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1. OCCUPATIONAL HEALTH AND SAFETY GUIDELINES


It is CORE4’s policy and highest priority to ensure a safe environment for team members, customers and the general public. CORE4 will achieve this by using up to date and professional safety advice and training, with the goal of making zero accidents the only acceptable standard. CORE4 will also expect that everyone’s responsibilities under Workplace Health & Safety legislation are being addressed and that there is continual improvement of health and safety by involving everyone in the safety process. 

The Purpose of our Safety Guidelines
CORE4 places a great deal of emphasis on health and safety. Our goal regarding safety is to ensure that all staff members are properly trained to carry out their duties safely and professionally. Nothing is as important as the health and well-being of every person. Safety is everybody’s responsibility and each team member is required to be fully aware of their responsibilities in regards to safety. Subcontractor’s, where engaged, are also responsible for identifying all Acts, Regulations, Codes of Practice, and Standards that are applicable to the scope of works being undertaken and to comply in full with all requirements. 

All team members must complete a Health and Safety Induction Course for the construction industry prior to commencing. Team members should ensure when attending new sites that they receive a site safety induction and become familiar with health and safety issues and site-specific safe work procedures. This applies to any subordinates or subcontractors, as it is the person in control of the workplace that bears the responsibility to ensure the health and safety of others under their control. If an accident does occur, it is this person that the Safety Investigators will pursue. If these requirements are not met there can be serious consequences, and severe penalties or jail may also result. On the first occurrence of a safety breach, the team member will receive a verbal warning and counseling. If this is repeated, the team member may receive a written warning and counseling. If these breaches continue the team member will not remain part of the team.

The most elaborate safety procedures cannot overcome a poor personal attitude to health and safety. Therefore, all CORE4 team members must have a strong positive attitude toward safety and then comply with CORE4 safety requirements; however, common sense and foresight should be used at all times. In other words, always be alert to potential hazards and risks and never say ‘it won’t happen to me – I am different’. 

Incidents, Near Incidents and Accidents
It is all team members’ duty of care to immediately report any potential safety hazards. If an incident or near incident occurs, attempt to make the situation safe without further danger, report it immediately to CORE4 and do not discuss the incident with any other parties. An investigation will then be conducted to ensure it does not occur again.

ALL accidents, incidents, near misses and equipment faults, breakdowns or necessary repairs must be reported immediately to the respective Managers, and recorded using the appropriate forms, which will be located in the OHS diary. Do not discuss the incident with any other parties. An investigation will then be conducted to ensure it does not occur again.  These forms will be essential in the event of future investigations, which may arise as a result of an Industrial Relations enquiry. These records also enable necessary changes to be made to our safety systems as a way of measuring and continually improving our safety standard and adherence to our obligations as an employer to ensure a safe working environment for all who enter our customer premises. Any safety guidelines implemented by the company are for your safety as well as your work colleagues, and for this reason they must be observed and followed at all times.

All persons needing first aid treatment must contact the first aid officer who will provide the required treatment. Please be sure to give the First Aid Officer any details of the incident, as records will need to be maintained for further investigation.
This incident triangle shows the relationship between near incidents, incidents, major incidents and fatalities. As can be seen, a reduction in the frequency of near incidents will reduce the probability of more serious consequences.












30 000 Near Incidents
Unsafe acts, unsafe conditions
3000 Incidents
Near misses or first aid
300 Accidents
(Off-work, limited work and no-lost work)
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Accidents
(Disabling accidents)
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Approval
Prior to any of the following activities being undertaken, contractors must obtain approval from the General Manager:

· Access to roof areas
· Bringing of hazardous substances (chemicals) to site
· Confined space entry
· Creating of surface penetrations
· Construction work including, excavations / trenching
· Works resulting in the creation of respirable silica dust
· Hot work (hot work permit required)
· Impairment of fire detection / protection services
· Isolation of any services
· Work on gas installations

Licenses, Insurances and Training 
Ensure all licenses and certificates of competency are held where required in the performance of any work. Ensure that all necessary insurances are in place as required by legislation, for example workers compensation, personal accident insurance and public liability. Under no circumstances is any team member or subcontractor to perform any work for which they are not fully licensed, nor are they to perform any work for which they do not feel confident of being able to perform correctly and safely. If any team member or subcontractor does encounter such a situation, they are to ring their manager or site foreman immediately. This team member will be thanked for their honesty and appropriate assistance will be made available. Work must not be undertaken unless sufficiently trained and skilled to perform the allocated work or operate the relevant machinery in a healthy and safe manner. If this is not the case, the manager is to be informed immediately. CORE4 strongly believes in the need for refresher and upgrade training of skills. CORE4 team members always look for areas to pass on knowledge about potential safety issues to other CORE4 team members.

Protective Equipment
All Personal Protective Equipment relevant to the task you are performing must be used at all times. Please see the full policy regarding PPE in this document for more information. This includes jewellery and neckties, which must be removed before operating any machinery. Before using any machinery, anyone with long hair must ensure it is tied back and wearing a hair net.

Flammables 
Fire drills and training of what to do in the case of emergency will be part of your induction. Flammable materials and fire hazards must be removed or sufficient protection must be used to minimise any potential risk of a workplace incident. All staff must be well educated and familiar with the emergency procedures supplied by management in the event of an emergency, in order to maintain our high standard in ensuring a safe work environment.

General Housekeeping 
CORE4 takes pride in having a clean and tidy workplace. A clean and tidy workplace also helps productivity and promotes a high level of quality in the way we conduct our business.

Ensure work progresses in a tidy manner and that work areas are kept clear of excessive rubbish and left in a clean and tidy condition at the end of each day. Floors must be kept clear of scrap material and equipment at all times to avoid any tripping or falls, which may cause injury to you, and/or another staff member. Store materials in an organized manner and do not store materials in walkways, stairs or access points. 

Always replace lids and caps on containers immediately and wipe up any spills or splashes immediately. All materials and debris must be lowered, not dropped, from elevated positions. The contractor is responsible for the disposal of all waste materials generated from their work activities. Waste materials must be disposed of correctly and not placed in the client’s bins. When using any amenities that others use such as tearooms, toilets, fridges etc. always keep them clean. A good philosophy is to leave it in a better condition than before you used it.

Use of Machinery
Incorrect and irresponsible use of machinery is one of the main causes of injuries and fatalities in the workplace. Each day we aim to ensure that all staff and subcontractors return home healthy and whole to their families, which is why we have the following guidelines for the use of machinery.

Only operators and drivers who are qualified to use the specific equipment and have successfully completed the appropriate assessment may operate machinery requiring licences and tickets. 

All machinery and equipment is to be used in a safe method and according to the manufacturer’s recommendations. If you are unsure of how to use the equipment appropriately, please see the instruction booklet that is provided with the machinery from purchase on how to operate the machinery in its appropriate use, or ask a trained person to show you. If you do not feel confident in how to use machinery or equipment, please tell your team members, your honesty will be appreciated. This is safer than risking your or anyone else’s health and safety. 

All lifting equipment must be marked in accordance with the relevant Australian Standards.  Equipment must be in serviceable condition, inspected prior to use and inspected at regular intervals by a competent person as required by legislation. All persons using lifting equipment must have the appropriate certificate of competency or training for the equipment. All lifting equipment, including chains, ropes, winches, ratchet winches, slings, pulleys, etc. or any similar devices must be suitable for the work and comply with all relevant legislation.

If you notice or consider any work practices or equipment to be unsafe, please inform your Manager without delay including as much detail as possible so that adequate response and rectifications may be made to avoid any chance of an injury or incident in the future.

Seat belts must be worn in all vehicles and applicable machinery while in operation, ensuring the safety of the operator and passengers.

Tools and Equipment 
Tools and equipment must only be operated by competent persons following manufacturer's instructions and must comply with all relevant OH&S legislation and standards. Ensure guards are fitted and working effectively before use, and under no circumstances should guards be removed.

Carelessness
Research has proven that irresponsible behaviour and practical joking has played a major part in avoidable workplace incidents. Although we enjoy our staff having fun at work, practical joking and foolish behaviour is not worth the risk when it comes to your safety and your work colleagues’ safety. That is why foolish, careless and irresponsible behaviour, including practical joking will not be tolerated in any fashion. We ask that you keep this in mind when considering the ways in which you make your work enjoyable.

The following activities will not be tolerated:
· Road Rage
· Illegal activities
· Abusive language
· Offensive conduct
· Fighting, horse-play or physical intimidation
· Compromising company values and standards
· Harassment of any person based on gender, race, colour, marital status, religion, national origin, age, disability or sexual orientation - harassment includes verbal remarks, jokes, touching or other conduct that creates a hostile or intimidating work environment
· Interfering with safety barriers or other safety devices
· Use or possession of firearms or weapons at the work place
· Smoking in any building or facilities maintained by CORE4
· Arriving to the workplace under the influence of alcohol or illicit drugs 
· Arriving to the workplace under the influence of prescription medication such that your judgment and decision making abilities or reaction times may be impaired

Everyone who works at CORE4 is responsible for ensuring a safe work environment. If you notice or consider any workmate or subcontractor to be working in an unsafe method, it is also your responsibility to contact your Manager without delay and notify them of any details including the location and unsafe work methods used.

Electrical
Ensure all electrical equipment is of an industrial standard. Inspect equipment for faults prior to use. Always assume that a wire or circuit is live when a conductor is identified. Double adaptors and lightly constructed domestic type appliances are not to be used. Residual current devices (safety switches) are to be used with all electrical equipment. 

All switchboards MUST display an electrical hazard sign.

Power leads are to be located to minimize the risk of damage particularly in areas of high traffic and water. Always keep any power leads and electrical devices away from areas where water exists or has the potential to gather. Do not use multiple power boards connected to each other or double adaptors.

Leads that must unavoidably be on the ground in areas where there is a risk of damage such as by vehicles are to be mechanically protected. Leads that must unavoidably be on the ground in areas of foot traffic must be duct-taped down to the ground to avoid trip hazards. 

Ensure portable electrical equipment and power leads are maintained in a safe working condition and that all electrical equipment requiring testing and tagging has this completed prior to use. 

Electricians should ensure all incomplete circuits are suitably terminated or isolated and tagged out. Electrical installations are to be connected and tested in accordance with recognised procedures. When working on circuits they must be de-energised and tagged out.
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Hazard Control Measures
CORE4 does not want team members directly exposed to hazards. The following hazard control measures can be taken to ensure this. These are shown in most to least preferred method, where TM = Team Member and H = Hazard.

	Eliminate Hazard:
	TM
	
	H
	e.g. turn off the power

	Substitute Hazard:
	TM
	
	h
	e.g. use a chemical that is less hazardous

	Redesign Hazard:
	TM
	
	I
	e.g. place guards on equipment to inhibit nip points

	Isolate Hazard:
	TM
	
	(H)
	e.g. place compressor outside to reduce noise exposure

	Administrate Hazard:
	TM
	
	‘H’
	e.g. follow safety procedures and signs

	PPE Hazard:
	TM
	
	H
	e.g. wear eye protection to stop eye damage



(PPE = Personal Protective Equipment)

Risk Management
CORE4 aim to make sure that the health, safety and wellbeing of our staff, clients and visitors is consistently maintained whilst in our workplace. Risk Management is a five (5) step process, which consists of:

1. Looking for the hazards
2. Recognise who might be harmed and how
3. Decide on control measures and systems to reduce the level of risk
4. Put the control measures and systems in place
5. Continually review the control measures and systems for their effectiveness 

Looking for the Hazards
Our Risk Management Approach is in identifying these risks early and involving all levels of CORE4, including Directors, Management and Staff to identify risks associated with our business. This approach also reinforces to our staff to continuously be aware of risks in the workplace and helps to form a ‘safety mindset’ within the culture of our workforce.

Recognise Who Might be Harmed and How
Every workplace and work task has some element of risk involved. Some work tasks have a higher risk factor of an injury and some have a lower risk factor of an injury. Individual work task risks will be assessed by their potential reactive consequences should an incident occur, which will help us in recognising who might be harmed and how.

Decide on Control Measures and Systems to Reduce the Level of Risk
The next step in our Risk Management Approach and then come up with possible and practical solutions to eliminate or significantly reduce the level of risk. If there are any resources that are not currently provided, ample resources will be sourced and allocated by management to ensure the effectiveness of our Risk Management Approach.

Put the Control Measures and Systems in Place
These assessments will then be used to prioritise plans to implement processes in order to reduce or if possible entirely eliminate the risk of such tasks. All levels of the company will be involved including Directors, Management and Staff and will be expected to contribute to the implementation of these control measures.

Continually Review the Control Measures and Systems for their Effectiveness
Risk management will then be continuously participated in and safety measures will be maintained by all Directors, Managers and Staff. The policies we put in place will be corresponding to all who are undertake work for CORE4 and will be expected to fully participate in the implementation, improvement and following of these guidelines. After a policy or procedure has been implemented wherever it is required, it will then be maintained and reviewed for the levels of practicality and effectiveness in reducing the amount of exposure to risk in the workplace.

If a policy or a procedure has not improved the work situation or dramatically reduced the risk, further solutions will be sought until the risk has been reduced to a reasonable level.

We ask for your full participation in reducing the level of risk associated with your workplace, in order to make it a safe and enjoyable place to work for everyone at CORE4.
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3. SITE SPECIFIC RISKS AND CONTROL MEASURES


Monitoring the Site Controls
Inspection
Before work commences each day, the site foreman will carry out a brief visual inspection of the work area to ensure it is generally safe to access and work in. When a risk is identified, the site foreman is to follow the Hazard Control Measure steps detailed above to mitigate the risk and report the risk to Management immediately. 

Subcontractor Risks and Control Measures 
Subcontractors must fulfil the following requirements as a condition of working on this project:
a) Prepare and submit a work method statement to CORE4 for high risk activities before starting work on site.
b) Before work starts, meet the representative of CORE4 to discuss the projects health and safety requirements, the subcontractors work method statement and any other specific information relating the subcontractor’s activities.
c) Make reasonable additions to their work method statement as requested by CORE4.
d) Contact the representative from CORE4 immediately following any incident, injury, near miss, emergency or incident involving any person, including an employer, self employed person, worker or member of the public.
e) Discuss with the CORE4 representative any workplace activity or risk identified, unsatisfactorily controlled or dealt with.
f) Complete activities and work in a safe and healthy manner and in accordance with the requirements of CORE4, subcontractor work method statements and the Workplace Health & Safety legislation

CORE4 will undertake the following course of action for identified health and safety issues:
a) For minor issues the subcontractor will be given a verbal direction indicating what the issue is, what needs to occur and the level of Safety that CORE4 expects.
b) For major health and safety breaches and situations where there is imminent to a worker or a person, the subcontractor will stop work and be issued with a written warning detailing the issue and controls expected. Work will restart once adequate safety controls have been implemented.
c) For ongoing health and safety, non-compliance of significant or high risk nature subcontractors may be directed to cease work for being in breach of contract.

Public Risks and Control Measures
· Contractors are to supply and erect barricades and signage to the work area during construction.
· Warning signs are required to be posted in all hazardous situations and ensure they are clearly visible to any person approaching the area in which the hazardous situation exists. 
· These signs should also be combined with exclusion barriers to prevent entry into dangerous areas. Team members must not willfully misuse, interfere or ignore anything provided for Health and Safety such as warning signs and barriers.
[bookmark: _Toc240263595][bookmark: _Toc22043479]
5. SITE RULES


All subcontractors and workers on site must ensure the following
a) All incidents, injuries and emergency situations must be reported to the site supervisor who will take necessary actions.
b) Workers must wear correct PPE (as per work method statements, material safety data sheets and/ or manufacturers recommendations) during specific work activities.
c) Place rubbish in the appropriate bin/skip provided before leaving the site each day.
d) Work areas to be kept clean and access always free of hazards.
e) No illegal drugs or alcohol are permitted on site.
f) Any person effected by drugs or alcohol will be asked to leave the site and will not be tolerated.
g) Toilets are to be used and good hygiene is adhered to at all times.
h) Before using or storing any hazardous substances, a copy of the respective MSDS is to be given to the site supervisor (or included in the work method statement)
i) Ensure yourself or delivery drivers are aware of where materials are to be stored (signs or written instructions should be used). When planning this take into account where materials are used and the order in which they will be used. Also ensure materials and equipment are stored in a manner that will not cause injury or inconvenience. Ensure manufacturers' requirements regarding handling and storage of materials are followed and do not permit smoking where flammable materials are stored.
j) All persons are to be trained in the use of their equipment and plant. This includes holding certificates and licenses.
k) No person without specific approval is to alter or remove and plant, equipment or safety device on site. This includes scaffold, barricades, signage, handrails, guards etc.
l) Electrical equipment including leads are to be inspected and tagged at intervals not exceeding 3 months and maintained in locations where they are not likely to be damaged or cause a trip hazard.
m) No piggyback leads or double adaptors are to be used on site.
n) Work above the minimum height that requires specialist control measures (due to legal requirements) requires fall protection (usually above 2.4m).
o) Theft of any kind will not be tolerated and will be reported to the police.
p) All safety signs are to be adhered to.
q) A spotter will guide all vehicles or equipment reversing on or off site.
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Here at CORE4 we aim to provide a safe environment for our staff, clients and visitors.

According to the Traffic Act, it is a breach of the Act to drive whilst under the influence of liquor or drugs or with prescribed amounts of alcohol in the blood. Using drugs and alcohol while at work can affect your health and safety including putting your co-workers at risk. It is our policy that a staff member must notify their manager immediately if they have or suspect that they may have a blood alcohol level above 0.00ml/l or are under the influence of any drugs while in the workplace.

The effects that drugs and alcohol have on you can include poor physical and hand-eye coordination, impaired judgment as well as a decrease in alertness, concentration and vision; and decreased energy levels, resulting in tiredness. It is expected that you remain free from the influence of drugs and alcohol before commencement of work, for your time at work and including all breaks. This policy also applies to all contractors, shift workers and people working overtime. You must not drive a company vehicle or operate any machinery whatsoever if you may be above the 0.00ml blood alcohol level or while under the influence of drugs.

Prescribed Medication
Medication prescribed for you by your doctor may cause decreased mental or physical functioning of the body and drowsiness. For example, anti-depressants, sleeping pills or blood pressure medication. If prescribed medication is required to be taken while at work, you must first of all notify your manager and supply a copy of a prescription and a letter from your doctor outlining the duties you are capable of performing. 
	
Here at CORE4, we expect all staff to take responsibility for their own actions, in which case we require any staff member to notify their manager immediately if they are in breach of this policy so that safety measures can be taken to avoid the possibility of an incident. It is also your responsibility as a staff member to advise your Manager without delay if you suspect or know of any other staff member that may be in breach of this policy.
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Here at CORE4 we seek the co-operation of all who are employed with us to make sure our work methods are conducted with a healthy respect for our environment.

One of the ways in which we can achieve significant reductions in the environmental impact of our work is through monitoring and improving our policies and procedures to improve our awareness and practices in order to preserve the environment. 

Risk Assessments and Control Measures will be implemented to aid in the recognition and reduction of environmental impact along with any hazards, which may be realised, in order to reduce or eliminate any threats that our work habits have upon the environment.

Chemicals
Be mindful of needless chemical spills and handle the Hazardous Substances with care. Always follow the instructions on the appropriate Material Safety Data Sheet (MSDS) while using the chemicals, in the case of chemical spills and when disposing of chemicals. 

Rubbish
Most plastic materials can take years to break down and can be harsh on the environment, which is why you should always remove any rubbish, and waste from the place of work and dispose of correctly by placing any recyclable materials in the recycle bins provided. If no recycle bins are present, please inform your manager immediately and you will be provided with the adequate resources in order to dispose of rubbish appropriately.

Disposal of Respirable Silica Dust
With recent industry changes around creation, and control of silica dust. We must ensure that any works carried out where silica dust is created, such as concrete cutting and grinding, dust is controlled. Where dust is controlled by use of vacuums and other air handling techniques, the captured dust must be disposed of in accordance with industry standards and guidelines from WorkSafe Queensland, which can be located here. 

Transference of Plant Life
Transference of plant life happens quite easily, and sometimes it can cause unwanted weeds and to spread and become a hazard. To help reduce this factor, make sure all soil and seeds are removed from machinery and vehicles in order to avoid the transfer of unwanted weeds to new locations. 

Be sure also to wash company machinery and vehicles away from driveways, gutters and roads, ensuring the water runoff will not enter storm water drains to reduce the likelihood of further transference of seeds and contaminated soil.
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Staff and contractors must familiarise themselves with the emergency response procedures for the location they are working on, including emergency exits, evacuation procedures, assembly points, and emergency notification. In the unfortunate event of a fire or any other emergency requiring evacuation of the premises, the following procedures should be adhered to:

· Follow site induction procedures

· Be aware of the Fire Evacuation Plan contained on the next page

· STAY CALM, DO NOT PANIC – In a state of panic, people tend to think irrationally. Ensure to the best of your ability to stay calm in order to think clearly and rationally. Common sense and courtesy are to be used at all times. 

· Follow directions of any designated officer or Emergency Service Personnel. Assemble at a designated area so that all persons can be accounted for.

· STAY ALERT – Beware and remove yourself from any immediate danger.

· Alert everyone within the vicinity immediately, then only if it is safe to do so, help and remove any person/s in any danger. 

· Call the emergency number “000”. 

· Staff members who are properly trained in the use of fire extinguishers should use them to confine the fire only if it is safe to do so. If there are any risks in performing this, evacuate the building or area immediately.

· NEVER USE AN ELEVATOR - If the building has elevators, do not use them to evacuate the building. Always take the stairs.

· After evacuating the building advance as quickly as possible to the evacuation assembly area provided, which should be located furthest away from the incident.

· A responsible person should be selected to make sure that everyone has been accounted for by conducting a role check while another responsible person maintains control of everyone at the evacuation assembly point. Be sure to inform the emergency services with the details of what has occurred and of any people unaccounted for.

· Remain at the evacuated point until you are given permission by the authorised person to re-enter the area.  

Once the incident has been dealt with, management must be sure to fill out an incident report for the company’s records in case of further investigations by the Department of Industrial Relations or Workplace Health & Safety.

For more information on employer specific obligations in regards to Fire & Evacuation please visit https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2008-0160 to access current legislation for the Building & Fire Safety Regulation 1991 Section 2, or call Qld Fire & Rescue on 07 3247 8100.
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In the unfortunate event of an accident in the workplace, which leaves a worker or any person injured, we aim to ensure the injured person is cared for appropriately. Prior to commencing work, contractors must ensure that provisions are available for prompt treatment in the event of an injury. For example, ensure that a suitable first aid kit is available and close at hand at all times.

First Aid Officer
Anyone who performs first aid needs to be legitimately trained by a first aid training provider. Make sure there is always a trained First Aid Officer on site when required. The minimum standard is to have a legitimate Senior First Aid qualification. It would be wise to seek advice from a first aid training professional to assess the level of first aid training that would be suited to the risks associated with your workplace.
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	SERVICE
	TELEPHONE NUMBER

	Ambulance, Fire or Police
	000

	Poisons Information Centre
	13 11 26

	Deaf Emergency Number
	106

	Workplace Health and Safety QLD	
	07 3404 9628

	Electrical Supplier – also for damaged powerlines
	

	Gas Supplier
	

	Urban Utilities Supplier
(Water, Sewage etc)
	

	Telecommunications Supplier
	

	Local Hospital
	Royal Brisbane and Women's Hospital
(07) 3646 8111

	Local Council
	Brisbane City Council
(07) 3403 8888

	State Emergency Services (SES) 
	1800 801 007


	 
Response to an Emergency or an Urgent Condition
There are a number of critical factors that need to be followed during an emergency. In any emergency, it is important to initially confirm that it is safe to approach a casualty and assess the situation for any life threatening hazards. 

The first aid provider should do the following in the case of an emergency:

1. Assess the incident area and determine whether or not it is safe to approach the casualty.

2. Phone for help – Call (000)

3. Assess the casualty for life threatening injuries – This includes aiming to get a response from the casualty. Do not shake the person, instead use the touch and talk method, which you should incorporate soft touching with loud talking. The touch and talk method will help you to determine the level of consciousness to the casualty.

Immediate Attention
There are a number of situations, which will require immediate attention, they are:

Breathing
Check the persons breathing by gently tilting their head backward and looking into the mouth for foreign objects such as food, loose dentures and fluid. Unless the persons’ airway is blocked by water, vomit, blood or any other fluids, checking the airway should be done while the casualty is on their back. If the airway is obstructed with any fluids however, place the injured person on their side and clear the airway from any obstruction as best as possible. If the casualty is breathing, the first aid provider should keep the casualty on their side while maintaining neck stability and then call (000) for assistance. Keep checking the airway and breathing regularly and look for other injuries while waiting for the ambulance paramedics to arrive.



Bleeding
When dealing with blood or other bodily fluids use the appropriate PPE at all times, including equipment such as gloves, overalls, aprons and glasses where contact may occur. Bleeding is considered severe when it is spurting or cannot be controlled. Such severe bleeding is life threatening and should be addressed as quickly as possible by applying firm, direct pressure to the injury using a sterile pad or clean cloth.  DO NOT remove any penetrating objects if there are any lodged in the wound.

Apply a clean dressing directly over the wound and firmly secure it with a bandage if possible, ensuring the entire wound remains covered, then elevate the wounded part of the body and restrict any movement as much as possible. Keep the casualty calm to avoid going into shock while occasionally checking to make sure that the bandage is not restricting circulation. 

Cleaning of Blood - Housekeeping
To absorb the substances, use disposable materials such as paper towels. Dispose of the towels in a sealed leak proof waste bag using the gloves provided and then clean the area with disinfectant and/or detergent and warm water. Use bleach with warm water in order to thoroughly sterilize the contaminated area. Do not make skin contact with any blood or bodily substances. For more details, see Management of blood or bodily substance spillage on the next page.

Poisoning
In all cases of poisoning, call triple zero (000) and then seek advice from the Poisons Information Centre on 13 11 26 (Available 24hrs). If the casualty is unconscious, do not leave them alone if possible by asking someone else to seek help. Do not induce vomiting. Find out as much information as possible about what poison has been taken in order to advice the paramedics when they arrive.  

Electrocution
NEVER try to cut leads or power lines. Do not go anywhere near a high-tension power line. Electrical current can arc (jump) 1 inch per every 10,000 volts being carried. A person does not have to touch the source to sustain an injury. Always ensure the power source has been switched off before handling the casualty, then dial triple zero (000) for an ambulance. Commence any resuscitation if required. If the casualty is conscious, away from danger and has suffered burns as a result, cool the area by flushing with clean water. Be aware that excessive cooling can lead the casualty to becoming dangerously cold. Stabilise the casualty and wait for an ambulance to arrive. 

Records
[bookmark: hygiene]Be sure to maintain any records of the incident and any details of the injury by filling out the appropriate forms in the OHS Diary. It is the responsibility of the elected First Aid Officer to ensure these details and documentation is carried out as soon as practical. All records need to be kept on file for a period of 7 years, and will be kept locked and confidential. A staff member may access their Medical information upon request.



Hygiene
Wash your hands thoroughly to avoid the transmission of infection. Be sure to wash your hands with soap and water before and after contact with an ill or injured person. Hands should also be washed before and after contact with blood, body substances or contaminated items and after removal of protective gloves. 

An alcoholic chlorhexidine hand wash (available from pharmacies) or equivalent should be used in emergency or field situations, where hand-washing facilities are limited or not available.
Waterproof dressings should also be provided to allow first aid personnel to cover cuts or abrasions. This reduces the risk of an injured person’s blood or body substances coming into contact with a first aid person’s broken skin. Any Staff who have skin infections, such as dermatitis, and who are exposed to blood and body substances, should seek medical advice regarding the risk of infection.

Do not eat, drink or smoke when working in an area where blood or body substances may be present.

Management of Blood or Body Substance Spillage
Bodily substance spills are to be attended to as soon as possible. Barricade the area to ensure people do not come into contact with any of the substances. Protective gloves must be worn. Use absorbent material, such as paper towels to absorb the bulk of the blood or body substance. Then dispose of the contaminated materials in a leak-proof, sealed waste bag. Protective glasses should also be worn where there is the possibility of substance contact with the eyes.

After this, clean the area with warm water, detergent and then disinfectant. A suitable disinfectant is a freshly prepared 1:10 dilution of 5% sodium hypochlorite (household bleach) in water. Mops and buckets are then to be rinsed with warm water and detergent and stored dry.

After cleaning the contaminated area and equipment, reusable gloves and other protective clothing are to be removed and disinfected. Wash your hands thoroughly after any items have been disinfected and gloves have been removed.

A ‘spills kit’ should be available where there is a risk of blood or body substance spills. A ‘spills kit’ should contain PVC household rubber or disposable latex gloves, cleaning agents, disposable and absorbent material as well as leak-proof bags. 
[bookmark: waste]
Waste Management
Contaminated waste is to be placed in a leak-proof bag or container and sealed. Handle all waste with care in order to avoid contact with blood and body substances. Gloves are also to be worn when handling contaminated waste bags and containers.



Needles, Sharps & Biological Agents
Ensure any needles, sharps or biological agents are not handled. If these are discovered ring CORE4 immediately to discuss the best course of action. Never place hands in areas that cannot be inspected prior. This is especially relevant in high-risk, public access areas such as public toilets.
[bookmark: management]
[bookmark: sharps][bookmark: laundry]Laundry
Soiled linen is to be identified as such and kept separate from other linen. PVC, latex or household rubber gloves and protective clothing must always be worn when handling soiled linen. Heavily soiled linen must also be placed in a leak-proof bag and securely closed.

Any laundry soiled with respirable silica dust must be kept separate, bagged separate (where required) and washed separately. 

Be sure to wash soiled linen as soon as possible. Normal washing procedures and detergents are adequate for decontamination of most laundry items. A hot water cycle should be used. Heavily soiled items are to be soaked in a diluted bleach solution, where possible.

First Aid Kit Requirements:
One way of being better prepared for responding to accidents and emergencies is to keep an appropriate first aid kit on hand. Proper and sterile supplies are required and your first aid kit should be airtight containing a variety of dressings and bandages depending upon your work environment. Queensland Ambulance Service has a number of different first aid kits available for use to a range of different industrial sites and workplaces.

To enquire with Queensland Ambulance Service for advice on the best first aid kit for your workplace or industry please call 1300 369 003.

· All contents of the first aid kit will be within their use by dates.
· The first aid kit will be kept in a well-known, easily reached, clean location known by all staff members. The first aid kit will be regularly inspected and maintained by the First Aid Officer making sure items are replaced as needed. The kit will also contain multiple and single use, disposable items.  
· All company vehicles are to be supplied with a suitable first aid kit.

First Aid Room:
A First Aid Room is required where there could be contact or exposure to Hazardous Substances, more than 200 staff employed and on certain construction sites. Please refer to the Building Code of Australia for set specifications of a first aid room if this applies to your business.
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[bookmark: _Toc22043485]10. HAZARDOUS SUBSTANCES POLICY


At CORE4 we highly value the health and wellbeing of our staff, which is why we have adopted a strict policy when it comes to the use of Hazardous Substances. Dangerous goods are chemicals that pose an immediate threat to life and / or the environment. These products can be corrosive, flammable, explosive, combustible, toxic, oxidising or water reactive. Hazardous Substances are chemicals and materials that pose health effects. These can be solvents, pesticides, paints, adhesives, petroleum products, heavy metals and synthetic fibers. These health effects may result from toxic concentrations of gases, vapours, liquids, dust and solids. The effects may occur through inhalation, absorption or ingestion. Exposure and contact to hazardous substances could result in an array of health effects including, but not limited to, skin irritations, occupational asthma, allergic reactions, chemical burns and cancers. Some Hazardous Substances also have the potential to cause fatalities. 

Each substance we use in the workplace will have a register and an MSDS (Material Safety Data Sheet). These are provided by the supplier of the substance, manufacturer or your General Manager on request and are required to be obtained for any chemicals used. An MSDS is a document containing important information about a hazardous substance including a hazardous substance’s product name, the chemical and generic name of certain ingredients, chemical and physical properties of the hazardous substance, health hazard information, precautions for safe use & handling and the manufacturer’s or importer’s name, Australian address and telephone number. The MSDS may be acquired from your supplier or manufacturer, when purchasing the product.

The required PPE for the use of the Hazardous Substance you are using is listed on the MSDS and must be used. For further details on using PPE, refer to the PPE Policy located on pages 22-23 of this manual.

Handling Hazardous Substances
· Make sure you have been provided with the correct information and have been inducted, educated and had the appropriate training to use or handle the substance.

· Ensure label or other manufacturer’s directions are followed.

· Follow the MSDS and risk assessment for the safe handling and personal protective equipment (PPE) that needs to be used.

· Eliminate any ignition sources where there is the possibility of Hazardous Material coming into contact with the potential for fire. Also make sure that the Hazardous Substances used are prevented from coming into contact with incompatible goods. (Urea and Diesel for e.g.).

· Be sure to prevent contact with food or personal goods when handling the substance. Always follow your training and the written information on the MSDS if exposure or contact to hazardous substances occurs.

· If transporting the substance ensure to follow the transportation recommendations found on the MSDS and make sure the MSDS is accompanied in the vehicle transporting the Hazardous Substance.

· Ensure the labels are clear, readable and understandable on the substance container, being firmly fixed to the container of the substance.

· When transferring chemicals to other containers ensure that a funnel is used, the container is fully labelled, it is done in a well-ventilated area, appropriate PPE is used and drinking bottles are never used. Ensure all chemicals are stored correctly with relevant approval and kept out of reach of children. All containers are to be kept closed when not in use.
· In addition to any risk assessment required for hazardous substances, a risk assessment must be undertaken in relation to the properties of the dangerous goods.

· Any spillage of a hazardous substance or dangerous good must be reported immediately to the client and to CORE4. It is the contractor’s responsibility to contain and clean up any spillages with appropriate equipment. If a spill has occurred, be sure to barricade the area, contain and clean the spill immediately.

· Abide by the directions of the MSDS, label and risk assessment for the storing, disposal and use of substances. Always ensure that a package which contained a hazardous material is thoroughly cleaned before disposal.

Asbestos
Due to involved legislative / licensing requirements (and legal exposure), only licensed asbestos removal companies are to deal with asbestos. Be aware that many buildings still contain asbestos based materials in various forms some of these are extremely dangerous. If work has the potential to disturb asbestos, especially sawing, grinding, drilling etc. the team member should liaise with the customer contact to attempt to ascertain if asbestos will be disturbed. There are also specific legislative requirements related to the handling of Synthetic Mineral Fibers and PCBs.

If you believe you have disturbed asbestos while you are working, or if you are unsure, please contact the stop work and contact the Management team immediately. 
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Respirable Crystalline Silica (RCS)
Hazardous Respirable Crystalline Silica is defined as an (Only microscopically visible) airborne substance as a result of the processing of materials containing 1% or more Crystalline Silica. The processing of the materials where RCS can be produced include tasks such as cutting, sawing, grinding, drilling, polishing, scabbling and crushing.

Due to the involved legislative requirements, as a result of the 2022 code of practice; (Managing respirable crystalline silica dust exposure in construction and manufacturing of construction elements Code of Practice 2022) only fit tested tradesmen are to conduct works with Respirable Silica within the guidelines of appendix 4 of the Code of Practice.

Additionally, (within the guidelines of appendix 4) CORE4 will be required to conduct mandatory health monitoring on all employees that are exposed to RCS for 30 days or more in a 12 month period. Meaning in any scenario where the employee is REQUIRED to wear their fit tested respirator, this is counted as one day towards their 30 day count. Once the threshold is surpassed on any employee – The Mandatory Health Monitoring requirement will be triggered, requiring THAT employee to be assessed by a licensed Occupational Physician to then determine their health monitoring plan. 

[bookmark: _Toc22043486]11. INCIDENT REPORTING POLICY


An incident is any event that causes or may cause loss or damage to any person, plant & machinery or property. There are two main types of incidents:

Notifiable Incidents
A notifiable incident is an incident which results in a person suffering a work injury if the injury was caused by a work related activity, which is a serious bodily injury including a fatality requiring first aid or medical treatment. This also includes aggravation and recurrence of an existing injury if first aid of medical treatment is required for the injury. The incident is also a notifiable incident if it causes the worker to be absent from voluntary or paid employment for more than four normal working days.

[bookmark: work_injury]Other notifiable incidents also include damage to property if the event involves or could have involved exposure of persons to risk to their health and safety. Some examples of these types of events include but are not limited to:

· The collapse or overturning, failure or malfunction of, or damage to plant and equipment. 
· The collapse or failure of an excavation or of any shoring supporting an excavation. 
· The collapse or partial collapse of any part of a building or other structure. 
· Damage to any load bearing part of, or the failure of any brake, steering device or other control device of, a vehicle, crane, hoist, conveyor, lift or escalator.
· Implosion, explosion or fire. 
· Spillage or leakage of any hazardous material or dangerous goods. 
· Fall or release from any height of any plant, structure or object. 
· Serious or Dangerous Electrical Incidents causing harm or the potential for harm.
· Exposure to asbestos.

Non-Notifiable Incidents
A non-notifiable incident is one that does not result in a person suffering from a serious bodily injury or death and is not a dangerous event, which has the potential to harm an individual’s health & Safety. 

While it is not necessary to notify the Department of Employment and Industrial Relations about non-notifiable incidents, the manager should be notified immediately and an incident report form should be completed. 

Occurrence of a Notifiable Incident
1. Ensure that nobody is injured. If there are casualties, follow the first aid emergency procedures.

2. If there are no casualties, notify the relevant or appropriate emergency service for assistance, which in some cases may be (000) and then immediately notify the relevant Government Organisation in your state (e.g. Work Cover or Department of Industrial Relations)

3. Do not leave the site unattended until an Industrial Relations Safety Inspector arrives or gives alternative instructions. 

4. Provide written notice within 24 hours on an Incident Notification Form which can be obtained from your Work Cover body or Department of Workplace Health & Safety

5.  Keep a copy of all details and incident report forms for your records in case of further investigations.

6. The manager or owner of the business is to be informed as soon as practical.

7. Start the required policy changes as soon as possible to prevent the same incident from happening again. Be sure to keep all safety records for future reference.

Environmental Incident Reporting
1. If the workplace incident has caused an environmental impact contact the Environmental Protection Agency (or the relevant Government body in your state) on their 24 hour service number immediately on 1300 130 372.

2. Investigate any reports in the OHS Diary, then start to review and develop improvement plans to prevent the same incident in the future.

Reporting of Injuries
Complete the checklist for workplace injuries, located in the OHS Diary.

Any incident that has the potential to cause any negative effect on any machinery, person, property or the company’s financial wellbeing should have an incident report produced for the company’s private records in case of further investigations in the future. 
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At CORE4 we, value the health and wellbeing of our staff and are dedicated to finding ways to reduce musculoskeletal disorders by reducing the risks associated with Manual Handling as much as possible. Manual tasks are those workplace activities requiring the use of force exerted by a person to grasp, throw, carry, move, lift, lower, push, pull, hold or restrain an object. Manual tasks therefore cover a wide range of activities including everything from stacking shelves all the way to entering data into a computer.

Inappropriate manual handling will result in various injuries, including back injury. Where possible, use mechanical aids. If this is not possible seek team lifting and ensure feet are on stable ground, maintain an inclined back, bent knees to a semi-squat and keep objects close to chest and use your legs, not your back to lift. When bending over or in awkward positions try to vary duties or change posture and avoid prolonged or heavy lifting. Always ensure pathways are free of obstacles prior to lifting.


Lifting Guide
· Keep your back straight.
· Keep the load as close to the body as possible during all lifting and carrying.
· Grip the object firmly, in order to avoid slipping or dropping.
· Use Careful Manoeuvring when carrying a load to avoid any sudden movements.
· Use a mechanical lifting device if possible (e.g. Trolley, Lifting Jack).
· If you are unsure if you can carry the load alone, ask for assistance.
· If the load is required to be carried over a long distance, take a break halfway or more frequently if necessary in order to avoid prolonged lifting periods.

Do Not
· Lift with the back fully bent.
· Lift from a position where it is necessary to twist or bend sideways to place the load.
· Lift after prolonged periods with the back bent.
· Lift after a prolonged period of exposure to whole body vibration as in driving a vehicle.
· Lift loads alone that are unevenly balanced with regard to their weight distribution – get assistance or use a mechanical lifting device.
· Lift loads, which are unwieldy or unstable with the contents likely to shift – Secure the items first or use a mechanical lifting device.

Ways to Reduce Risks and Injuries Associated with Manual Handling
· Ensure all staff members are appropriately trained in correct lifting methods.
· Provide Mechanical Lifting Devices to aid in the transportation of heavy objects in the workplace (Trolleys, Lifting Jacks etc)
· Adjust the workplace environment, such as whether slopes or stairs have to be negotiated when carrying loads, or whether access ways are clutter free.
· Understand the capacity of individual workers, and set guidelines specifically for the individual.
· Provide all materials, tools, controls and maintenance items in front of the worker and between waist and shoulder height. 



[bookmark: _Toc240263605][bookmark: _Toc22043488]13. PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY


Where it is not practical to control risk of injury by other means, Personal Protective Equipment (PPE) must be used. Ensure the correct PPE is available, in working order and used at all times. Jewellery and facial hair affect the correct use of PPE and should be removed where this is the case. Update training will be freely provided to any team member unsure of the correct use of any item of PPE. PPE includes everything from protective footwear, gloves, hearing and eye protection, to head and face protection, high visibility apparel, respiratory equipment and much more. The determining factor of which PPE you use depends on the risks associated with your type of industry. 

Training for the use of PPE
All workers exposed to workplace risk will be trained in safe work practices. The training will consist of educating each staff member on the correct way to use any personal protective equipment required to be worn. Where items of personal protective equipment are to be worn by non-workers at a workplace, sufficient instruction will be provided to ensure these items of equipment are correctly used. Personal protective equipment training can be separated into inductions, more specific job training sessions and ongoing training.
 
If you are not sure which PPE is needed for the job you are undertaking, please contact your manager who will then supply the appropriate advice and equipment.

Make sure that:
· You use personal protective equipment (PPE) in accordance with the manufacturers’ instructions. 
· The supplied PPE fits correctly. 
· You have been instructed and trained in how to use it by an experienced person. 
· Appropriate signs are displayed in your workplace, communicating what to wear in the relevant locations. 

[bookmark: _Toc239742317]Storage and Maintenance of Personal Protective Equipment
[bookmark: _Toc239742318]Storage of the Personal Protective Equipment will be kept in a clean, safe location and will be kept free from interference and damage whilst ensuring that all PPE is easily accessible when needed. All Personal Protective Equipment will be checked regularly, as specified by the manufacturer or supplier, to determine that they are in a serviceable condition, both during storage and in use.

Personal Protective Equipment will be maintained in a condition that ensures its continued effective operation. Any PPE that requires maintenance will be repaired if practical and any damaged or defective personal protective equipment will be discarded. It will be your responsibility to ensure that the PPE issued to you is thoroughly inspected and kept in good condition. Never use PPE that is defective and be sure to request a replacement for any PPE if it is no longer safe and in working condition.

Specific Personal Protective Equipment (PPE):

Safety Goggles &/or Facial Shields
· All eye protection must conform to AS1336, AS1337 and AS1338.

Eyes must be adequately protected where possible contact/exposure to hazards exists. Potential eye hazards include but are not limited to dust, chemicals, foreign objects, radiation, sawdust and various other sources. 

Ear Plugs and Ear Muffs 
· Ear protection must comply with AS1270

Excessive noise will result in hearing impairment. Where noise levels exceed 85dBA, ear protection must be used. Deciding on which ear protection should be used in each situation needs to be determined by a qualified person. Never share ear protection with other staff members due to the risk of infection.

Respiratory Protection
· The type of respiratory protection used is to be decided upon by your manager and must conform to AS1715 and 1716
· Respirator must also be medically fit tested to suit the individual

Respiratory protection is to be utilized where specified in the MSDS, Code of Practice or where there is a potential exposure to biological or atmospheric hazards. Respiratory protection must not be shared amongst staff due to the risk of respiratory infection.


Gloves
· Hand protection must conform to AS2161 and AS2225

Gloves are required to be worn where there is any risk of injury to the hands. The style of glove necessary will depend on the job task and is to be determined by your manager. 

Steel Cap Boots
· Footwear must conform to AS2210

Appropriate footwear is to be worn at all times to prevent injury in the event of dropping items or standing on sharp objects. Thongs and joggers are not appropriate foot wear. Steel Cap Boots must be worn where there is likelihood for foot injuries.

Safety Helmets
· Safety helmets must conform to Australian Standards1800, AS1801 and AS1698

Are required to be worn in nominated areas or where there is a danger hazard from falling objects. Safety helmets are to be replaced every 2 years from the issue date, which should be printed on the inside of the helmet or even earlier if damaged.

Safety Harnesses or Lifelines 
Safety harnesses or lifelines are to be worn while working at heights.

High Visibility Clothing 
High visibility clothing is to be worn if staff members are working near plant & machinery, heavy traffic areas or where you need to be highly visible to oncoming traffic.
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As a driver there exists a legal responsibility to ensure that all loads carried are securely restrained. Failing to secure a load correctly may result in a fine or possibly litigation. Loads must not be placed in a way that makes the vehicle unstable or unsafe. An appropriate method must be used to restrain the load to ensure that it is unlikely to fall or be dislodged. Be aware when tying loads with large surface areas to roof racks that wind forces can lift the load. Elastic straps or "Octopus straps" are designed for light loads only. Always prevent light loose loads blowing from the vehicle, this can be done with a tarpaulin or load net. Polyethylene ropes are the best ropes to use and ensure they are threaded through the load to stop slippage. Interior cargo barrier mesh should be installed in all vehicles where possible to stop loose items becoming projectiles in an accident.
When carrying loads ensure a suitable vehicle is used and drive carefully. Ensure when parking that exits such as doors and driveways are not blocked. Mobile phones must not be used whilst driving without a hands free kit, as this is dangerous and may attract large fines.

In Ute's rubber mats are to be installed in the tray. Loads should not project more than 150mm beyond the vehicle width or over 1.2m behind. For projections behind the vehicle, they must have a red flag, and at night, a red lamp attached. Dogs should not ride unrestrained in the back of vehicles. 

Whilst on private roads or driveways (e.g. in large complexes) vehicle speed is to be limited to 5 kph to prevent injury to pedestrians. Obey all road rules and signs especially when exhibiting CORE4 vehicle signage and only park in designated spots.

Towing a trailer puts additional responsibilities on a driver and allowances must be made for the extra length of the vehicle and the tendency for trailers to cut-in on corners. Greater stopping distances must be allowed for and brakes should only be applied lightly especially when travelling around curves on wet roads. Attempt to have observers from outside the vehicle when reversing. Care must be taken not to interfere with the normal flow of traffic and sudden changes in direction or speed should be avoided. A lower gear should be used when travelling down hills. Loads should be kept as low as possible and positioned as close to the axle as possible. Ensure the trailer rear gate and the trailer ramp cannot open into oncoming traffic. When using a trailer ensure it is fitted with a rear number plate and ensure all lights are working.
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Part of our approach to Risk Management is by providing practical and safe guidelines in order to make sure our workers use ladders safely. 

Risk assessments must be conducted prior to the acquisition of new ladders and will also cover the use of existing ladders in all facets of work situations. Please be sure to make sure you follow the Safety Guidelines when making use of a ladder.

Purchasing of Ladders
Ladders to be used are industrial ladders in sound working condition, with a load rating of at least 120 kg. Single ladders are not to exceed 6.1 meters and extension ladders are not to exceed 7.5 meters. All portable ladders must comply with the relevant Australian Standards.

Safety Guidelines for Use of Ladders
Ladders should only be used to gain access or to do simple tasks, they are not to be used for performing heavy or lengthy work – mobile scaffold should be used in this case. Ensure base stability, particularly on soft or uneven soils, and tie off ladders to a structure where there is a likelihood of the ladder becoming unstable. Only one person is to work from a ladder. Do not reach more than arms length outwards and at all times three or more points of the body must be in contact with the ladder. If this is not possible, more suitable means of working should be investigated such as scaffold. Ladders are not to be positioned in doorways or roads unless the access is restricted. 

Ladders are not to be used for work other than ‘permitted work’, which is:

Step Ladders
· In the case of step ladders, a person’s feet should be no higher than the third tread from the top plate. 
· Step ladders should only be used in the fully opened position with the locking spreader engaged. Chain or rope spreaders should not be used.

Extension Ladders
· The materials or equipment being carried must not restrict movement or cause the loss of balance. (e.g. power tools that are easily operated one-handed)  
· The trunk of the body is to remain centred on the ladder. Any tasks performed should not require overreaching, and equipment can be used with one hand (unless a control to prevent a fall is used).  
· Ladders must be secured against movement. (An example of this is where the ladder is tied to a secure point or another person is holding the bottom of the ladder firmly)
· Single and extension ladders are to be placed at an angle of between 70 degrees and 80 degrees to the horizontal. 

In addition to these requirements, issues regarding the safe use of ladders must be considered when undertaking risk management as required by the Legislation. Some of these issues include:

· A person’s feet should not be higher than 900 mm to the top of the ladder. 
· Ladders must be set up on a firm, level surface and not used on scaffolding or elevating work platforms to gain extra height. 
· Ladders must not be used in access ways, in order to avoid persons being located under the ladder and to avoid plant colliding with the ladder. 
· Ladders must not be handled or used where it is possible for the ladder or user to contact electrical power lines. 
· Metal or metal reinforced ladders must not be used in the vicinity of live electrical equipment (timber ladders often have metal running along their length). 
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CORE4 are proactive about making sure our workers are “Sun Smart” when it comes to working outdoors. Personal Protective Equipment (PPE) should always be worn while working outdoors, especially if working in direct sunlight.

Specific PPE for working in the sun
· Protect your skin by applying a broad spectrum, water resistant SUNSCREEN with an SPF of 30+, 20 minutes before working outdoors or working in direct sunlight.
· Wear a hat with a broad brim (7.5-8cm) or a flap at the back in order to shade both the face and back of the neck. 
· When wearing a safety helmet, make sure there is a brim attached.
· When purchasing clothing for working outdoors, always choose garments that have the label “UV Protection Factor” 
· A loose-fitting, long-sleeved, collared shirt made from woven, rather than knitted, fabrics. It is also advised to wear a dark, close weave fabric (a dark colour gives better protection than a light colour or white) 
· Wear loose trousers to allow for good ventilation.  
· Wear sunglasses with side protection, or safety glasses designed to minimise UV radiation exposure to the eyes. Sunglasses should comply with AS 1067:2003 and Safety Glasses should comply with AS1337 and AS1338

Steps to minimise the risk of excessive sun exposure and heat exhaustion
· Always wear PPE (sunscreen, sunglasses and suitable clothing), take precautions and set limits during summer’s highest risk time – between 10am and 3pm. 
· Reorganise work schedules so that outdoor tasks are done early in the mornings or later in the afternoons. 
· Rotate or job-share tasks that involve direct exposure to the sun. 
· Implement ‘sun smart’ policies such as a written policy that directs workers to drive with their vehicle windows up between 10am and 2pm. 
· Plan your work around the movement of the sun. For instance, perform outdoor tasks on the western and northern side of a building in the mornings, and perform tasks on the eastern and southern sides of an afternoon. 
· Where possible, do not work in an environment heated by several sources. 
· Use trees, buildings and structures such as awnings or tarps to shade the work area and/or rest areas. 
· Insulate plant and machinery to reduce radiant that heat emits. 
· Where possible, fit a shade to plant and machinery (such as mowers, tractors, small earthmovers, etc). Do not remove shade attachments that are provided on plant or machinery. 
· Provide laminated windscreens and tinted side windows to vehicles. 
· Where possible, mechanise physically demanding tasks. 
· Take rest or meal breaks in shady areas often. 
· Drink plenty of cool water to prevent dehydration and heat exhaustion. 
· Keep an eye on fellow workers for heat exhaustion. 
· If you are on medications such as sedatives, tranquillisers, antidepressants, amphetamines, or medication affecting blood pressure, always follow a doctor’s advice before working in hot conditions. 
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The site supervisor will conduct documented site inspections on at least a fortnightly basis to provide a means through which:
· CORE4 can verify compliance within minimum control requirements, and 
· Risk control methods specified by the subcontractors can be verified as being satisfactorily implemented and effective on site.

To achieve an accurate appraisal of the site and subcontractor activities the inspections will be done on various days and times of the week.
The site supervisor will also use random visits and general time spent on site to monitor health and safety performance on and angling basis












18. FACIAL HAIR & RESPIRATOR POLICY

Here at Core4 we aim to provide a safe environment for our staff, clients and visitors.

Workplace Health and Safety QLD states that tight-fitting respirators are not permitted to be worn by employees who have facial hair that comes between the sealing surface of the facepiece and the face or that interferes with the valve function

Inspection Procedures for the Respiratory Protection Standard. 
The WHS (QLD) act defines the presence of facial hair to be “more than one day’s growth.” This implies the worker needs to have been clean-shaven in the face seal area within the last 24 hours prior to the fit test. The list of other conditions that interfere with the face seal includes facial scars, wearing of jewellery, the use of headgear that projects under the facepiece seal, or anything else that interferes with the seal between the respirator and the face. 

Workplace Health and Safety QLD prohibits fit testing of employees if there is any hair growth between the skin and facepiece sealing surface, such as stubble beard growth, beard, moustache, or sideburns which cross the respirator sealing surface 

Based on the above definitions and Workplace Health and Safety’s position in reference to who is responsible in regard to works required to be performed with the use of a respirator, Core4 requires all employees who undertake works with the use of a respirator to be clean shaven. 

Failure to comply with the above and not be fitted and tested for a suitable respirator may result in termination if deemed appropriate by Core4.

Here at Core4, we expect all staff to take responsibility for their own actions.  In which case we require any staff member to notify their manager immediately if they are in breach of this policy so that safety measures can be taken to avoid the possibility of an incident. 

It is also your responsibility as a staff member to advise your Manager without delay if you suspect or know of any other staff member or sub-contractor that may be in breach of this policy.
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I _______________________  understand that CORE4 AUS endeavours to provide a safe, positive and productive working environment and also I understand that my responsibility in contributing to this environment is by following the policies and procedures outlined in the Core4 AUS Policy. 

I understand what I have read and agree to follow the policies and procedures in the CORE4 AUS Policy and have raised any questions or concerns that required explanation with my employer. I am aware that any contravention of these company policies and procedures will be subject to the company’s disciplinary action policy.


Signature ______________________________________ Date______________

White Card # ______________________________________________________


CORE4 Supervisor ________________________________ Date _____________

CORE4 Supervisor Signature __________________________________________
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