorough and systematic search of the area you control, advising all people to
evacuate via the designated exit to the designated assembly point.
5. Proceed to the designated assembly point.
6. Determine whether the designated assembly point is safe and take appropriate action if it is
not.
7. Ascertain whether anybody appears to be missing (e.g. by performing a roll call).
8. Report the result of your area search and head count to the emergency services’ officer-incharge.
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9. If necessary, take steps to prevent unauthorised persons from entering the building.
Important: Do not attempt to fight a fire unless you have received training or if you have no option
but to fight the fire to protect yourself or another person.

Post-Traumatic Stress
Each person will react differently to an emergency situation, but the range of symptoms that
characterise post-traumatic stress include:
 increased heart rate
 insomnia and hypersensitivity
 muscle tension
 frightening dreams
 startled reactions
 disturbed sleep patterns
 fear of returning to work
 phobias
 re-experiencing the event through hallucinations
 anxiety
 depression
 grief
 guilt.
Post-traumatic stress symptoms can also be experienced by any members of the public who witness
an event. Post-traumatic stress symptoms can continue for a long time past the event and, if they are
not treated, can become worse.

101

AWS Services- Occupational health and safety policy
If the symptoms persist for more than a month past the event, then post-traumatic stress disorder
may be diagnosed. Victims are often left with a view that the world is threatening, irrational and
unjust, and that they are worthless and vulnerable.
Following an event, it is important to act promptly to provide either in-house or external posttraumatic stress counselling from practitioners who are experienced in post-trauma debriefing and
counselling.
It is the responsibility of Carlos Abreu of AWS Services to ensure that all employees have the
appropriate help made available to them in the event that they experience a traumatic emergency
situation.

1.133 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
relevant legislation.

1.134 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Incident Report Form
All occupational health and safety incidents at AWS Services must be reported within 24 hours to
Carlos Abreu via email at office@awsaus.com.au, or fax on 1300 886 497.
Incident Report Number:
Type of occurrence:
If this is an immediately notifiable work-related injury or a dangerous occurrence it must be reported to the
manager immediately, who will then advise the relevant organisation.

Near miss

Injury

Incident

Fire

Equipment or
asset damage

Environmental

Other – specify:
Details of person involved in the incident

First name:

Last name:

Address:
Date of birth:
Gender:

M

F

Contact phone no: (h)
(m)

Position:

Employee number:

Department:

Business unit:

Employment status:

Full time

Part time

Non-AWS Services staff:

Contractor

Visitor

Casual

Company representative

103

AWS Services- Occupational health and safety policy
Name:

Contact phone no:

Details of the incident

Date: ____ / ____ / ____

Time:

am / pm

Location of the incident:
Department:

Section:

Machine name/no:

Damage, if any:

Explanation of activity at time of incident:
(specify any plant, substance, equipment involved)
NB: Do not use individual’s name, specify their position or job title only.

Did an injury occur?

Yes

No

Injury classification:

N/A

Fatal

Hospital admittance

First aid treatment only

Visit to doctor

Equipment damage only

List medical restrictions as per medical certificate:
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Alternative work duties given?

Yes

No

If this is an immediately notifiable work-related injury or a dangerous occurrence it must be reported to the
manager immediately, who will then advise the relevant organisation.

Nature of injury:

Part of body injured:
(Be specific: ring finger on right hand etc.)

Provide witness description of incident below:
Name of witness:
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Supervisor/manager comment:

Name:

Signed:

Date: ____ / ____ /_____

Senior management comment:

Name:

Signed:

Date: ____ / ____ / _____

Further training required:

Induction

Specific task /
competency assessment

Other (specify):

Is a procedural review required?

Manual handling /
ergonomics

No further training
required
Yes

Specify:

No
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ACTION PLAN
List the actions required to prevent re-occurrence of incident.
Actions must be aligned with the ‘Hierarchy of Control’ as below:
1. Elimination 2. Substitution 3. Isolate/Engineer 4. Administration 5. PPE
Action to prevent
re-occurrence
(Do not leave blank)

Person responsible
for action

Action completed

Sign-off
completed
(signature
required)

1.
2.
3.
4.
5.
Referred to manager
Is rehabilitation required?

Consulted employee(s)
Yes
No

Advised senior manager
Rehabilitation Consultant advised

Date: ____ / ____ / ____

Manager:

Contact phone no:

Signed:

Date: ____ / ____ / ____

107

AWS Services- Occupational health and safety policy

OH&S - Breach of Occupational
Health and Safety Requirements
Introduction
1.135 Purpose
The purpose of this procedure is to define the steps to be taken in the event of a breach of the AWS
Services Occupational Health and Safety Policy. Breach of this policy could harm AWS Services ability
to satisfy occupational health and safety obligations as required by law.

1.136 Responsibility
In several prosecutions throughout Australia, precedent has been set covering unacceptable
behaviour in respect to health, safety and welfare that shall result in termination of employment.
AWS Services will enforce all safety measures to the point of issuing formal warnings and, if
necessary, termination of employment. If an employer is aware of unacceptable behaviour and does
not issue appropriate warnings then, in effect, the employer is condoning the behaviour and may
face prosecution themselves.
If an employee’s performance in the area of health and safety is deemed unacceptable, despite
counselling by their manager, a formal warning system should be used.

1.137 Instructions for Use
The warning process should include a series of witnessed verbal and written warnings, which set out
to any employee who is being warned:
 the basis of the warning
 the form of behaviour that is expected
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 the ways in which the employee can and should improve their behaviour
 the consequences of such behaviour should it occur again.
While the actual process to be used depends on the particular circumstances, the following
represents an example of the steps that AWS Services has set down as appropriate:
First Warning – A general warning regarding the nature of the problem(s) and the need for
improvement (witnessed).
Second Warning – A specific warning of problem(s) and the consequences of non-improvement
(written and acknowledged).
Third Warning – A final warning of problem(s) and a specific warning that non-improvement will lead
to dismissal (witnessed, written and acknowledged).
Instant Dismissal – Immediate termination of employment due to serious and wilful misconduct.
When considering terminating employment based on safety breaches, consideration should be given
to the following:
Was the misconduct serious and wilful, hence requiring instant dismissal?
Was the employee given sufficient instruction and training? Was training provided? If not, why?
Has the misconduct previously been condoned?
Has the employee been given a chance of reasonable explanation and an opportunity to improve
performance?
Has the employee been given the opportunity to be accompanied and/or represented in the warning
interviews?
Have Award and other statutory obligations been met?
What period of notice is reasonable and/or required?
Has the employee received three warnings of a similar nature? Alternatively, has the employee
received three warnings on three separate issues where the third warning linked the other two and
warned that recurrence of such issues or a further serious breach would result in termination of
employment?
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Is the nature of the breach serious enough not to require three warnings (e.g. first and final
warning)?
After the first, second and third warning stages, an OH&S – Breach of Occupational Health and Safety
Requirements Notification must be issued.

1.138 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
legislation.

1.139 Authority and Responsibility
This procedure is issued under the authority of the Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S- Breach of Occupational
Health and Safety Requirements
Notification
ISSUED TO:
Name:
Workplace/Section:
Date and Time:

Employee Rep:

In view of the fact that you failed to comply with the following safety rule(s) and/or instruction(s) at:

__________ (am/pm)

With respect to:

on _______ /________ /_______ (date)

Insert details of the incident/event

We formally request that immediate action be taken by you to comply with the requirements of the
Occupational Health and Safety Act 1991 (Commonwealth), the Occupational Health and Safety
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(Safety Standards) Regulations 1994 (Commonwealth), and the Occupational Health and Safety Code
of Practice 2008 (Commonwealth), and with the safety requirements of AWS Services.

It is suggested that you:

Failure to comply with this directive may result in additional warnings being issued, in addition to
legal prosecution, which may be instituted by AWS Services.
This warning will remain on file for the period of your employment.

SIGNATURE: ________________________________

DATE: _____ /______ /_____ .

Management Representative
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Consultation Policy
1.140 Purpose and Scope
A proactive OH&S Compliance System involves the input from staff regarding safety issues.
Consultation is more than sending out memos; putting notices on the board or giving staff something
to read. Consultation is the process of listening and considering employees' opinions before making
any health and safety decisions.

1.141 Responsibilities
Under the Occupational Health and Safety Act (2004), AWS Services shall consult employees, so far as
reasonably practicable, on matters that directly affect or are likely to directly affect the health and
safety of all staff, contractors, visitors and the general public.
Where possible, AWS Services will establish O&HS Committees across the organisation or establish
work-groups to enable HSRs, O&HS Committees and/or other arrangements to be implemented for
OH&S consultation purposes.
Communication and consultation is required:
◦

When identifying hazards and risks and deciding how to control risks.

◦

When making decisions regarding facilities related to welfare.

◦

During development of OHS procedures and supporting systems.

◦

Changes to workplace (e.g. new buildings, alterations to existing buildings, renovations,
maintenance, repairs and minor modifications),machinery and equipment, substances,
processes and other things used in the workplace.

AWS Services management shall provide adequate facilities and resources and assistance to assist
with OH&S Committees and any communication and consultations between staff, contractors and
OH&S representatives.
Trainings shall be provided to HSRs and members of the OH&S Committee.
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Senior Managers are responsible to develop and implement a consultative process. This can be staff
meetings; department meetings or other means but must be known to all staff and records kept.
 OH&S Consultation Procedure
 AWS Services will ensure:
 All employees are encouraged to offer ideas on an ongoing basis for improving workplace
health and safety.
 All ideas put forward are given proper consideration.
 All employees who offer ideas are provided with feedback and proper recognition and all
agreed ideas are effectively implemented.
Management should consult with staff representatives and employees on all workplace health and
safety matters including:
 The development and review of policies and procedures in relation to health and safety.
 The development and review of consultation arrangements in the workplace in relation to
health and safety (including the establishment and review of designated work groups and
health and safety committee).
 The type of health and safety information to be provided to employees and the way the
information is to be provided.
 Planning of health and safety training for employees.
Consultation should also occur when:
 Considering any change which may affect the employees' health and safety at work (e.g. in
workplace design, allocation of roles and responsibilities, procedures, plant or substances
used at the workplace, ways of working, new technology).
 Carrying out hazard identification, risk assessment and risk control processes in the
workplace.
 Considering goals and targets for improving workplace health and safety.
 Becoming aware of new or additional information from manufacturers, suppliers,
government bodies and other relevant bodies which may impact on the health and safety of
employees.
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 Considering the purchase of any goods or services that could have health or safety
implications for employees.
 Considering engagement of external consultants for health and safety work.
 Considering purchase of personal protective equipment.
 A workplace incident has occurred.
Any consultation procedures must take into account the needs of health and safety representatives
and employees who come from non-English speaking backgrounds.
The Managing Director shall ensure the development of an effective OH&S program, including
compliance with statutory obligations.
The Managing Director has a responsibility to:
 Publish a policy expressing management attitude on OH&S.
 Ensure mechanisms are provided to ensure effective consultation with employees.
 Ensure an effective OH&S plan is in place including objectives and targets.
 Assign someone to coordinate the OH&S function.
 Monitor OH&S performance including compliance with external regulations/standards and
internal policy and procedures.
 Ensure appropriate resources and budget allocations for OH&S improvement, training and
equipment.
 Attend selected meetings, training sessions and other safety related events.
 Liaise with government OH&S inspectors as required.
 Be readily available to employees to discuss OH&S issues and take an active role in the
resolution of concerns.
 Establish a performance appraisal system for all managers and supervisors that includes
OH&S.
 Review the OH&S performance of managers and supervisors.
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The role of the OH&S coordinator is to facilitate the implementation and monitoring of the OH&S
program. The OH&S coordinator does not, and should not take on the management role or
responsibilities in relation to the OH&S function. It is a legal requirement that managing OH&S is the
responsibility of management.
The OH&S coordinator is to:
 Facilitate the development and coordination of preventive strategies such as policies,
procedures, safe work practices, control of specific hazards, safety management plans, and
health promotion.
 Directly engage the workforce in a two way stream of communication on all matter related to
the Health & Safety of all employees, contractors and those affected by their works.
 Ensure health and safety programs are integrated into work systems.
 Consult and communicate to promote health and safety in the workplace.
 Assist in identification and assessment of workplace hazards and the development of control
strategies.
 Be involved in workplace inspections, audits and incident investigation.
 Assess the impact on OH&S of planned and actual changes to the workplace and work
practices.
 Access sources of OH&S information and systematically disseminate information to key
people.
 Coordinate the collection, recording and analysis of OH&S data.
 Provide advice and information to managers and supervisors.
 Coordinate the development and implementation of an OH&S training program.
 Maintain currency of information on legislation, codes of practice, and industry and
Australian Standards.
 Contribute to the evaluation of the effectiveness of the OH&S program.
Senior Managers shall ensure the implementation of the OH&S program, including compliance with
statutory obligations as specified in the relevant state safety Acts,regulations, codes of practice and
Australian Standards.
Senior Managers have a responsibility to:
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·

Ensure mechanisms are provided to ensure effective consultation with employees and their
representatives

·

Directly engage the workforce in a two way stream of communication on all matter related to
the Health & Safety of all employees, contractors and those affected by their works

·

Monitor OH&S performance including compliance with external regulations,standards and
internal policy and procedures.

·

Assume responsibility and accountability to the Responsible Officer for all injury prevention
and injury management activities.

·

Ensure that all staff under their control fully understand and observe all aspects of the
Company’s Safety Policy, Rules & Procedures, including Supervisors.

·

Provide support to Supervisors to enable them to efficiently carry out their injury prevention
and injury management duties.

·

Attend selected meetings, training sessions and other safety related events.

·

Liaise with government OH&S inspectors as required.

·

Be readily available to employees to discuss OH&S issues and take an active role in the
resolution of concerns.

·

Ensure that all equipment (including first aid, fire, emergency evacuation, manual handling
equipment) is maintained in a safe condition without risks to buildings, staff or customers.

·

Ensure that regular safety inspections are conducted.

·

Ensure that subcontractors are aware of their responsibilities under the various safety Acts,
regulations, codes of practice and applicable Australian Standards.
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OH&S REHABILITATION AND
RETURN TO WORK
PROCEDURE
1.142 Scope
Occupational Rehabilitation is the process of restoring those who are ill or injured to the fullest
physical, psychological, social, vocational and economic usefulness of which they are capable.
Occupational Rehabilitation aims to assist employees to return to meaningful and productive work at
the highest possible level of functioning following illness or injury.

1.143 Purpose
Effective Occupational Rehabilitation commences as soon as possible after an injury or illness is
reported and takes account of the individual’s state of personal well being as well as physical
recovery. These services are available to all employees whether the injury or illness is work related or
not and can be provided either by appropriate staff or by external consultants.

1.144 Procedure
Effective injury management relies on the cooperative efforts of all participants – employers,
workers, insurers, doctors and other health practitioners. The key principles underlying the safe,
early and durable return to work of injured workers include:
 having systems in place to ensure everyone at the workplace agrees, understands and knows
what to do in the event of an injury.
 Early reporting of injuries and early intervention.

118

AWS Services- Occupational health and safety policy
 The workplace being the most effective place for the majority of workers to recover from
their injury.
 Key parties working together.
AWS document policies and procedures outlining the system to manage workers who suffer a work
related injury or illness. This document, called a return to work program, will be consistent with the
injury management program of the employer’s insurer. The injury management program is the
blueprint statement that sets out how treatment, rehabilitation, claims management and
employment practices are to be coordinated to achieve a safe and durable return to work for an
injured worker.

1.145 Breach of this Policy
Breach of this policy could harm AWS Services ability to achieve our occupational health and safety
obligations. Failure to comply with the principles of this policy, or of the supporting procedures and
forms, could result in appropriate disciplinary actions, suspension, termination of employment
(dismissal) or termination of vendor contracts and agreements. Additionally, individuals may be
subject to loss of AWS Services access, privileges, civil and/or criminal prosecution.

1.146 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.

1.147 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S Return to work policy
1.148 Procedure
In the event of a work related injury or illness occurring, AWS Services is committed ensuring primary
care and return to work rehabilitation for employees having a work related injury or illness,
compensable under and in accordance with the Worker’s Compensation legislation for the relevant
State.

1.149 Objectives
To ensure that return to work is the normal course of action following a work related injury or illness.
To initiate, as soon as possible, the return to work process following a work related injury or illness.
To assist injured or ill employees to return to meaningful, productive work as soon as possible.
To maintain a network or support internally and externally to ensure that rehabilitation of injured or
ill employees is initiated, monitored and progressed to a satisfactory conclusion.
Ensure the health, safety and welfare at work of all employees, in accordance with the relevant State
OH&S Legislation.
Implement Policies on OH&S, which includes the investigation of any accident or injury that occurs at
any Asset Interiors workplace.

1.150 Procedure
AWS Services will Appoint a return to work coordinator if not already appointed and ensure they
have the appropriate level of seniority and that they are competent to assist you to meet the return
to work obligations.
Plan and implement the worker’s return to work and provide suitable or pre-injury employment that
is consistent with the worker’s capacity for work.
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AWS Services will:
 Obtain relevant information.
 Consider reasonable workplace supports, aids and modifications.
 Assess and propose options for suitable or pre-injury employment consistent with the
worker’s capacity.
 Consult with the worker and their treating health practitioner about the worker’s return to
work.
 Provide clear, accurate and current details to the worker about the return to work
arrangements.
 Seek to reach agreement where possible.
 Support and monitor the worker and the return to work arrangements.
 Progress the return to work arrangements.
 Ensure full return to work, where possible.
 Ensure that the injured employee is immediately referred for appropriate treatment. An
employee has the right to attend the treating doctor of their choice.
 Report all lost time and serious injuries immediately to the OH&S Committee.
 Assist an injured employee to return to their pre-injury job through individually planned
rehabilitation, which may include the provision of alternative or modified duties.
 Seek the involvement of employees through consultation either directly or through the
OH&S Committee to discuss the program and inform employees of their rights and
responsibilities.
 Employees should be made aware that if they unreasonably refuse to cooperate with their
injury management plan, the insurance company could suspend weekly benefits.
 Monitor the effectiveness of the Return to Work Program.
 Provide a procedure to handle any disputes which may arise over Occupational
Rehabilitation
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 Take care to prevent work-related injuries to self and others. Adopt safe work practices
consistent with training, instruction and level of competence.
 Co-operate in work site changes designed to assist the return to work of fellow workers.
 Report all injuries immediately, notifying AWS Services, the name of the intended treating
doctor before seeking treatment.
 Specify one nominated doctor or medical practice who is prepared to participate in the
development of an injury management and return to-work-plan, bearing in mind that AWS
Services can and will provide alternative duties in order to implement this plan.
 Give consent for the nominated treating doctor to provide information for the purpose of
having an injury management and return to work plan.
 Participate and cooperate in the establishment of an injury management plan.
Participation is voluntary, but non-compliance may result in disciplinary action, reduced or
withdrawn payments, and or non-acceptance of any related workers compensation claims.

Employees will:
 Comply with obligations in any injury management plan written.
 Make all reasonable efforts to return to work with as soon as possible.

Management will:
 Develop and implement a return-to-work program, educate the workforce on such programs.
 Keep injury and return to work statistics and develop policies to improve systems.
 Provide information on the return to work process and associated workers compensation
benefits to injured workers.
 Obtain the injured worker’s consent before obtaining or releasing rehabilitation information
about the worker
 Determine the injured worker’s needs by discussion with the worker, the nominated treating
doctor and other treatment practitioners.
 Work with the insurer to develop an injury management plan for the injured worker.
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 Identify appropriate suitable duties assisting the injured worker to return to work as soon as
possible.
 Prepare a return-to-work plan to document suitable duties and work restrictions so that all
parties are informed and manage the return to work process.
Referring a Return to Work Provider as needed AWS Services will:
 Coordinate and monitor progress in treatment, rehabilitation and return-to-work plans.
 Assist in the redeployment of an injured worker (either internally or externally) when this
worker cannot return to pre-injury duties.
 Collect information on locally based resources in the community, including bilingual
resources, and making this information available to the injured worker.
 Maintain confidential case records in accordance with WorkCover’s Confidentiality
Guidelines.
AWS Services will offer suitable duties to partially incapacitated workers.
The following would be considered when determining whether a job for a partially incapacitated
worker is suitable:
 The nature of the worker’s incapacity and pre-injury employment
 Details of physical restrictions given in the medical certificate supplied by the treating doctor
 The worker’s age, education, skills and work experience
 The worker’s pre-injury employment
 Where the worker lives
 The provisions of any injury management plan for the worker
 Any suitable employment for which the worker has received training
 The length of time the worker has been seeking suitable employment
 Suitable duties should be productive and meaningful, not demeaning to the worker.

Suitable duties need to be:
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 Time limited.
 Monitored closely.
 Regularly upgraded.
A return-to-work plan should be in writing and contain:
 The job title and location.
 Agreed purpose of suitable duties (to return to pre-injury job, or an interim measure to asses
capacity to return to pre-injury or as an alternative job).
 The supervisor.
 Hours and days to be worked.
 Duties, including restrictions or specific duties to be avoided.
 Wages, include make-up pay applicable.
 Commencement date.
 Length of program.
 Review dates.
 Documented agreement by all parties.
 Arrangements to attend treatment or medical appointments as well as the agreed purpose of
suitable duties should be detailed in the Return to Work Plan.
In developing return to work plans, consideration will be given to:
 The special needs of individual workers.
 The personal circumstances of injured workers that may impact of suitable duties.
 Industrial issues within the work-site.
 Workload impact of fellow workers.
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The success of a return to work program depends on the co-operation of every employee within
Asset Interiors; therefore every employee must be made aware of their responsibilities to support a
return to work.
Induction training of new employees will include a segment on OH&S and Rehabilitation where
employee responsibilities are explained.
Management will be given assistance in fulfilling their roles and responsibilities.
Existing employees will be made aware of their responsibilities in supporting the return to work
program.
The return to work co-coordinator will be given appropriate training to enable a fulfilment of
responsibilities.
Records will be kept of an injured employee’s progress.
The Return to Work Coordinator in consultation with the employee and the treating doctor will
prepare an individual return to work plan. The forms attached to the end of this program will be the
tools used to generate and record this information.
Medical information appertaining to a return to work case will be treated with strict confidence, and
only the outcome of such information i.e. fitness for work, will be documented and made generally
available.
Management will review the return to work experience in their work locations through the monthly
injury and accident statistics.
All documentation relevant to the Employee’s Return to Work Plan and Compensation claim will be
maintained in the Employer’s Personnel file by the OH&S Coordinator.
The Supervisor will immediately report all lost time injuries to the relevant Senior Manager.
Details of a claim will be forwarded to the insurer within 48 hours of injury. The insurer will be kept
informed during each stage of an employee’s return to work program.
Following a lost time or serious injury, Senior Management will be advised regarding the ensuing
points:
 The injured employee’s name and occupation.
 The nature and extent of the injury/illness.
 The name of the treating doctor.
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 The initial estimated period of incapacity.
 The types of alternative or modified duties, which are available.
AWS Services will need to determine a suitable Return to Work Provider to assist employees who
have sustained a work related injury/illness:
The expertise of this company may include:
a)

WorkCover accredited Medical Practitioners

b)

Occupational Therapists

c)

Physiotherapists

d)

Occupational Health Nurses

e)

Return to Work Counsellors

f)

Vocational counsellors

g)

Psychologists

The Return to Work Coordinator will assess the case by:

 Contacting the treating doctor to discuss prognosis and the possible need for rehabilitation.
 Seeing the injured employee if this is practical.
 Liaising with Management.

Weekly assessment of the case will be made.

If the injured employee has not resumed work within 7 days, Management will be notified.
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When, in the opinion of the treating doctor, the injured employee is able to resume working
performing alternative, modified or full duties, suitable duties will be identified with the assistance of
Management if necessary.
A return to work program will be formulated following consultation with the injured employee, the
treating doctor and other health professionals, Management and if appropriate an external Return to
Work Provider.
The return to work program will set out:
 The type of work that is suitable.
 How many hours are to be worked each day. This may include overtime providing there has
been agreement by the treating doctor.
 Whether time off for continuing treatment is required.
 When the employee is to see the treating doctor or specialist.
 The date for reviewing the program.
A copy of the return to work program will be given to:
 The employee.
 The treating doctor.
 Other health professionals involved.
 The Supervisor and Manager.
In the event that an employee should reject the concept of rehabilitation, AWS Services
management has an obligation to consult with the treating doctor, the Return to Work Coordinator,
other health professionals involved.
Weekly assessment of the employee’s progress will be made whilst undertaking a return to work
program.
When an employee is certified fit to return to normal duties following an injury, OH&S personnel and
the insurer will be informed.
Any disputes over occupational return to work should be discussed within. These discussions should
involve AWS Services management, the employee, and treating medical practitioners. If resolution at
this level cannot be achieved, then the matter should be referred to the insurer.
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1.151 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S and Environment
Policy
Health, Safety, Environment & Community Policy
AWS Services have a clear understanding of environmental issues and the environmental impacts
affecting our activities. We ensure that we do everything within our power to avoid potential harm to
the environment with appreciating the growing need for companies to develop in a sustainable
manner. Monitoring and measuring our direct impacts on the Environment is an integral part of our
Management System.
AWS Services is committed to operating in a safe and responsible manner, respecting the health of
our employees, the environment, and the communities in which we operate.
We are committed to the highest standards of personal, professional and ethical behaviour with
regards to the environment.
AWS Services will:
 Work with all employees to eliminate conditions and acts from the workplace that may cause
environmental harm.
 Identify measurable objectives and targets that will drive the continuous improvement
necessary to achieve an environmentally friendly workplace.
 Identify, assess and manage risks to employees, the local community and the environment.
 Seek continual improvement in our health, safety and environmental knowledge, skills and
behaviours.
 Comply with applicable laws, regulations, standards, codes, and other commitments to which
the company subscribes.
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 Ensure active involvement and open communication with all employees in health, safety, and
environmental matters.
 Engage openly and honestly with people affected by our operations and take their views and
concerns into account in our decision making.
 Set and achieve targets that promote the efficient use of natural resources and minimise the
impact of our operations on the environment

1.152 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.

1.153 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S Risk Management
Process
1.154 Introduction
Safety culture is described as the attitudes, values, norms and beliefs which a particular group of
people share with respect to risk and safety. Managers are the key to a successful safety culture.
Management attitude, behaviour and style have a powerful effect on workplace safety, and help
separate good from excellent organisational OH&S performance

1.155 Procedure
AWS Services will provide OH&S risk management through:
 Management leadership and commitment.
 Active involvement of each individual in the workplace.
 Effective communication through consultation.
 Provision of appropriate education and training.
 Hazard identification risk assessment and control.
 OH&S management identification systems.
Risk management is a four step process whereby AWS Services will identify hazards in the workplace,
then assess the risk of those hazards and then implement control measures, which will eliminate or
minimise the risk of injury from the hazards identified.
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Control measures which have been put in place must be reviewed periodically to check that they
actually fix the problem, without creating another one.

Hazard identification
Hazards can be identified through:
 workplace inspections
 incident reporting
 register of injuries
 consultation with employees
 feedback from employees.
AWS Services is aware that there are a number of business activities which can involve risk to safety.
These can include:
 Purchasing: the equipment or chemicals purchased to run your business may introduce
safety issues (e.g. plant and equipment; cleaning agents)
 Work activities: in carrying out work tasks the physical and psychological demands of the
tasks, equipment used, working environment can place employees at risk (e.g. repetitive
movements, length of time spent on the computer, air quality, materials handling)
 Contractors/casual employees/customers: other workers who come into the workplace can
be at risk or place your employees at risk from the work activities they conduct (e.g. cleaning
agents used by cleaners, electrical contractors, verbal abuse by customers).

risk assessment
Risk Assessment determines how likely and how serious the effects will be on people in the
workplace being exposed to the hazard. AWS Services will work out which hazards are most serious
and deal with them first. To assess the risk, you should consider:
 the type of hazard
 how severely could the hazard injure or cause illness (consequence)
 how likely is this consequence going to happen (likelihood)
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 the frequency and duration of exposure
 who it may effect
 capabilities
 skills, experience and age of people
 layout and condition of the working environment.

Risk control
AWS Services risk Control involves deciding what needs to be done to eliminate or control the risks to
health and safety. Where possible, AWS Services will always try to remove or eliminate the problem
from the workplace, for example by using a different process, or changing the way a job is done.
If it is not possible to eliminate the hazard, the Hierarchy of Risk Control must be used to determine
the most effective measures to minimise the risks.

Hierarchy of risk control
1. Design or reorganise to eliminate the hazard from the workplace: try to ensure that hazards
are designed out when new materials, equipment and work systems are being planned for
the workplace.
2. Remove or substitute the hazard: where possible remove the hazard or substitute with
less hazardous materials, equipment or substances.
3. Enclose or isolate the hazard: this can be done through the use of barriers, introducing a
strict work area, enclosing a noisy process from a person.
4. Minimise through engineering controls: this can be done through the use of machine
guards, effective ventilation systems etc.
5. Minimise the risk by adopting administrative controls: establish appropriate procedures
and safe work practices such as job rotation to reduce exposure time or boredom; timing the
work so that fewer employees are exposed; routine maintenance and housekeeping
procedures; training on hazards and correct work methods.
6. Personal Protective Equipment: provide suitable and properly maintained personal
protective equipment and ensure employees are trained in its proper use (examples include
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gloves, earplugs etc.).
If no single control is appropriate, a combination of the above controls needs to be taken to
minimise the risk to the lowest level that is reasonably practicable.

Review
AWS Services will perform periodic reviews of control measures and risk assessments to ensure the
control measures implemented are appropriate and effective and the risk assessments are still valid.
This will be achieved through safety audits, regular workplace inspections, consultation with
employees and review of incident investigations. Risk management should be built into all workplace
activities that can give rise to safety issues.

1.156 Policy Review
This policy will be reviewed annually in consultation with relevant employees, using established
consultative mechanisms, and revised as necessary to keep in line with new legislation and company
changes or growth. The date of each review (as far as is practicable) will fall on 1 July each year.

1.157 Authority and Responsibility
This policy is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Risk Assessment
(Task, Process, Situation)
All records of process risk assessments will be retained until reviewed or a new assessment
report becomes available.
Assessments should be completed when:







the system or process of work changes
new plant or equipment is introduced
modifications are carried out
plant or equipment is used for another purpose
new information about hazards becomes available
at least every five years.

Risk Situation:
Area description:

Number of persons at risk:

Current controls:
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Hazard incident description:

Risk assessment (see attachment)
Risk evaluation – Consequence details:
Risk evaluation – Likelihood details:
Qualitative Risk Analysis Matrix (AS 4360) level
of risk:
Risk controls

It may be best to use a combination of control
measures and to provide training.
Elimination
1

Y/N

Comments/Corrective Action

Y/N

Comments/Corrective Action

Is the task or process necessary?
YES: Go to Question 2
NO: Eliminate the hazard

Substitution
2

Is it possible to replace the hazardous plant,
equipment or work process with a less hazardous
means or process?
YES: Replace and assess
NO: Go to Question 3
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Isolation
3

Y/N

Comments/Corrective Action

Y/N

Comments/Corrective Action

Y/N

Comments/Corrective Action

Is it possible to isolate the process through
distance or enclosure?
YES: Detail control measures here and go to
Question 4 if further controls are required
NO: Go to Question 4

Engineering
4

Is it possible to reduce the risk with engineering
controls:
Re-designing the work area?
Fixing guards?
Maintenance?
Other engineering means?
YES: Detail control measures here and go to
Question 5 if further controls are required
NO: Go to Question 5

Administration
5

Is it possible to reduce the risk with
administrative controls:
Using a standard operating procedure and/or
work/task instruction?
Providing supervision?
Providing training?
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Using job rotation?
Appropriate signage?
Other administrative means?
YES: Detail control measures here and go to
Question 6 if further controls are required
NO: Go to Question 6

Personal Protective Equipment (PPE)
6

Y/N

Comments/Corrective Action

Can the risk be reduced by the use of:
Gloves?
Protective clothing?
Hard hat?
Safety footwear?
Safety glasses?
Face shield?
Respirator?
Self-contained breathing apparatus?
Other personal protective means?
YES (to any): Detail control measures here and
supply specified equipment along with training
NO (to all): Go to Question 7
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Further controls
7

Y/N

Comments/Corrective Action

Is there a control which is presently impractical,
but that may be used to reduce the risk now or in
the future?
YES: Supply details

8

Summary of control measures (use dot points):

The assessment is completed and controls have been implemented.

By whom:

When:

Further comments:
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Risk Assessment Conducted By:
Name:

_______________________________________
Signature:

_______________________________________ Date: ______/______/______

Name:

_______________________________________
Signature:

_______________________________________ Date: ______/______/______
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Attachment to Risk Assessment (Worksheet)
Prioritizing Hazards and Risks


For each hazard identified or each item of plant or system of work, an assessment of the
LIKELIHOOD (probability) of the risk resulting in injury or illness should be made using
the matrix below. Review the description and choose the relevant level.
Risk Evaluation - Likelihood
Level

Rating

Likelihood description

Frequency

A

Almost
Certain

Common or repeating occurrence; the event will
most likely occur in most circumstances.

More than once
per year

B

Likely

Known to occur, or ‘it has happened’; there is a
good chance the event will occur in most
circumstances.

At least once per
year

C

Possible

Could occur; there is a reasonable likelihood that
the event will occur at some time.

At least once in
5 years

D

Unlikely

Plausible, could occur at some time; there is a
remote chance of the event occurring.

At least once in
10 years

E

Rare

Very unlikely but not impossible; the event has
never happened.

Less than once
in 15 years

141

AWS Services- Occupational health and safety policy


The next step is to estimate the CONSEQUENCE of possible injury or illness by reviewing
the matrix of consequence descriptions below and choosing the relevant level.
Risk Evaluation - Consequence

Level

Rating

Persons

Property

Financial

Occupa-

Image &

Effect on

loss

tional

reputation

operations
(lost time)

1

Insignificant

No injury

No damage

Less than
$1000

Zero impact

Low impact

No effect on
work
schedule:
less than 1
hour

2

Minor

First aid
treatment
required

Internal
repairs

$1000 –
$10,000

Minor
impact:
immediate
containment

Low impact

Minimal
effect on
work
schedule:
1 hour – 1
day

3

Moderate

Medical
treatment
required

External
Repairs

$10,000
–
$50,000

Impact
localised

Moderate
impact

Significant
effect on
work
schedule: 1
day – 1 week

4

Major

Death or
extensive
injuries

Extensive
external
repairs

$50,000
–
$150,000

Off-site
impact only

High impact

Major effect
on work
schedule:
1 week – 1
month

5

Catastrophic

Multiple
deaths or
severe
permanent
disabilities

Unrepairable/
replace

More
than
$150,000

Major
impact:
immediate
or long term

Extreme
impact

More than 1
month or
project
halted
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Find the intersection of the likelihood letter and the consequence number on the Risk
Assessment Matrix below to determine the level of risk. This may be categorised as Extreme,
High, Medium or Low and sets the remedial priority for management to implement
corrective action.

Prioritizing Hazards and Risks
Risk Assessment Matrix

Overall Risk Ranking

Consequence

L

1

2

3

4

5

Probability=

A

H

H

E

E

E

Consequence=

B

M

H

H

E

E

C

L

M

H

E

E

D

L

L

M

H

E

E

L

L

M

H

H

i
k
e
l
i
h

Qualitative Risk Analysis Matrix (AS 4360)

o
o
d

Level of risk =

Risk Priority Table
Risk ranking

Extreme
High

Medium

Low

Definitions of priority

Situation critical; stop work immediately or consider
cessation of work processes.
Corrective action is required within 24 hours.
Consider short-term and/or long-term actions. Senior
management attention needed.
Is very important, must be assessed by management
and actioned within seven days. Consider short-term
and/or long-term actions. Management responsibility
must be specific.
Is still important but can be dealt with through
scheduled maintenance or similar. However, if the
solution is quick and easy then fix it today. Review
and/or manage by routine procedures.

Suggested
timeframe
Immediate
Today

This week

1–3 months
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OH&S – Risk Assessment
(Plant and Equipment)
All records of plant risk assessments will be retained until reviewed or a new assessment
report becomes available. Risk assessments will be completed at least once every five years
or when any changes to the plant or related processes are made. Upon the sale of any item of
plant, the risk assessment will be given to the new owner.
Plant no/ID no:
Location:
Date:

____ / ____ / ____
Completed by: (print names)

Checklist
1

Is there any relevant Australian Standards or
other to which the plant design should conform?
List standards.

2

Is this piece of plant/equipment required to be
registered under relevant occupational health
and safety Regulations?

3

Is inspection testing and maintenance
information provided?

Y/N

Comments/Corrective Action
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Checklist
4

Have safe operating procedures been developed
for this equipment?

5

Is there any foreseeable chance for ‘hiccups’
during operation (e.g. jamming, failure under
load, inability to cope with odd shaped work
pieces, waste build up)? If yes, has a procedure
been developed for dealing with these
conditions?

6

Is an operation manual available for this
equipment?

7

Is there any foreseeable chance of operators
misusing the plant or cutting corners? If yes,
have control measures been developed to prevent
this happening?

8

Have provisions been made for the results of this
hazard identification to be given to users of the
plant (e.g. in an operation manual or similar
format)?

9

Are there any exposed/unguarded parts?

10

Is there any potential for parts of the body, hair
or clothing to become entangled in the plant?

11

Is there any risk of a person becoming trapped
and/or crushed between any two moving parts of
the plant?

12

Are there any cutting edges or sharp protrusions
that could cause injury if inadvertently touched?

13

Could materials used or waste produced cause
cuts or other injury if touched?

14

Are there any surfaces within the operator’s
reach where moving parts come together to
create a shear hazard?

Y/N

Comments/Corrective Action
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Checklist
15

Are there any surfaces within the operator’s
reach that could cause injury if touched? (e.g.
heat, overhead cords.)

16

Are there any areas within the operator’s reach
where a moving and fixed part come together to
create a shear hazard?

17

Could materials, work pieces or waste be ejected
from the plant and hit the operator or other
person in the vicinity?

18

Does any part of the plant move in such a way
that it could strike the operator or anyone in the
vicinity?

19

Could any parts of the body be drawn into the
plant?

20

Does the operator need to over-reach, stretch,
lift, carry or bend in such a way that it may cause
body strain?

21

Could there be a problem with access for
maintenance and repair?

22

Could the absence of a lockout facility create a
hazard?

23

Could the operator become trapped and suffocate
while operating the plant?

24

Is there a hazard from lack of an emergency stop
mechanism? Are these adequately signed?

25

Is there a hazard from inaccessibility of an
emergency stop mechanism?

26

Is there any potential for rollover?

Y/N

Comments/Corrective Action
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Checklist

Y/N

Comments/Corrective Action

27

Is there any potential for loss of load during
operation?

28

Is there any potential for falling objects to hit the
operator or others during operation?

29

Has the plant and/or equipment been modified
or changed? If so, have safe operating procedures
been modified and communicated to employees?

30

If the plant is used to lift and/or move people, is
a suitable personnel carrier fitted with means to
safely lower personnel in an emergency, and are
safety harness anchor points provided? If not,
provide.

31

Are any of the following potential hazards present during plant usage:
Release of stored energy

Vibration

Radiation

Fire or excessively high
temperature

Explosion

Moisture or dampness

Traffic management
(vehicle movements)

Access/egress to plant

Operator fatigue

Pressure or vacuum

Electricity

Excessive noise

Gas or vapour

Ice or excessively low
temperature

Dust or other atmospheric contaminants

Gas/liquid under
pressure

Adverse weather
conditions

Pedestrians/ other
workers
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Comments:

Risk Assessment Conducted By:

Name: _________________________________

Position: _______________________________

Signature: _______________________________

Date: _____ /______/_____

Name: __________________________________

Position: ________________________________

Signature:________________________________

Date: _____ /______/_____
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OH&S – Risk Assessment
(Hazardous Substance &
Dangerous Goods)
This risk assessment will determine whether there is a risk to an employees’ health through
the use of a hazardous substance in the workplace, and any substances that may be
generated by its use. A risk assessment may be carried out for a work process and may cover
more than one hazardous substance.
Here are some examples of situations where there may be a risk to health:
use of petrol driven vehicles in poorly ventilated work areas
activities that involve prolonged skin contact with hazardous substances that are either
readily absorbed through the skin or that can directly affect the skin
handling caustic or acidic substances where there is a potential for splashes on the skin or
eyes
where less effective control measures, such as PPE or administrative controls, are relied
upon to control exposure to substances that present serious or irreversible health effects
dry sweeping of fine particulates
manually cleaning printing screens or large printing rollers with large quantities of volatile
solvents
persistent or widespread complaints of illness, discomfort, irritation, dizziness or excessive
odour
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processes for which monitoring results approach or exceed exposure standards
evidence of significant quantities of dust and/or deposits on employees and surfaces
processes that generate fine mists or solid particulates (including fumes) within the
breathing zones of employees
application of volatile substances over large surface areas
prolonged exposure to visible dusts, mists or fumes.
Note: Wherever possible, the use of chemicals classified as a hazardous and/or dangerous
good should be avoided.
Remember that while routine day-to-day use may not cause a risk to health and safety (for
example, an enclosed system), the failure of the control measures could result in serious
risks (for example, the system releasing its contents). Your evaluation of the risk must
anticipate the possible breakdown of control measures for any process, task or situation in
which a hazardous substance is used. In this case, results of the assessment should be
recorded. No further control action should be necessary, but you should implement a
maintenance program for existing controls.
When controlling risks associated with the use of hazardous substances, one (or a combination) of
the following control measures may eliminate or reduce the risk associated with its use: Substitution,
Isolation and Engineering controls.
When you can demonstrate that these control measures have been applied to a practicable extent,
you must reduce any remaining risk using Administrative controls.
Once you have reduced the risk so far as practicable by one or a combination of the above measures,
you must control any remaining risk using PPE.
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TRAINING AND TRAINING
REGISTER
AWS endeavour to keep its entire staff trained in all aspects of the plumbing industry and to provide
OH&S training for site management team.
A training register will be kept in site OH&S manual and at head office. This register will track all
training and qualifications of our staff.
The site copy is updated as a staff member informs the site foreman of any training they have
completed, and a copy of the site register is faxed to head office for database update.
The register highlights all details to maintain validity and current aspects of training needs within our
industry.

151

AWS Services- Occupational health and safety policy

OH&S - Employee Safety
Induction Procedure
Introduction
1.158 Definitions
Employees:

All staff, contractors, consultants and temporary workers of AWS Services.

Job Safety Analysis:
(JSA)

A set of written instructions that identifies health and safety issues that
may occur from the activities and tasks performed during business
operations. Also known as a Safe Work Method Statement (SWMS) or
Standard Operating Procedure (SOP).

Manager:

An individual employee’s direct supervisor/manager.

1.159 Purpose
The purpose of this procedure is to provide all new employees of AWS Services with an overview of
relevant occupational health and safety information, requirements, policies and procedures. This will
be achieved by ensuring that employees are provided with the AWS Services induction program,
which clearly outlines AWS Services expectations of new employees, at a level appropriate to their
prior knowledge and skill base.

1.160 Scope
This procedure is relevant to all staff, contractors, consultants and temporary workers of AWS
Services to ensure that AWS Services Occupational Health and Safety Policy is enforced and adhered
to.
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1.161 Enquiries and Faults
Adherence to this procedure will generally ensure compliance with the requirements of relevant
legislation. Employees requiring assistance with the interpretation of this procedure, or who wish to
report a breach of this procedure, should contact Carlos Abreu of AWS Services.

Procedure

1.162 Employee Safety Induction Information
All new employees to AWS Services shall be made aware of the workplace hazards associated with
their new job and work environment. This is a requirement under occupational health and safety
legislation and ensures that AWS Services is focusing on providing an injury-free workplace.
Occupational health, safety and welfare legislation requires employers to provide adequate training
and supervision for new employees and employees who undertake a new task or transfer from
another area.
This procedure outlines the minimum requirements that should be included in any company
induction program.

1.163 How Much Training is Enough?
The needs of each new employee or employee undertaking new work must be assessed, with
particular attention paid to each individual’s overall knowledge of hazards and associated risks.
The following examples provide some guidance as to what constitutes a suitable induction:
New employee (unskilled) who has recently entered the workforce or who has performed
unrelated work only. Provide:
 information on the workplace, hazards and work environment
 instruction on the nature of the work and the work process
 training in the tasks, identifying hazards, risks and adequate controls (use JSA)
 direct supervision until the employee is competent
 competency assessments via JSA or SOP, and related competency assessments by the
supervisor or manager.
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New employee with skills relating to the work (e.g. trades person). Provide:
 information on the workplace and environment
 instruction, training and supervision on procedures and limits of their authority.
New employee in training. Provide:
 information on the workplace, hazards and work environment
 instruction on the nature of the work and the work process
 training in the tasks, identifying hazards, risks and adequate controls (use JSA)
 direct supervision until the employee is competent
 competency assessments via JSA or SOP, and related competency assessments by the
supervisor or manager.
Existing employee being retrained or changing function. Provide:
 instruction on the nature of the work and the work process
 training in the tasks, identifying hazards, risks and adequate controls (use JSA)
 direct supervision until the employee is competent
 competency assessments via JSA or SOP, and related competency assessments by the
supervisor or manager.

1.164 General Induction Information
In addition to providing workplace and job-specific health and safety information to new employees,
employees should also be provided with general information about their conditions of employment,
AWS Services policies and procedures and any Occupational Health and Safety Programs being
undertaken in the workplace.
General occupational health and safety information should include (but is not limited to):
 A copy of the OH&S Policy and an explanation of its intent.
 An overview of the Occupational Health and Safety Program and its requirements, and an
explanation of roles and responsibilities for its implementation.
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 An explanation of AWS Services requirements and guidelines.
 Consultation procedures and resolving issues – who to see about an issue, what happens if
the issue is not resolved, types of issues that should go through a consultation process, the
name of the site Health and Safety Representative etc.
 First aid locations and designated workplace first aid officers.
 Procedures for reporting accidents, incidents and hazards.
 An explanation of workers compensation and claims and rehabilitation processes.
 Emergency procedures.
 Any other information of a general health and safety nature (e.g. security, purchasing etc.).

1.165 Procedure Implementation
This procedure is to be implemented through the policies and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.

1.166 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
legislation.

1.167 Dissemination of Procedure
A copy of this procedure will be made available to each employee upon commencement of work and
additional copies made available upon request.
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1.168 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Workplace Safety
Inspection Procedure
Introduction

1.169 Purpose
Every employer must ensure a safe working environment for their employees. Manufacturers must
also consider the safety of their product, including its impact on the environment, the user of the
product, and persons who perform maintenance or repairs on it.
All dangers in the workplace must be identified, assessed and controlled. Where practicable, control
measures must be implemented to eliminate or minimise the hazard or risk of harm to an employee.
The purpose of this procedure is to ensure that a review of the work environment and physical
conditions at AWS Services premises is conducted regularly according to a pre-formatted check-list.

1.170 Scope
This procedure is relevant to all staff, contractors, consultants and temporary workers of AWS
Services to ensure that AWS Services Occupational Health and Safety Policy is enforced and adhered
to.

1.171 Enquiries and Faults
Adherence to this procedure will generally ensure compliance with the requirements of relevant
legislation. Employees requiring assistance with the interpretation of this procedure, or who wish to
report a breach of this procedure, should contact Carlos Abreu of AWS Services.
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Procedure

1.172 Workplace Safety Inspections
There a number of ways to recognise dangerous workplace situations and make the necessary
changes to remove or reduce the danger.

Recognising Hazards
All hazards associated with the workplace need to be identified. This includes danger from
equipment and tools, the way tasks are performed, building structures and chemicals. Recognising
hazards can be achieved by inspecting the workplace, talking with employees and reviewing any
previous accident and injury records.
The OHS – Workplace Safety Inspection Check-list must be completed on a regular basis (at least
once every three months). Further information regarding a variety of hazards is contained in
associated occupational health and safety procedures, which will assist you to determine any action
to be taken.

Priorities for Change
You may find that you have identified more than one hazard, and you may not be able to fix all of
them at the same time. Choose the most dangerous of the identified hazards and fix it immediately.
Levels of danger can be determined by considering whether or not an employee may be injured and
how serious the injury may be. The most serious danger is the one that may cause the most
significant injury. This takes into account how often and how long employees are exposed to the
hazard and how likely it is that an accident might occur.

Make the Changes
Having recognised and prioritised the hazards, they then need to be eliminated wherever possible.
This should be done in a systematic way using the following sequence:
Remove the hazard: Where there is a danger associated with equipment, substances and the way
work is done, it should be removed. This should also be attempted first as it eliminates the danger
altogether.
Minimise the hazard: Where elimination is not possible, the danger should be controlled through
substitution with a safer item or the way you do a job. Where substitution is not possible, the danger
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should be controlled through engineering solutions, such as guarding on machinery or ventilation
systems for fumes.
Backup controls: Where the above actions are not possible, arrange the work so that it reduces the
likelihood of a person being exposed to the hazard. For example, this would include limiting
employee exposure to noise through job rotation or by providing specific training to employees. Such
a method of control relies on human behaviour for success and needs to be supported by increased
supervision and documented procedures.
Personal Protective Equipment: Safety equipment and PPE is the least effective control method for
removing hazards, and it is generally used as a short-term control measure. It can also be used to
supplement other measures to further control danger. Training must be provided to enable
employees to correctly use and maintain safety equipment.

Record the Changes
The changes made to prevent a recurrence of a dangerous hazard or situation must be recorded on
the OHS – Corrective Action Register.

Procedure Implementation
This procedure is to be implemented through the policies and arrangements established under AWS
Services Occupational Health and Safety Program, which has been designed to provide the highest
level of safety for both employer and employee.

1.173 Procedure Review
This procedure will be reviewed annually or as required to reflect changes in business practice or
legislation.

1.174 Authority and Responsibility
This procedure is issued under the authority of Carlos Abreu of AWS Services.

Carlos Abreu

Director
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OH&S – Workplace Safety
Inspection Check-list
The purpose of this Workplace Safety Inspection Check-list is to provide a coordinated and
structured approach to systematically identifying hazards and risks associated with the
workplace.

General Safety Workplace Inspection Checklist
General
Yes

No

Comments

Is the area tidy, clean and well kept?
Are the lighting levels adequate for
the tasks performed?
Are all light bulbs and tubes working
and are all lighting covers adequately
clean?
Are walls, doors, roofs or pipes that
contain asbestos appropriately
labelled with signage and in good
condition?
Is the general condition of walls,
floors, floor coverings and ceilings in
good repair?
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Are floors clean and uncluttered?
Are floors clear of slip, trip and fall
hazards?
Are ventilation ducts kept clean and
unobstructed?
Are eating/drinking areas provided
away from work areas?
Are there written (safe) work
procedures?
Are warning signs clearly visible and
unobstructed?
Are staff aware of working alone and
out of hours procedures? (interview
staff)
Are aisles, passageways, corridors,
hallways and stairs kept
unobstructed?
Are stairs and passageways well lit?
Are handrails in good order?
Do all locking devices work properly
on doors?

Emergency Exits
Yes

No

Comments

Have emergency exit routes been
identified and signed?
Are emergency exit lights
operational?
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Are emergency exit doors outward
opening?
Is there more than one exit?

Ergonomics
Yes

No

Comments

Have adequate storage facilities been
provided? E.g. no improvised storage
under benches or on floors.
Are areas free from obstruction or
items sticking out into pathways?
Are items that are frequently used
easily accessible?
If reaching up is necessary, is a step
stool or similar device provided?
Have height adjustable chairs been
provided for workstations with a
computer?
Have staff been provided with
information on how to optimise their
workstation (where applicable)?
Provide comment:
Have aids been provided for
computer workstations? E.g. foot
rests and document holders.

Staff Kitchen Facilities
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Yes

No

Comments

Yes

No

Comments

Are general kitchen areas kept clean?
E.g. rubbish is removed, floors and
surfaces are cleaned.
Are storage cupboards and fridges
kept clean and tidy?
Are kitchen utensils kept clean and
are they appropriately stored?
Are combustible materials kept at a
safe distance from hot surfaces and
naked flames?
Is there adequate provision of soap,
dishcloths and towels?
Is there a fire blanket and/or fire
extinguisher available? Have these
been inspected and maintained?

Amenities

Are toilets and washing facilities kept
clean and hygienic – including doors,
walls and bench tops?
Is there adequate provision of soap,
hand-drying facilities and toilet
paper?
Are electric hand dryers maintained
in good working order?
Are waste bins in place, cleaned and
emptied regularly?
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Are there clear instructions posted
for toxic waste disposal?

Electrical
Yes

No

Comments

Is all electrical equipment in good
condition? E.g. no evidence of frayed,
torn, broken or loose electrical leads
or outlets.
Has electrical equipment been
inspected or maintained as per
Australian Standards?
Provide comment:
Are power boards used instead of
double adaptors or piggyback plugs?
Are leads secured and not potential
trip hazards?
Are extension leads used only for
temporary power?
Are liquids, chemicals and gases
stored away from electrical outlets or
items?
Are distribution boards signed, kept
closed, kept free from obstruction
and has access been restricted to
authorised persons only?
Are electrical leads led away from
areas that could cause damage to the
lead, such as hot surfaces and
doorways?
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Is RCD protection used where
required? See AS: 3000 2007 Wiring
rules

Emergency Procedures
Yes

No

Comments

Are site evacuation maps and fire
procedure notices prominently
displayed, understood and up-todate? Check evidence.
Are emergency phone numbers
displayed?
Has a Chief Warden been assigned
for the building?
Have emergency wardens been
assigned and trained in their
required area(s) of the building?
Are staff aware of the emergency/
evacuation alarm signals, procedures
and plans? (interview staff)
Are manual call points identified,
unobstructed and in good condition?
Have emergency alarms been
checked, tested and recorded?
Are local area emergency plans
practised regularly? Sight evidence.
Has the main gas valve been
identified, and have appropriate staff
been made aware of its location and
emergency shut-off procedure?
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Is emergency equipment readily
available (e.g. first aid kit, eye wash
station, chemical spill kit)?
Is local area emergency equipment
regularly inspected and checked?
Have fire extinguishers been signed
and do they have clearings around
them of at least one metre and is
access clear?
Is the general condition of fire
extinguishing equipment good? E.g.
is the pressure in green, are nozzles
clean and clear of dirt?
Have fire extinguishers been
serviced? (check tags)

Fire Hazards
Yes

No

Comments

Are amounts of combustible material
kept to a minimum and stored
appropriately?
Are flammable substances labelled
and stored appropriately? E.g. fly
spray and chemicals must be stored
away from hot areas.

166

AWS Services- Occupational health and safety policy
First Aid
Yes

No

Comments

Are first aid officers for the area
appointed and trained? (this may be
staff not in your own area but
elsewhere in the building)
Are the names and contact details of
first-aid officers signposted in the
local work area?
Are the locations of first aid kits
labelled, easily visible, easily
accessible and known to staff?
(interview staff)
Has a first aid cabinet caretaker been
assigned?
Are the first aid cabinet contents
regularly checked?
Are the contents of first aid kits
complete and within expiry dates?
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Hazardous Areas/Operations Workplace Inspection Checklist
Personal Protective Equipment (PPE)
Yes

No

Comments

Yes

No

Comments

Is PPE provided where necessary,
e.g. gloves, face shields, respirators,
hearing protection, safety glasses?
Is PPE worn when necessary?
Have all staff been trained in the use,
selection and maintenance of PPE?
Provide comment:
Is PPE stored and maintained
correctly?
Is PPE supplied to visitors in
hazardous areas? E.g. safety glasses
in labs?

Machinery/Plant (all areas)

Has a register of plant been
established, and has it been updated
within the last year?
Have risk assessments been
conducted and reviewed within five
years?
Have all the risk assessment
corrective actions been implemented
and reviewed?
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Is lighting adequate and free from all
stroboscopic effect, i.e. flashing?
Have nip points, v-drives, chain
drives been adequately guarded on
machines, e.g. compressors? Is an
inspection program in place?
Have emergency stops on rotating
parts and/or blades been fitted and
regularly inspected, and are they in
good working order? E.g. on bench
grinders, meat slicers.
Are guards adequate for
transmissions, gears, pulleys, belts,
chain drives, guillotines and presses
etc.?
Are emergency shutdown switches
located within easy access of the
operator, clearly marked and colour
coded?
Are fail safe, lock-out switches
provided where necessary and tested
regularly?
Are ‘Danger’, ‘Out of Service’ or
isolation tags used during
maintenance and repairs?
Are hand-tools inspected and
maintained? Are these stored in good
condition?
Has portable electrical equipment
been tested and tagged as
appropriate?
Are operating manuals (or
instructions) available?
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Have staff received training in the
safe use of plant and equipment?
Is there adequate signage?
Are oil and waste spillage trays, cutoff bins and waste bins provided and
cleared frequently?
Has plant been monitored for air
emission controls (if applicable)?
Are forklifts in good working order
with pre-start inspections and
maintenance checks undertaken?
Have all forklift operators received
relevant training and hold up to date
licenses?

Hazardous Substances/Dangerous Goods
Yes

No

Comments

Are there Material Safety Data Sheets
(MSDSs) less than five years old for
all materials used?
Are storage and handling practices in
line with the MSDSs?
Do all staff have access MSDSs in the
area where the chemicals are used?
Are chemicals stored in defined areas
away from food products or other
items that could be contaminated?
Is the appropriate type of PPE
available for chemicals used?
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Have labelling practices been
formalised and are all containers
with chemicals appropriately
labelled?
Are chemicals that are taken from
bulk storage put in appropriate
containers? E.g. food or drink
containers are not used to store
chemicals.
Is absorbent material for chemical
spills available?
Has a Hazardous Substances
Register been established, and has it
been updated within the last year?
Have risk assessments been carried
out on all hazardous substances and
dangerous goods used within the
area, and have they been reviewed
within five years?
Have all the risk assessment
corrective actions been implemented
and reviewed?
Has air monitoring been conducted
where the MSDS indicates there is an
exposure standard for the substance
or one of its ingredients?
Is the quantity of flammable liquids
held for use kept to a minimum
where possible?
Are ‘no smoking’ and ‘no naked
flame’ signs displayed in appropriate
areas?
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Is the allowable quantity of
flammable liquids held in approved
safety containers?
Are there HAZCHEM or composite
warning notices indicating the
presence of flammable
liquids/dangerous goods?
Is there fire-fighting equipment
nearby?

Compressed Gas/Air
Yes

No

Comments

Are cylinders stored upright in wellventilated areas and are they
properly segregated away from heat
sources?
Are cylinders adequately secured?
E.g. individually chained, and not
accessible by the public.
Are empty cylinders stored
separately from full cylinders and are
they adequately signed?
Are air receivers and compressors
installed with pressure gauges and
relief valves?
Are relief valves on air receivers and
compressors tested regularly?
Are all valves and lines labelled?
Are all shut off valves marked and
accessible?
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Is PPE available for use by all staff
using compressed air? E.g. monogoggles, safety glasses.

Painting
Yes

No

Comments

Do spray-painting operations comply
with the relevant requirements and
standards concerning spray
painting?
Are there written procedures for
spray painting?
Is ventilation adequate for the task?
Is respiratory protection properly
inspected and maintained and used
as required?
Is paint and thinner kept to a
minimum level and stored in
approved containers?

Waste Disposal
Yes

No

Comments

Are staff familiar with waste disposal
procedures? (interview staff)
Are waste containers correctly
labelled? (This includes the chemical
name and dangerous goods
diamonds)
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Are all waste containers stored
appropriately (including
segregation)?
Are there spill control kits for all
waste storage areas?
Are dust/fume units operational and
sufficient?
Are extraction vents clean and
unobstructed?
Is there adequate ventilation around
extraction units?

Industry Kitchen/Catering Areas
Yes

No

Comments

Are kitchen tools (such as knives)
kept sharp and are they
appropriately stored?
Are staff appropriately clothed? E.g.
no loose-fitting clothing, long hair is
confined, enclosed footwear.
Are kitchen utensils kept clean and
are they appropriately stored?
Is guarding on moving parts
adequate?
Are hot plates turned off when not in
use or left unsupervised?
Are combustible materials and
chemicals kept at a safe distance
from hot surfaces and naked flames?
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Are spill absorbents available for oil/
grease spills?
Is there adequate provision of soap
and towels?
Are range hoods and filters
maintained in good condition?
Are airflow rates of the range hoods
effective and comfortable for staff?

Manual Handling
Yes

No

Comments

Are powered mechanical aids used to
handle large, awkward or heavy
items? Or, if not practicable, is an
ergonomically designed trolley used?
Are frequently used items located
within the preferred working zone
(mid-thigh to shoulder)?
Is powered office equipment such as
staplers, hole punches and binders
used in repetitive situations?
Are repetitive handling tasks
restricted to 30 minutes per day or
two hours over the shift/work day?
Are rest and exercise (move and
stretch) breaks taken at regular
intervals for any repetitive task? Are
staff aware of appropriate stretches
and movements?
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Is shelf racking stable and in good
repair?
Is shelf racking clear for forklift
operation?
Are all signs/labels on shelving clear
and in place?
Are all materials properly stored
and/or stacked?
Are all stools and ladders in good
working order?
Are all walkways clearly defined?

Excessive Noise
Yes

No

Comments

Is there a difficulty in communication
between two employees at one metre
from the noise source?
Do employees have to raise their voices
to be heard at their workstations?
Do employees experience any of the
following: ringing in the ears; the same
sound having a different tone in each
ear; blurred hearing?
Are any long-term employees hard of
hearing?
Are signs present indicating that hearing
protection should be worn in specified
work areas (where required by
Regulations or as a result of findings
from a noise survey)?
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Does the noise in the workplace seem
above 85 db? (Use the common sounds
chart in the Noise Management
Procedure)
Do results of past noise surveys indicate
noise levels above 85 dB?
Does equipment have noise emission
information that indicates noise above
85 dB?

Workplace Safety Inspection Conducted By:

Name: ___________________________________

Position: _________________________________

Signature: ________________________________

Date: _____ /______/_____ .

Document Review
This check-list will be regularly reviewed as required by legislation and organisational
changes, or every year at a minimum.

Document Version Control
Date

Author/Department

Version

Change Summary

Number

1.0

Original
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OH&S - First Aid Check-list
Basic First Aid Kit
The basic first aid kit must be stocked with the following items (at a minimum):
Item

Use

Basic first aid notes

Instructions for treatment

Disposable latex or
vinyl gloves

For infection control

Resuscitation mask

To be used by qualified
persons for resuscitation
purposes

Individually wrapped
sterile adhesive
dressings

For minor wound dressing

Sterile eye pads
(packet)

Emergency eye cover

Sterile coverings for
serious wounds

Wound dressing

Triangular bandages

Slings, support, padding

Safety pins

Secure bandages and slings

Small, medium and
large sterile unmedicated wound
dressings

Control bleeding, cover
wounds

Non-allergenic tape

Secure dressings and

Comments
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strappings
Rubber thread or
crepe bandage

Hold dressing in place

Scissors (metal)

Cutting dressings or
clothing

Tweezers (metal)

Clean wounds, remove
foreign bodies

Sterile saline solution

Emergency eye wash,
irrigating eye wounds

Plastic bags

For waste disposal

Notebook

For recording details of first
aid provided

Some items can be obtained in disposable form, such as plastic tweezers. However, these are
not as effective as the metal type and are not included as a standard item in occupational
first aid kits.

Additional Contents
The following additional contents may be included in the basic first aid kit:
Item

Use

Antiseptic solution

For cleaning wounds or skin

Disposable kidney
dish

Hold dressings, instruments

Small disposable
dressings bowl

Hold liquids, e.g. antiseptic

Cotton wool balls,
gauze squares

Wound cleaning,
application of antiseptic

Sharps disposal
container

Infection control

Comments
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Re-usable ice pack

For strains, sprains, bruises

Remote Workplaces Module
The following additional contents should be included where people work in remote
locations:
Item

Use

Emergency reference
manual

Instructions for treatment

Broad crepe bandages

For snake bites

Cervical collar

For spinal/neck injuries

Large, clean sheeting

For covering burns

Thermal blanket

For treating shock

Whistle

For attracting attention

Torch/flash-light

For low light/night
conditions

Notepad and pencil

For recording treatment
given

Comments

Plus any extra items according to the nature of the work, the location and its associated risks.
If employees may be exposed to corrosive chemicals, flying particles or flammable liquids,
the employer must determine whether an eye module or a burns module is required.
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Eye Module
The following additional contents should be included in any workplace where:
chemical liquids or powders are handled in open containers
spraying, hosing, compressed air or abrasive blasting operations are carried out
there is any possibility of flying particles
welding, cutting or machine operations are conducted
wearing eye protection is recommended.
The eye module should be clearly contained and labelled and must not be a replacement or
substitute for general first aid kit items.
Item

Use

Eye wash (single use)

For irrigating eye wounds
and flushing out foreign
particles

Sterile eye pads

Eye cover

Adhesive tape

For securing eye pads

Comments
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Burns Module
The following additional contents should be included in any workplace where there is the
possibility of a person sustaining a serious burn, such as where:
heat is used
flammable liquids are used
chemical acids or alkalise are used
other corrosive chemicals are used.
The burns module should be clearly contained and labelled and must not be a replacement
or substitute for general first aid kit items. It does not replace the need to provide drench
showers where these are a regulation.
Item

Use

Burn dressings
(assorted sizes)

For covering burns

Clean sheeting

For covering burns

Comments

The nature of hazards at the site will determine the size of dressings and sheeting required.
For example, if there is a risk of molten metal splashing at a fabricating plant, large burn
dressings and sheeting may be necessary.
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DOCUMENT CONTROL
Issue, Revision and Review
AWS Services is responsible for:
 Completing the Safety Management Document and providing a copy to the Principal
Contractor before work commences on site.
 Maintaining an up to date version of the Safety Management Document. A record of
revisions that occur will be kept in the Record Revision table below. All obsolete pages will be
destroyed.
 Providing an updated copy to the Principal Contractor whenever changes occur.
 Maintaining a register of the people to whom the Safety Management Plan is issued using
the distribution list below.
 Issuing a completed Safety Management Plan to all those registered.
 Ensuring revisions are distributed to all registered people.
 Reviewing the Safety Management Plan at intervals of not more than one month to ensure it
is up to date.
AWS Services OHS documentation is available to employees and contractors either electronically
or hard copy.
New OHS documentation and changes to existing documentation is developed in accordance with
new laws and regulations. OHS documentation is regularly reviewed at ensure currency and
compliance.
Documentation include the OHS Policy, procedures, guidelines, information sheets, , forms and
other records.
Carlos Abreu is responsible for the maintaining AWS Services OHS documentation.

Record of Revision
Edition/Revision Date Part Page Revision Details REV2001 - 2011 All
All Superseded Volume 1 July2012 All

183

AWS Services- Occupational health and safety policy
All N/A Distribution List Controlled copies of this Safety Management Plan have been issued to the
holders nominated hereunder.

No.

User

Position

Date

1

AWS Services

Head Office

11/04/13

1.175Policy Version Control
Date

Author/Department

Version

Change Summary

Number

1.0

Original
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