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[bookmark: _Toc447023006][bookmark: _Toc514062465]Consultations
	Date
	Attendees
	Items discussed
	Resolutions

	02/12/14
	All HSR
	· Fire Drills
· Staff smoking area
· Backdoor security
	· Smokers area to be designated
· Padlock on back door will be installed

	06/01/15
	All HSR and WHS Officer
	· Fire Drills
	· Planned drill every 6 months

	02/02/15
	All HSR
	· Review of Manual handling procedure
	· New version agreed upon and released

	15/03/15
	All HSR, WHS officer and managers
	· Hazard reporting
· Action within scope
	· Defined the correct process for managers to undertake in reporting hazards
· Identified what actions managers can take and which need to be referred to WHS officer

	04/05/15
	General Manager, all HSR, WHS officer
	· Review of WHS training to include risk management training
	· Agreed upon item and program to be implemented after development


[bookmark: _Toc447023008][bookmark: _Toc447023007][bookmark: _Toc514062466]Staff records
	Mandatory (all staff)
	Mandatory (Managers)

	Staff details
	

	Staff member
	Role
	Position
	Induction
	Manual Handling
	Fire evacuation
	First Aid
	Emergency response

	Rob Bradley
	Executive
	General Manager
	
	
	
	
	

	Loretta Caro
	Housekeeping
	Executive Housekeeping Manager 
	
	
	
	
	

	Leni Banks
	Front office/concierge
	Front Office Manager
	
	
	
	
	

	Bao Chen
	Front office/concierge
	Concierge
	
	
	
	
	

	Jonny Porter
	Front office/concierge
	Porter/Valet Parking Attendant
	
	
	
	
	

	Nina Merrick
	Front office
	Receptionist
	
	
	
	
	

	Harold McCoy
	Front office/concierge
	Reservations Manager
	
	
	
	
	

	Henry Fletcher
	Events
	Event Manager
	
	
	
	
	

	Sophia Brent
	Events
	Event Coordinator
	
	
	
	
	

	Helen Connor
	Events
	Event Assistant
	
	
	
	
	

	Trish Bennett
	Venue
	Venue Manager
	
	
	
	
	

	Linda Knols
	Marketing
	Marketing Manager
	
	
	
	
	

	Amy Chang
	Marketing
	Marketing Coordinator
	
	
	
	
	

	Dilan Senturk
	Marketing
	Sponsorship Coordinator
	
	
	
	
	

	Natalie Henderson
	Food and Beverage
	Food and Beverage Manager
	
	
	
	
	

	Vincent Georgiou
	Food and Beverage
	Outlet Manager (C Bar)
	
	
	
	
	

	Priya Gupta
	Food and Beverage
	Outlet Manager (Riverview Restaurant) 
	
	
	
	
	

	Natalia Merkel
	Food and Beverage
	Food and Beverage Supervisor
	
	
	
	
	

	Sam Haden
	Food and Beverage
	Food and Beverage Attendant
	
	
	
	
	

	Daisy Lancaster
	Food and Beverage
	Food and Beverage Attendant
	
	
	
	
	

	Marcus Ray
	Kitchen
	Executive Chef
	
	
	
	
	

	Martin Black
	Finance
	Finance Controller
	
	
	
	
	

	Wendy James
	Human Resources
	Human Resources Manager
	
	
	
	
	

	Dane Jackson
	WHS
	Health and Safety Officer
	
	
	
	
	

	Tilly Jacobs
	Spa
	Spa Manager
	
	
	
	
	

	Pierre Orchard
	Purchasing
	Purchasing Officer
	
	
	
	
	



[bookmark: _Toc447023002][bookmark: _Toc514062467]Risk Registers
[bookmark: _Toc447023003][bookmark: _Toc514062468]Risk and hazard register
	Risk Definition
	Risk Analysis
	Risk Control

	Risk #Priority
	Risk Description
	Causes
	Consequences
	Likelihood
	Impact
	Risk Rating
	Risk Control Strategy
	Owner
	Expected occurrence Date / Phase
	Expected Retirement Date / Phase
	Status

	
	Burns
	General – hot objects in kitchen
	Staff in the kitchen burning themselves on hot objects
	Possible
	Moderate
	Medium
	Training
	Kitchen manager
	Ongoing
	Ongoing
	Open

	
	Slips
	Wet floors (internal)
	Slipping on wet floor and injuring back
	Unlikely
	Minor
	Low
	Safety signage
	All staff
	Ongoing
	Ongoing
	Open

	
	Burns
	Chemicals
	Chemical burns to skin
	Possible
	Moderate
	Medium 
	PPE, Training
	WHS officer
	Ongoing
	Ongoing
	Open

	
	Fire
	Chemicals
	Ignite and cause a fire
	Unlikely
	Severe
	High
	PPE
	Executive Housekeeping
	Ongoing
	Ongoing
	Open

	
	Irritation
	Chemicals
	Cause irritation to the skin, i.e. rashes
	Likely
	Minor
	Medium
	PPE
	WHS Officer
	Ongoing
	Ongoing
	Open





[bookmark: _Toc447023004][bookmark: _Toc514062469]Hazardous chemicals registers (Excerpt) 
	Name of substance
	Location of substance
	Current MSDS

	Hazardous
Yes/No
	Dangerous Goods 
Yes/No
	Max. Qty
	Risk/Safety Phrases
	Risk Assessment
Yes/No
	Uses

	Antibacterial Foaming Hand wash
	Kitchens 
	
	NO
	NO
	85
	S25 Avoid contact with eyes
	Yes
	Hand washing

	Heavy Duty Powdered Dish Wash Detergent.
	Kitchens
	
	YES
	YES
	10
	R34 Causes burns
S2 Keep out of reach of children.
S22 Do not breathe dust
S26In case of contact with eyes rinse immediately with plenty of water and seek medical advice.
S45 In case of accident or if you feel unwell seek medical advice immediately 
S24/25 Avoid contact with skin and eyes.
S36/37/39 Wear suitable protective clothing, gloves and eye/face protection.
	Yes
	Dish washers

	METHYLATED SPIRITS
	Cleaning store
	
	NO
	YES
	2
	R11 Highly flammable
S7 Keep container tightly closed
S16 Keep away from sources of ignition No smoking
	YES
	Cleaning

	GLAZE CLEAN MOP
	Cleaning store, Kitchen
	
	NO
	NO
	10
	N/A
	NO
	Floor cleaning

	LAUNDRY POWDER
	Laundry
	
	YES
	NO
	6
	R36/38 Irritating to eyes and skin
S2 Keep out of reach of children
S22 Do not breathe dust
S26 In case of contact with eyes, rinse immediately with plenty of water and seek medical advice
S45 In case of accident or if you feel ​unwell seek medical advice immediately 
S24/25 Avoid contact with skin and eyes. 
	YES
	Laundry Powder


[bookmark: _Toc447023005][bookmark: _Toc514062470]Incident register 
	Date and time of the incident or accident
	Injured person’s name
	What task was the person doing at the time of the incident or accident
	Nature the accident or incident 
	Cause of the accident or incident? 
	Was this a notifiable occurrence
	Name of person filling out this report.

	15/12/14
	Natalia Merkel
	Retrieving a lobster selected by a patron to be taken to the kitchen to cook
	Crush of hand, no major damage
	Band was not around the lobsters claw and it grasped onto the hand of the staff member
	No
	Priya Gupta

	18/01/15
	Tim Burke
	Changing the fryer oil
	Severe burns to the legs and torso
	Oil dump valve broke and hot oil spilt on the staff member
	Yes
	Marcus Ray

	24/03/15
	Jane Blue (guest)
	Walking down the hallway on level 4
	Tripped and rolled ankle
	Carpet had torn and was sticking out
	No
	Dane Jackson

	09/05/15
	Marcus Ray
	Filling up powder in washing machine
	Minor chemical burn
	Spilt some of the powder on skin when loading into the washing machine 
	No
	Marcus Ray




CSTC Pty Ltd_0699_v1-0_14/05/2018	Page 1 of 5
image1.png
SUCCESSION
TRAINING




image2.png




