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1
Introduction

Prior to the commencement of a contract with GWMWater the successful tenderer is required to submit a Health and Safety Plan detailing the health and safety systems and procedures which will apply during the term of the contract.

The Health and Safety Plan (HSP) will be reviewed by GWMWater prior to commencement of the contract to ensure that it is satisfactory and appropriate for the works to be undertaken.
The Health and Safety Plan shall be reviewed at regular intervals throughout the contract to ensure that it is maintained in an up to date condition.  The Contractor’s Health and Safety Plan will also form the basis by which its management systems will be audited by GWMWater.
This document outlines the general requirements and elements of a HSP to provide guidance to Contractors when preparing a site specific plan. It is envisaged reference will be able to be made to existing procedures in the contractors Occupational Health and Safety (OH&S) Management System to minimise the size of the Health and Safety Plan. Other formats and procedures can be accepted provided they meet these minimum guidelines.

2
Health and Safety Plan Elements

2.1
Contract Description

A brief description of the scope of work associated with the contract should be documented.  The description should be sufficiently detailed to provide persons unfamiliar with the contract an overview of the type of work being carried out and under what conditions.

The scope of work should include as a minimum requirement the following details:

a) Summary of major activities and types of work to be performed.

b) List of tasks or specialist procedures that may require detailed health and safety work procedures and training.

c) List areas of the contract requiring special consideration from a health and safety perspective eg:

· presence of public

· traffic management

· work restrictions (working hours, confined spaces)

· exposure to hazards (noise, dust, elevated heights)

2.2
Contract OHS Structure and System

The Contractor’s HSP should be established around existing OHS management systems and associated procedures and controls.  Where practical the HSP should reference the Contractor’s existing procedures and documentation. This will assist in minimising the size of the document.

The Contractor should outline the management structure, responsibilities, standards and control systems applicable to the contract to ensure OHS requirements are adequately addressed.  The following information should be included:

a) Company health and safety policy, to be displayed at worksites.

b) An outline of the contract health and safety organisation and structure. ie. names and/or positions of those with specific health and safety responsibilities (eg flow chart format).

c) Summary of OHS roles and responsibilities of Contractor staff involved in the contract.

d) Position and/or name of senior person who will liaise with GWMWater on health and safety matters.

e) Names and/or positions of those site personnel with authorisations, permits, certificates, licences, etc. who may be required to supervise specialist work activity involving, for example:

· Trenching and excavation
· Confined space entry
· Working from heights
· Crane operation / dogging /rigging/scaffolding
· Asbestos removal
· Diving
· Traffic management
· other site-specific specialist activity

Copies of current authorisations, etc. must be sighted and available for audit.

a) Name(s) and position(s) of those employed or engaged by the Contractor to provide specialist OH&S advice regarding site safety in accordance with Section 22(2)b of the OH&S Act (2004).

b) Other statements and/or documentation in relation to Responsibility and Accountability.

2.3
Contract Induction and Safety Training

OHS legislation requires all employers to ensure that their employees have the skills and training required to carry out their work in a safe manner.  To meet the guidelines Contractors shall document their safety training program ensuring that they have appropriately skilled employees, suitable training programs and adequate supervision for the contract works.

It is expected by GWMWater that contractors and subcontractors will have completed the OH&S Industry Induction ‘White Card’ course as a minimum induction requirement prior to commencing work on site. Contractors and sub-contractors are also required to be registered on Pegasus™ prior to commencing works.
As a minimum the following information should be provided:

a) An outline of safety training which has or will be provided for managers, supervisors and employees who will be employed on site.

b) An outline of contract induction procedures for employees and subcontractors.

c) Details of induction course content.

d) Register of personnel who have satisfactorily completed the contract induction.

e) Details of employee health and safety training which has or will be provided relevant to the contract requirements.

f) Provide a register of names and/or positions of contract employees with authorisations, permits, competency certificates, licences etc who may be required to supervise or undertake specialist work activity.

g) Provide details of plant operator training and experience and any other "skills" training provided.

h) Describe company procedures for ensuring subcontractors engaged to undertake work on site are adequately trained and/or experienced.

i) Include any other statements and/or documentation in relation to Safety Training and Induction.

2.4
 Safe Work Practices and Procedures

Relevant safe work practices and procedures should where appropriate be developed for the contract.  Where possible, existing health and safety company procedures should be used.  However, contract specific safe work procedures may need to be developed on the basis of particular contract hazards.  These may be identified when undertaking the Risk Assessment process.

The following information should be provided:

a) A list and copies of company safe work procedures or instructions relevant to the contract.

b) A list and copies of contract/site specific safe work procedures or instructions eg tunnelling, trenching, site traffic procedures etc.

c) Details of site operations, which will be subject to permit to work systems (include copy of permit documentation).

d) Details of employees and/or subcontractors issued with copies of safe work procedures and instructions.

e) Safe work procedures and instructions should be recorded on Safe Work Procedure/Instruction Register.

f) Include any other statements and/or documentation in relation to systems of work.

2.5
Risk Assessment

The Risk Assessment process is an integral part of the HSP that:

a) identifies hazards associated with contract tasks and activities

b) determines the level of risk

c) establishes appropriate risk control measures

Each major or significant task or activity associated with the contract shall be assessed in terms of the associated hazards.  When all hazards have been identified the most likely outcome as a result of an incident shall be determined and appropriate controls implemented. Refer to the Risk Assessment Guidelines and the sample Risk Assessment form. Other risk assessment procedures and formats can be accepted provided that they meet the minimum requirements outlined in the Risk Assessment Guidelines.

If circumstances and hazard perceptions change during the Contract, the risk assessment shall be updated to cover these changes.

2.6
Workplace Health and Safety Inspections

Workplace Health and Safety inspections play an important role in the identification of hazards at the workplace and in the development of control measures.  The HSP should outline the procedures and methods by which contract workplaces will be inspected on a regular basis.

The following information should be provided:

a) Details of how workplace health and safety inspections will be undertaken during the contract, considering:

· Knowledge and experience of persons carrying out inspections
· checklists to be used

· frequency of inspections

· team members

· actioning of inspection findings

b) Details of hazard reporting procedures for the contract, including hazard report forms.

c) Details of specific activities or areas targeted for inspection ie plant, hazardous materials, electrical safety.

Inspection checklists and/or reports are to be available on site for GWMWater audit purposes.

2.7
Health and Safety Consultation

Consultation with employees provides an important mechanism whereby health and safety issues can be dealt with in a manner that promotes ownership and prompt resolution.

The following information should be documented:

a) List of current employer and employee health and safety representatives

b) Details of the membership and operation of the Safety Committee. Agendas and minutes of meetings to be available for audit.

c) Reference to company issue resolution procedures

d) Details and operation of Toolbox meetings. Toolbox meetings are to be documented and be available for audit.

e) Document any other consultative arrangements which will be adopted on site.
2.8
Emergency Procedures

There is the potential for a range of emergency situations to occur both on-site and off-site in relation to contract works.  These situations need to be identified and specific emergency procedures developed and made known.

The following information should be documented:

a) Overall emergency plan and structure for the contract and the means by which it is brought to the attention of employees.

b) The order of emergency response actions for on-site personnel

c) The communications procedure in case of an emergency

d) A list of the emergency contacts relevant to the project and each specific site

e) Arrangements/co-ordination with other worksite occupants in the event of an emergency

f) Procedures for dealing with different types of incidents (eg fire, chemical spills, trench collapse, confined space rescue, damage to vehicles/plant)

g) Register of emergency equipment and locations ie first aid equipment, fire extinguishers.

h) Register of current qualified First Aiders – certificates to be available for audit.

i) Document any other emergency procedure which will be adopted on site.

2.9
Incident Reporting, Recording & Investigation

All incidents associated with the contract involving personal injury, medical treatment or property damage should be recorded and investigated.

The following should be documented:

a) Details of incident reporting and investigation system and procedures to be used on site

b) Type of accidents to be investigated and by whom.

c) Procedures for dealing with incidents/accidents requiring WorkSafe notification.

d) Summary of on-site accident reports to be maintained on site and available for audit.  To include subcontractor and visitor accidents.

e) Site safety statistics to be maintained, e.g. cause of injury, type of accidents, etc., for audit.

f) Detail any other site-specific requirements in relation to incident reporting, recording and investigation.

2.10
Health and Safety Performance Monitoring

The following should be documented:

a) Details of how health and safety performance statistics associated with the contract are reviewed and identified issues addressed

b) Details of how monthly health and safety performance reports will be compiled for review by GWMWater
c) Nature of health and safety performance information presented to employees on a regular basis

d) Outline of auditing program to evaluate HSP effectiveness

e) Detail any other site-specific requirements in relation to OH&S performance monitoring.

2.11
Plant Safety

The following should be documented:

a) Procedures for the completion and availability of on-site plant risk assessments and maintenance records for audit purposes.

b) Procedures and documentation to support existence of daily pre-start safety checks.

c) Copy or outline of plant fault reporting system to be used on site.

d) Procedure and controls to ensure the safety of subcontractor plant when on site.

e) System used to ensure the competency of any subcontractor plant operators employed on site.

f) That only trained and experienced plant operators to be employed on site.  Evidence of training, experience, licence, etc., to be provided as requested.

g) Include any other statements and/or documentation in relation to Workplace Plant and Safety.

3
Related Documents

a) CMS /409 – Review of Contractor Health and Safety Plan form

b) CMS/445 – Managing Contractor Health and Safety risks

4
References

a) Victorian OH&S Act (2004)

b) Victorian OH&S Regulations (2017)
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