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1. Purpose

This document describes how the Operations uniform is issued, replaced and modified as well as listing the items of personal protective equipment/clothing (PPE) issued to staff

2. Scope

This document applies to all operations staff and those staff, that are office based and carry out part of their work in the field in respect of the uniform and across the entire organisation for the issue of PPE.
3. RESPONSIBILITES
All Managers and employees are responsible for ensuring that the procedure is implemented and adhered to.

4. Procedure

4.1 PART 1 – Operations Uniform

GWMWater will provide a uniform for Operations staff and Corporate Staff under the following guidelines:

a) All items in the uniform will be monogrammed with the Corporate logo in accordance with the style manual

b) The issue of uniform items will be registered in the Tech 1 system.
c) Items supplied will be provided at the expense of GWMWater

d) No unauthorised modifications are permitted to the items provided

4.1.1 Replacement Issue

Uniform items are issued upon commencement of employment and replaced in accordance with normal wear and tear.
Damaged or lost items are replaced at the discretion of the responsible manager.  

4.1.2 Uniform Range

The uniform will be issued based on individual and work role requirements as stipulated by the relevant divisional manager.
Office based staff that work in the field will be issued a part component of the uniform based on individual requirements stipulated by the relevant divisional manager.

The Resource Co-Ordinator shall review the supplier(s) of uniform items at least annually.   The Executive Manager Service Delivery shall approve any change of uniform design, item list or supplier.

4.1.3 Wearing of Issued Clothing

All Operations employees are required to wear the Operations uniform every working day.  Employees are not permitted to mix items from the Operations wardrobe with their own garments or with garments from a previous Operations uniform issue.

Employees who are noted not wearing the clothing issued shall be directed to change into the correct clothing. Failure to comply will result in the incident being reported to the relevant Manager, by the supervisor, who shall initiate appropriate action.

4.1.4 Care of Clothing

Laundry and dry cleaning will be at the employee’s own expense.  Employees should at all times endeavour to present a professional image to customers by maintaining their uniform in a neat and tidy manner.

4.1.5 Cessation of Employment

All items of uniform bearing the Authority’s Corporate Logo must be returned to the Authority on termination of employment.

4.1.6 System of Internal Control

A register of all clothing issued to an employee is to be kept to enable internal control of the corporate wardrobe and will serve as an audit trail of clothing issued and clothing returned for replacement. This register will be maintained by the Resources Co-ordinator.

4.2 PART 2 – Personal Protective Equipment/Clothing
4.2.1 Introduction

Personal Protective Equipment (PPE) is the equipment worn by workers to reduce their exposure to hazards. PPE includes items such as: 

a) eye protection (e.g. goggles, glasses) 

b) hearing protection (e.g. ear plugs, ear muffs) 

c) respiratory protection (e.g. respirators, face masks, cartridge filters, SCBA) 

d) foot protection (e.g. safety boots) 

e) head protection (e.g. hard hats) 

f) body protection (e.g. aprons, safety harnesses).
The success of PPE is dependant on the equipment being chosen correctly, fitting correctly and being worn at all times when required.

The issue of PPE should not preclude other control mechanisms to eliminate, substitute or change of work practice to control workplace hazards being implemented.

These instructions shall be adopted and apply throughout GWMWater.  The parent procedure will be subject to internal audit to check compliance and effectiveness.

This instruction covers requirements for the selection, maintenance, training and use of any PPE which is used to protect individuals from actual or potential hazards.

4.2.2 Selection And Use

a) GWMWater shall provide all protective equipment and clothing relevant to the work situation as provided by industrial agreement, regulation or practice.

b) Generally, Personal Protective Equipment shall only be used if hazards cannot be eliminated, and personnel cannot be kept away from the source of hazard.

c) The Supervisor is responsible for ensuring that specified PPE is supplied as required to perform work duties.  A record of PPE issued will be maintained by the Resource Co-ordinator.

d) All PPE must conform to legislative requirements and Australian Standards where applicable.

e) The selection of PPE to be used shall take into consideration the specific circumstances of various locations and tasks (eg. Footwear for slippery surfaces)

f) Work instructions should be prepared to define the PPE to be worn for each plant area and each activity.  These instructions shall be readily available to all relevant personnel.

g) All employees shall be responsible for the wearing of PPE where specified and they shall ensure the equipment is cleaned and maintained in good working order. He/she shall replace or pay for any such item stolen, lost, damaged or destroyed through misuse or negligence.

h) Any changes or modifications to process, work conditions, materials uses, technology, shall be assessed (refer procedure “Hazard Management” available in the Authority’s Management System (CMS/379) and if required, corresponding changes shall be made to PPE used by personnel who may be affected by the modification.

i) Visitors and contractors shall comply with the same PPE requirements as applied to GWMWater personnel.

j) No items of PPE issued shall be modified from the manufacturers original specifications

4.2.3 Maintenance
a) PPE shall be regularly inspected and tested by employees, and if required repaired or replaced.  Records of the inspections and issues shall be kept.  Personnel must not use PPE which is not in good working order or to the manufacturer’s original specifications.

b) Where the personal protective equipment is issued to a facility the supervisor in charge will be responsible for the issue, maintenance and replacement of such equipment.
4.2.4 Training

All personnel shall be given training and instruction in the correct use of PPE and in the identification of hazards and their control.

4.2.5 Instruction and Signage

a) It is a condition of employment that employees must wear the protective equipment and clothing issued when wearing of such equipment and clothing is appropriate (eg exposure to health or safety hazards).

b) Supervisors must ensure that personnel reporting to them consistently comply with PPE requirements.  In the event of a person failing to comply with these requirements, supervisors must take all necessary steps to ensure compliance, including following disciplinary procedures if necessary.

c) GWMWater worksites ie depots, pump stations, treatment plants where PPE must be worn shall be designated as such by the use of appropriate signage if possible.  Worksites not controlled by GWMWater ie Roadways may not always have PPE signage available.

4.3 PART 3 – Hi-Vis Clothing
4.3.1 Introduction

The purpose of this section is to outline the GWMWater requirement for the wearing of hi-vis safety clothing.

4.3.2 Wearing of Hi-vis Safety Clothing

Suitable hi-vis clothing, or safety vests, must be worn under the following conditions:

a) When employees are working within any public place, including road reserves. This includes laying or repairing mains and services within roadways, carrying out meter readings, checking culverts, water sampling and the like.

b) When employees are operating machinery or working in an area in which machinery is present and the presence of the machinery constitutes a danger, such as in the vicinity of backhoes.

c) When employees are engaged in any operation that is likely to expose them to risk, whether or not the activity is out-of-doors or in doors.

WARNING: Some of the Hi Vis clothing provided is highly flammable and should not be worn to conduct hot work (eg angle grinding, welding etc). Cotton shirts, overalls, leather aprons are all suitable alternatives and should be worn when doing this type of work.

4.4 PART 4 – Occupational Protective Helmets (Hard Hats)

4.4.1 Introduction

No matter how satisfactory the working conditions are there is always a possibility that an injury may occur and every endeavour should be taken to protect employees and provide a healthy and safe working environment The following procedure is to be followed for the wearing of safety helmets (hard hats).

4.4.2 Construction and Maintenance Works

Safety Helmets are to be worn:

a) When staff are undertaking any activity within 1½ times the working radius of any item(s) of plant and equipment engaged in excavating, lifting, loading/unloading, or back-filling.

b) when working in trenches as defined by the regulations.

c) when timber is being trimmed or felled.

d) where work is being carried out above head height.

e) where there is a risk of falling objects

4.4.3 Stores, Depots and Workshops

Helmets are to worn by all staff engaging in and assisting with the loading and unloading of any items where mechanical assistance is being used (eg. gantry cranes, forklifts etc).

4.4.4 General

The General Practice at all sites should be to wear safety helmets at all times where there is a risk of head injury.

4.4.5 Periodic Inspection and Maintenance

All components of the helmet should be visually inspected at least weekly for signs of dents, cracks, penetration or other damage due to impact, rough treatment or unauthorised alterations.

Helmets showing damage, deterioration or have been subject to significant impact to the shell should be immediately withdrawn from service and discarded (completely destroyed). No helmet shall be re-issued to another person. 

Excessive discolouration of the shell colour or weathering of the surface may indicate a loss of strength, as do shells with splitting or cracking of the material. Such helmets should be discarded.

4.4.6 Working Life
At the time of issue to the wearer, the helmet should be marked with the issue date. Helmet shells have a life of at least 3 years but not more than 5 years from the time of issue. Components of harnesses may deteriorate more rapidly in service and harnesses should, therefore, be replaced at intervals not longer than 2 years.

For helmets that are used infrequently and stored away from sunlight, dirt and temperature extremes, the recommended replacement timeframe may not be applicable. Conversely, helmets that are used in extreme conditions of temperature or poorly stored may need to be replaced more frequently.

5. REFERENCES
a) AS/NZS 1800:1998 – Occupational Protective Helmets – Selection, Care and Use.
6. RELATED DOCUMENTATION
a) Protection of Outdoor Workers from Ultraviolet Radiation.
7. DEFINITIONS
	a) Occupational Protective Helmet
	A helmet including all component parts necessary for proper functioning, primarily intended to protect the upper part of the wearers head against impact

	b) Harness
	The complete assembly by means of which the helmet is maintained in position on the head which may provide a means of absorbing energy

	c) Shell
	The material that provided the general outer form of the helmet
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