scenario 1
Contractor 1 was involved in a manual handling incident. They were not observing appropriate posture whilst lifting a parcel weighing 20kg. They did not utilise load shifting equipment or ask for assistance for a team lift. 
Reference documentation:
Mail Contractor Agreement
Template WHS Management Plan
Work Health & Safety Standards
How to manage work health and safety risks COP
Incident Report Form (HO 2, Attachment 7)
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As per the Sample Mail Contractor Agreement, the services provided by Contractor 1 are as follows:
Parcel delivery
Roadside mail delivery
Street mail delivery
Street post box clearance
Depot bag delivery
Transport (interstate/intrastate)
Miscellaneous services

The Schedule of General Specifications sets out the requirements for all work performed by contractors on behalf of Australia Post. This includes (but is not limited to) the minimum standards and KPIs, delivery of articles, times for performing services, communication with customers, training, reporting, operational and contingency plans.
As detailed in section 12 of the Schedule of General Specifications, the contractor must provide Australia Post with an Operational Plan demonstrating how the services will be performed, and a Contingency Plan demonstrating how the contractor will deal with disruptions that may occur to its “normal” daily arrangements.
Section 1 of the General Conditions of Contract specifies the Delivery Area and Delivery Point for the services provided which is detailed in Item 5 of the Reference Table. 

Requirements for WHS Compliance
Legal WHS requirements
The legal WHS requirements to be observed for this contractor includes:
Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice
Guidance Notes; and
Fact Sheets

This information is made available through the following WHS authorities:
Safe Work Australia - https://www.safeworkaustralia.gov.au/ 
WorkSafe Qld - https://www.worksafe.qld.gov.au/about/who-we-are/workcover-queensland 
Comcare - https://www.comcare.gov.au/ 

Organisational WHS requirements
Australia Post’s organisational WHS requirements to be observed by this contractor are found in the Work Health and Safety Standards for Mail and Parcel Contractors.
The contractor may also have their own WHS Management Plan which would detail their own organisational WHS requirements.

Induction Process
To ensure that all contractors are provided adequate information and training prior to commencing work, Australia Post requires all contractors to attend a site induction at an Australia Post facility. Where this is not possible, contractors must conduct their own induction training using the Australia Post Self-Paced Contractor Induction Checklist.
Contractors must also provide appropriate training for their employees and subcontractors on an ongoing basis, this can be conducted through:
Toolbox meetings
Regular meetings/forums

The training should cover high risk hazards, such as:
Motorcycles
Powered load shifting equipment
Heavy vehicles
Isolated or remote work; and
Handling extra-large products

Contractors must also provide information, training and supervision for their employees and subcontractors on how to undertake manual handling tasks safely.
See Appendix F for the Contractor Induction Agenda.
See Appendix G for the WHS Induction Checklist.

Review of WHS compliance
Under the Model Code of Practice: How to manage work health and safety risks, the contractor did not follow their duty to take reasonable care for their own health and safety at the workplace.
Following the COP, the contractor should have ensured that any practices undertaken at the workplace (i.e., their work vehicle) are managed for any risks. One of the common risks for this worker was manual handling (as prescribed in Table 1 under section 2). As such, the contractor should have performed a risk assessment on the task and have implemented controls to reduce the risk so far as is reasonably practicable. Some of the controls that could have been implemented would be:
Use a mechanical aid during the lift
Use a secondary person (if available)
Correct PPE (including back braces if available)
Ensure they were adequately trained in manual handling and the correct lifting techniques.

Contractor Non-Compliance
John Smith’s non-compliance was to the Manual Handling training that was conducted during the initial induction. As part of the incident report actions, John is to retake the manual handling training.
John was also not compliant to the SWMS for the task. John is to be re-inducted to the SWMS prior to returning to normal duties.
Consultation Practices
To ensure proper consultation was provided to John Smith after the incident, he was emailed regarding the findings of the incident investigation and the corrective/preventative actions that were required.
Evidence of this email:
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PCBUs role
As the PCBU, it is our role to consult with workers (which includes contractors) when identifying hazards and assessing risks, proposing changes that may affect the health and safety of workers, and carrying out activities prescribed by the WHS Regulation.
We must also ensure we consult workers and take their views into account when making decisions about:
Ways to eliminate or minimise risks
The adequacy of facilities
Procedures for consulting workers
Resolving health and safety issues
Monitoring the health and safety of workers or workplace conditions; and
How to provide health and safety information and training.


scenario 2
Contractor 2 was undertaking after-hours cleaning tasks and mishandled some cleaning products, causing a chemical burn on their skin. Contractor 2 provided the equipment and chemicals. The Safety Data Sheet (SDS) and gloves were available but were not used. 
Reference documentation:
Helping Australia Pty Ltd – General Terms and Conditions
Template WHS Management Plan
Work Health & Safety Standards
Managing risks of hazardous chemicals in the workplace COP
Incident Report Form (HO 2, Attachment 7)

Outline Services
As per the Helping Australia Pty Ltd – General Terms and Conditions, Schedule, the services provided by Contractor 2 are Cleaning Services.
The particulars of the cleaning services includes:
Cleaning each room
Kitchens
Bathrooms
Bedrooms
Living area and other rooms

Each area of the cleaning services has its own particulars as to the cleaning service provided, see Schedule attached to the General Terms and Conditions.
Legal and Workplace Requirements for WHS Compliance
Legal WHS Requirements
The legal WHS requirements to be observed for this contractor includes:
Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice
Guidance Notes; and
Fact Sheets

This information is made available through the following WHS authorities:
Safe Work Australia - https://www.safeworkaustralia.gov.au/ 
WorkSafe Qld - https://www.worksafe.qld.gov.au/about/who-we-are/workcover-queensland 
Comcare - https://www.comcare.gov.au/ 

Organisational WHS Requirements
Australia Post’s organisational WHS requirements to be observed by this contractor are found in the Work Health and Safety Standards for Mail and Parcel Contractors.
The contractor may also have their own WHS Management Plan which would detail their own organisational WHS requirements.
Induction Process
To ensure that all contractors are provided adequate information and training prior to commencing work, Australia Post requires all contractors to attend a site induction at an Australia Post facility. Where this is not possible, contractors must conduct their own induction training using the Australia Post Self-Paced Contractor Induction Checklist.
Contractors must also provide appropriate training for their employees and subcontractors on an ongoing basis, this can be conducted through:
Toolbox meetings
Regular meetings/forums

The training should cover high risk hazards, such as:
Hazardous substances & dangerous goods
Personal Protective Equipment (PPE)
Needles, syringes, and other sharps
Slips, trips, and falls

Contractors must also provide relevant training and information on any Safety Data Sheets required as part of their cleaning services.
See Appendix F for the Contractor Induction Agenda.
See Appendix G for the WHS Induction Checklist.

Review of WHS Compliance
Under the Model Code of Practice: Managing risks of hazardous chemicals in the workplace, the cleaning contractor did not follow their duty to take reasonable care for their own health and safety at the workplace.
Following the COP, the contractor should have ensured that any chemicals used during the cleaning services were put on a hazardous substance register and risk assessed prior to use to ensure that the use of hazardous substances (i.e. chemicals) could be reduced so far as is reasonably practicable.
Some of the controls that could have been implemented would be:
PPE
Substituting harsh chemicals for less hazardous ones
Ventilation
Ensuring SDS are available, read and understood

Contractor Non-Compliance
Brian Griffin’s non-compliance was to the Hazardous Substance and PPE training that was conducted during the initial induction. As part of the incident report actions, Brian is to be retrained in the correct use of PPE as well as the correct use of Chemwatch and reference to Safety Data Sheets prior to Brian’s next scheduled shift on 03rd September 2021.
Consultation Practices
To ensure proper consultation was provided to Brian Griffin after the incident, he was emailed regarding the findings of the incident investigation and the corrective/preventative actions that were required.
Evidence of this email:
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PCBUs role
As the PCBU, it is our role to consult with workers (which includes contractors) when identifying hazards and assessing risks, proposing changes that may affect the health and safety of workers, and carrying out activities prescribed by the WHS Regulation.
We must also ensure we consult workers and take their views into account when making decisions about:
Ways to eliminate or minimise risks
The adequacy of facilities
Procedures for consulting workers
Resolving health and safety issues
Monitoring the health and safety of workers or workplace conditions; and
How to provide health and safety information and training.


 practical task 1
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hazard and risk register
	Task
	Hazards
	Safety Controls

	Handling, sorting, delivering mail
e.g. lifting, carrying, pushing, pulling
sorting / arranging parcels
using sorting frames / tables
moving items to and from vehicles
loading and unloading vehicles
delivering items
using trolleys
using unit loaded devices (ULDs)
	Body stressing injury e.g. muscles, tendons, joints, repetition
	Conduct a manual handling risk assessment (see appendix B)
Where required, use mechanical aids or two-person lift
Use appropriate lifting techniques (bend at knees, keep back straight etc.)
Vary tasks to reduce exposure
Stretch before undertaking lifting
Wear appropriate PPE (gloves, safety footwear)
Conduct manual handling training
Report any injuries 

	
	Suspicious, hazardous items; e.g. spill, leak, suspicious item
	Report to Supervisor
Spill kits to be available
Emergency procedures to be developed and posted in prominent locations detailing processes for suspicious items
SDS to be made available
Training to be provided on emergency procedures
Appropriate PPE to be worn (gloves, safety glasses)

	
	Dangerous goods e.g. biological, infectious, flammable
	Report to Supervisor
Spill kits to be available
Emergency procedures to be developed and posted in prominent locations detailing processes for dangerous goods
Training to be provided on emergency procedures
SDS to be made available
Appropriate PPE to be worn (gloves, safety glasses)

	
	Needles, syringes, other sharp items in unprocessed mail
	Report to Supervisor
Sharps containers to be available
Appropriate PPE to be worn (gloves, safety glasses)
Training to be provided on emergency procedures
First aid training to be provided where required

	
	Slipping, tripping over things, falling
	Areas to be kept clear from trip hazards
Spills to be cleaned up immediately
Appropriate PPE to be worn (safety footwear)
Spill kits and signage to be made available
Hazards to be reported
Incidents to be reported to Supervisor

	Using vehicles
Heavy vehicle >4.5 t
Light truck, van, ute, 4x4
Motorcycle (Learner riders not allowed)
Electric bicycle
	Skill, licence, experience
Unsafe vehicle, faulty
Driver fatigue
Vehicle roll-away
Terrain, surface, effects of weather e.g. gravel, mud
Fall e.g. off truck
Load restraint, mail in cabin, load carrying, unsecured
Pedestrians e.g. when reversing
Hit by passing / moving vehicles
Working at loading docks e.g. moving vehicles, fork-lifts
Crash risk while reading addresses on mail when driving / riding
Animals on the road e.g. roos, wombats at dusk, night
	Drivers are to hold the appropriate licence for the vehicle they are operating
Drivers are to operate the vehicle according to manufacturer’s recommendations
Any faults are to be reported, where it is unsafe to operate the vehicle, it shall be tagged out for repairs
Vehicles must be operated on terrain that is appropriate for the vehicle being operated
Where weather may cause incident, appropriate vehicles are to be utilised (e.g. electric bikes are not suitable in wet weather)
Load restraints must be used for all vehicles (incl. tie downs, straps, tarps where required)
All mail is to be restrained in the appropriate location (e.g. ute tray, bike basket). Mail must not be housed in the drivers cabin of the vehicle
Vehicles are only to carry loads that are within the manufacturer’s specifications
Reverse cameras/alarms are to be fitted to all vehicles where there are blind spots (i.e. trucks, vans, utes)
Ensure that the route is clear prior to reversing
Where incidents occur, they shall be reported to the supervisor
Where working at loading docks, drivers must be in a safe location during loading. 
Forklifts are to be operated by licenced operators only
When forklifts are in use, the driver must be in a safe location, exclusion zones to be developed
Drivers are not to read addresses whilst operating vehicles, they must pull the vehicle over into a safe location first
When driving at dusk or night, appropriate lights must be used. Speeds are to be lowered in rural areas in case of animals

	Load shifting equipment & plant
hand pallet jacks
forklifts
stackers
conveyors
loading docks
	Skill, licence, authority to use
Hit by moving LSE or vehicle
Falling load e.g. ULD stack
Unsafe, faulty
	load shifting equipment must only be operated by licenced operators
operators must have the appropriate skill and authority to use the load shifting equipment
exclusion zones must be set up prior to using load shifting equipment/plant
all near misses and incidents must be reported
when using load shifting equipment, loads must be secured appropriately prior to moving
faults are to be reported
where faults prevent the item from being operated safely, tag it out for repairs

	Working outdoors
	Sun (UV)
Extreme heat / cold
Animals, insects, birds e.g. dog attack, stings, poisonous bites,
swooping magpie
	appropriate PPE to be worn (long sleeve shirt, long pants)
appropriate clothing to be worn during the cold (e.g. jumper, jackets). Ensure that bright colours are worn (e.g. hi-vis)
where dogs are in yards, permission must be granted prior to entering the fence. If resident is not home, leave a slip in the mail box for pick up at depot
all near misses and incidents to be reported
first aid training to be provided for drivers
during magpie season, zip ties to be fixed to helmets to deter birds
insect repellent to be worn where required

	Working alone, in an isolated area.
	Violence, attack
No help available
Missing
Contacts
Emergencies such as break down in extreme weather, bushfire
	do not engage with hostile persons
all near misses and incidents to be reported
call 000 in emergencies
mobile phone to be kept on person for emergency situations
vehicles are to be equipped with UHF radio where mobile phone service is not available
breakdown assistance provider membership to be kept up to date in case of emergencies
ensure spare tyre and other maintenance tools are kept in good condition and are available in vehicle



	Prepared by:
	Brooke Kennedy
	Date:
	01/01/2021
	Next Review Date:
	01/01/2022





MANUAL HANDLING RISK ASSESSMENT
	Task:
	Lifting parcel
	Date of Assessment:
	20/07/2021

	Location:
	123 Lane Street, Dinkyvale Qld
	Assessed by:
	Brooke Kennedy



	Actions and Posture
	Loads
	Job Design

	☐ Bending, twisting, stretching or over reaching
☒ Pulling, pushing, lifting or lowering
☒ Carrying or holding loads
☐ Sudden or jerky movements
☒ Awkward posture
☐ Other 
	☐ Awkward to lift or handling
☒ Heavy weight (more than 16kg)
☐ Large force to push/pull
☐ Can’t be held close to body
☐ Other
	☐ Repetitive movements
☐ Prolonged task
☒ Lack of people
☐ Load carried a long way
☐ Other



	Workplace
	Equipment
	People

	☐ Unsuitable height
☐ Clutter/trip/slip hazards
☐ Lack of space
☐ Too hot or cold
☐ Poor lighting
	☐ Aids not available
☐ Aids hard to use
☒ Other: aids not used
	☐ Not trained/inexperienced
☐ Task too demanding
☐ Special needs (disability)
☐ Other



	Likelihood
	Consequence

	
	Insignificant
	Minor
	Moderate
	Major
	Severe

	Almost certain
	M
	H
	H
	E
	E

	Likely
	M
	M
	H
	H
	E

	Possible
	L
	M
	M
	H
	E

	Unlikely
	L
	M
	M
	M
	H

	Rare
	L
	L
	M
	M
	H



	Major Problems
	Possible Solutions

	Awkward posture
	Use appropriate lifting techniques (incl. correct posture).
Ensure back is kept straight, bend and lift with knees/legs.

	Heavy weight of loads
	Use mechanical aids for loads over 16kg.
Use 2 person lift where mechanical aids are not available.



	Action Needed
	By Whom
	By When
	Review Date

	More training to be conducted with John Smith on correct manual handling practices
	Australia Post
John Smith
	27/07/2021
	30/07/2021

	
	
	
	

	
	
	
	

	
	
	
	



workplace safety inspection checklist

	Workplace Name/Address:
	1283 Lytton Road, Hemmant
	Date:
	15/06/2021
	Conducted By:
	Tony Stark

	Inspection Frequency:
	Quarterly

	Inspection Criteria
	Grounds & Main Office
	Office
	Process Area
	Kitchen & Dining
	Action required and taken/comments
	Date Actioned
By Whom

	1. FLOORS/STEPS
Absence of loose or damaged flooring, tiles, paving
Absence of slippery, wet, or oily surfaces
Absence of excess dirt or debris
Good housekeeping (floor relatively clear)
	☐ Yes   ☒ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	Loose floor tile outside main office – to be fixed.

	To be fixed by contractor  - to be reported to Aust Post
16/06/2021

	2. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	3. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	4. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	5. ACCESS & EGRESS (incl. Public Areas)
Adequate lighting
Egress routes clear (min. 1 metre)
Absence of trip hazards, damage
Non-slip surfaces
Emergency exits & fire equipment clear of obstruction
Handrails in place and secure
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	6. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	7. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	8. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	9. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	10. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	11. LIGHTING
Absence of missing/broken globes
Covers/diffusers in place
Lighting levels appear adequate (particularly around sorting frames, and Public Areas at night)
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☐ Yes   ☒ No  ☐ N/A
	Light bulb not working in kitchen – bulb to be replaced
	To be fixed by contractor  - to be reported to Aust Post
16/06/2021

	12. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	13. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☒ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	14. ENVIRONMENT
Building and fittings in good repair
Noise levels appear acceptable
Air-conditioning/ventilation/heating adequate
Exhaust/chemical odours controlled
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	15. ELECTRICAL
Absence of damaged cords & fittings
Switches/cords protected from damage where necessary
Switch boxes closed
Absence of cord trip hazards
Absence of double adaptors
Portable electrical equipment inspected and tagged
Portable RCDs (safety switches) tested (press button) 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	16. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	17. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	18. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	19. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	20. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	21. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	22. GENERAL HOUSEKEEPING & EQUIPMENT
Absence of damaged equipment and fittings
Chairs – castors used on carpet, glides on smooth floors
Trolleys & wheelers in good condition and roll freely
Absence of string, labels, rubber bands on floor
Microwave oven sign displayed
Equipment stored neatly
Appropriate safety signage is displayed
Cleanliness and hygiene of food preparation/recreation areas acceptable
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	Office has rubber bands and labels on floor – cleaning will ensure this is kept clean


Kitchen bench and dining tables messy, food spills etc. – cleaning will ensure this is kept clean
	Cleaner
Each cleaning service


Cleaner
Each cleaning service

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☐ Yes   ☒ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☐ Yes   ☒ No  ☐ N/A
	
	

	23. CHEMICALS 
SDS available to staff
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	Chemicals appropriately stored
All chemicals/cleaning product containers correctly labelled
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	24. WORK PRACTICES
Manual handling is consistent with recommended procedures and SOPs
Equipment is appropriate to the task and is being used correctly in accordance with procedures and SOP (e.g. trolley/LSE correct one for the task)
Staff are adhering to correct work practices when undertaking duties
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	25. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	

	26. 
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	☒ Yes   ☐ No  ☐ N/A
	
	




hazardous substance register
For substances used by Helping Australia Pty Ltd
Excludes substances in the mail.
	Name of substance & what it is used for
	Supplier & SDS Date
	Classified as Hazardous (Y/N)
Including DG Glass
	Assessed by
Date
	Assessment findings/safety controls
(Where risk is not significant, record the type of risks, assessment findings
and safety controls. Attach assessment report where risk is significant or
special storage/placards/ manifest required.
Assessment is optional for substances not classified as hazardous.)

	Professional Domestos Kitchen Cleaner
	RS Components
	Yes
	01/11/2019
	Correct PPE to be worn when using chemicals (gloves)
Chemicals are to be diluted with water for use
Staff to refer to the SDS on Chemwatch for further instruction on use, storage etc.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Version #1


personal protective equipmenT register
Employees shall:
Take reasonable care of the PPE, maintain, store, and clean it as instructed
Not modify it
Use it as instructed
Immediately report damage, defects

	Date
	Type of PPE issued
Add brand, size etc.
	Purpose/why PPE is needed, when the PPE must be used
Add any special instructions e.g. storage, replacement schedule
	Issued to
	Employee Signature

	01/07/2020
	Safety gloves
	For use when using chemicals during cleaning, to protect hands from chemical burns.
Gloves to be replaced after 12 months of use or if soiled with chemicals or other substances
	Brian Griffin
	BGRIFFIN

	01/07/2021
	Safety gloves
	For use when using chemicals during cleaning, to protect hands from chemical burns.
Gloves to be replaced after 12 months of use or if soiled with chemicals or other substances
	Brian Griffin
	BGRIFFIN

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




contractor induction agenda

Items to be discussed during the contractor’s induction include:
Introduction to the work, location, and scope
Emergency procedures (e.g. incident reporting)
WHS requirements relating to:
Suspicious, hazardous item procedures
Vehicle & motorcycle safety
Manual handling
Hazardous substances & dangerous goods
Personal Protective Equipment (PPE)
Needles, syringes, and other sharps
Plant & Equipment Requirements
Slips, trips, and falls
Working outdoors
Working alone, or in isolated areas



WHS INDUCTION CHECKLIST
Contractor 1
	Who was trained:
	John Smith

	Job Title:
	Delivery Driver

	Reason for training, topics covered:
	General workplace induction at commencement of employment. Topics covered are outlined in Appendix A

	Duration of training:
	2 hours

	Who provided training:
	J. Smith Contracting Services

	Method of training:
	Online induction

	Location of training:
	Online induction portal

	Scheduled date:
	01/07/2021

	Date completed:
	01/07/2021



	Who was trained:
	John Smith

	Job Title:
	Delivery Driver

	Reason for training, topics covered:
	Manual Handling techniques

	Duration of training:
	1 hour

	Who provided training:
	Australia Post

	Method of training:
	In person

	Location of training:
	Australia Post Brisbane Training Facility

	Scheduled date:
	27/07/2021

	Date completed:
	27/07/2021



Contractor 2
	Who was trained:
	Brian Griffin

	Job Title:
	Cleaner

	Reason for training, topics covered:
	General workplace induction at commencement of employment. Topics covered are outlined in Appendix A

	Duration of training:
	2 hours

	Who provided training:
	Helping Australia Pty Ltd

	Method of training:
	Online induction

	Location of training:
	Online induction portal

	Scheduled date:
	01/07/2020

	Date completed:
	01/07/2020




	Who was trained:
	Brian Griffin

	Job Title:
	Cleaner

	Reason for training, topics covered:
	Correct use of PPE

	Duration of training:
	1 hour

	Who provided training:
	Helping Australia Pty Ltd

	Method of training:
	In person training

	Location of training:
	Helping Australia Pty Ltd

	Scheduled date:
	30/08/2021

	Date completed:
	31/08/2021



	Who was trained:
	Brian Griffin

	Job Title:
	Cleaner

	Reason for training, topics covered:
	Correct use of SDS and Chemwatch

	Duration of training:
	3 hours

	Who provided training:
	Helping Australia Pty Ltd

	Method of training:
	In person training

	Location of training:
	Helping Australia Pty Ltd

	Scheduled date:
	30/08/2021

	Date completed:
	02/09/2021



INCIDENT REPORT FORM
Contractor 1
	Status:
	☐ Worker         ☒ Contractor        ☐ Other

	Outcome:
	☐ Near Miss      ☒ Person Injured          ☐ Property Damage

	1. DETAILS OF INVOLVED PERSON

	Name:
	John Smith
	Phone:
	(H) 5526 4896
	(W) 0455 879 652

	Address:
	123 Happy Street, Rochdale Qld

	DOB:
	05/03/1975
	Position:
	Delivery Driver

	Experience in the job:
	Start date 01/07/2021
Approx 2 weeks

	Start Time:
	7.30
	☒ am      ☐ pm

	Work Arrangement:
	☐ casual       ☒ full-time      ☐ part-time      ☐ Other

	2. DETAILS OF INCIDENT

	Date:
	16/07/2021
	Time:
	2.15pm

	Location:
	Delivery van – outside customer’s address
15 Paramount Road, Loganlea Qld

	Describe what happened & how:
	I was delivering packages to customers and went to lift a package to take out of the van. As I turned to walk away from the van, I felt a pinch in my back and dropped the package.

	3. DETAILS OF WITNESSES

	Name:
	Barry White
	Phone:
	(H) 5489 1256
	(W) 0478 129 356

	Address:
	1873 Murray Street, Morningside Qld

	4. DETAILS OF INJURY

	Nature of Injury:
	Muscle/nerve injury

	Cause of Injury:
	Manual handling 

	Location on Body:
	Back

	Plant/Equipment Involved:
	Van 

	5. TREATMENT ADMINISTERED

	☐ First Aid                   ☒ Treated by doctor                ☐ Admitted to hospital

	Treatment given by:
	Dr Young

	Treatment:
	Seen by doctor, given referral to physiotherapy for 2 sessions

	Referred to:
	Physiotherapist



	SECTION 6-9 MUST BE COMPLETED BY EMPLOYER

	6. DID THE INJURED PERSON STOP WORK

	☒ Yes                 ☐ No

	If yes,
	☐ has not returned to work

	
	☒ returned to normal work
	Date:
	23/07/2021
	Time:
	07.30am

	
	☐ returned to work on modified duties
	Date:
	
	Time:
	

	☐ Workers Compensation Claim                      ☒ Rehabilitation

	7. INCIDENT INVESTIGATION

	Cause of incident was lack of proper manual handling techniques.
Package was too large for single person lift, mechanical aid should have been used or the secondary driver as a two-person lift

	8. RISK ASSESSMENT

	Likelihood of recurrence:
	Possible

	Severity of outcome:
	Minor

	Level of risk:
	☐ High       ☒ Moderate        ☐ Low

	9. ACTIONS TO PREVENT RECURRENCE

	Action
	By whom
	By when
	Date completed

	Manual handling training to be completed
	John Smith
	27/07/2021
	27/07/2021

	Reinduction to the SWMS
	John Smith
	23/07/2021
	23/07/2021

	10. ACTIONS COMPLETED

	Signed (manager):
	BKENNEDY
	Title:
	Safety Manager

	Date:
	28/07/2021

	☒ Feedback to person involved
	Date:
	28/07/2021


Contractor 2
	Status:
	☐ Worker         ☒ Contractor        ☐ Other

	Outcome:
	☐ Near Miss      ☒ Person Injured          ☐ Property Damage

	11. DETAILS OF INVOLVED PERSON

	Name:
	Brian Griffin
	Phone:
	(H) 3488 7898
	(W) 0412 548 981

	Address:
	87 Potts Road, Greenbank Qld 

	DOB:
	17/06/1989
	Position:
	Cleaner

	Experience in the job:
	1 year 1 month

	Start Time:
	5.30
	☐ am      ☒ pm

	Work Arrangement:
	☐ casual       ☒ full-time      ☐ part-time      ☐ Other

	12. DETAILS OF INCIDENT

	Date:
	27/08/2021
	Time:
	7.05pm

	Location:
	Australia Post Mail Centre – 15 Adelaide Street, Brisbane Qld

	Describe what happened & how:
	I was using Domestos Kitchen Cleaner to clean the benchtops in the staff kitchen, some of the chemical spilt onto my hand and burnt my hand.

	13. DETAILS OF WITNESSES

	Name:
	Nil
	Phone:
	(H)
	(W)

	Address:
	

	14. DETAILS OF INJURY

	Nature of Injury:
	Burn

	Cause of Injury:
	Chemicals

	Location on Body:
	Right hand

	Plant/Equipment Involved:
	Nil

	15. TREATMENT ADMINISTERED

	☐ First Aid                   ☒ Treated by doctor                ☐ Admitted to hospital

	Treatment given by:
	Dr Young

	Treatment:
	Cleaned the chemical off the skin, wrapped in bandage and provided antibiotic cream to heal the injury

	Referred to:
	Nil



	SECTION 6-9 MUST BE COMPLETED BY EMPLOYER

	16. DID THE INJURED PERSON STOP WORK

	☒ Yes                 ☐ No

	If yes,
	☐ has not returned to work

	
	☐ returned to normal work
	Date:
	
	Time:
	

	
	☒ returned to work on modified duties
	Date:
	03/09/2021
	Time:
	5.30pm

	☐ Workers Compensation Claim                      ☒ Rehabilitation

	17. INCIDENT INVESTIGATION

	Incident was caused by the worker not referring to the chemical’s Safety Data Sheet with regards to proper PPE to be used whilst using the kitchen cleaner. The worker failed to use the gloves provided to protect their hands from the chemicals.

	18. RISK ASSESSMENT

	Likelihood of recurrence:
	Unlikely

	Severity of outcome:
	Minor

	Level of risk:
	☐ High       ☒ Moderate        ☐ Low

	19. ACTIONS TO PREVENT RECURRENCE

	Action
	By whom
	By when
	Date completed

	Worker to be retrained in correct use of PPE
	Brian Griffin
	03/09/2021
	31/08/2021

	Worker to be retrained in the use of SDS & Chemwatch
	Brian Griffin
	03/09/2021
	02/09/2021

	20. ACTIONS COMPLETED

	Signed (manager):
	JTHOMAS
	Title:
	Safety Manager

	Date:
	03/09/2021

	☒ Feedback to person involved
	Date:
	03/09/2021
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Subject Incident Report - Corrective/Preventative Actions

Hi John,

As part of the investigation into the incident that occurred on 16% July 2021, I note that the following were the causes of the incident:

 Lack of proper manual handling techniques
ot using mechanical or two-person lift as per manual handiing training and SWMS

To ensure that we can prevent a recurrence of this incident and to ensure that you are adequately trained for future work, we will require the following actions to be implemented:
 Manual handling training to be conducted again — this must be completed prior to 27/07/2021
« Reinduction to the SWMS for the task — to be completed prior to retuning to work

If you have any queries in relation to the above findings or actions, please don't hesitate to contact me.

Regards,
Brooke Kennedy
Safety Manager
Aust. Post|
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Subject Incident Report - Corrective/Preventative Actions and Findings

Hi Brian,
As part of the investigation into the incident that occurred on 27" August 2021, I note that the following were the causes of the incident:

« Lack of the proper use of Chemwatch and the relevant chemical’s Safety Data Sheet; and
« Lack of the proper use of PPE (gloves)

To ensure that we can prevent a recurrence of this incident and to ensure that you are provided with adequate training for future work, we will require the following actions to be implemented:
« Additional training to be conducted on the proper use of Chemwatch and SDS
« Additional training to be conducted on the proper use of PPE

Both of the above actions are to be completed before your next scheduled shift (03/09/2021).
If you have any queries concerming the above findings or actions, please don't hesitate to contact me.

Regards,
Jake Thomas

Safety Manager
Helping Australia Pty Ltd




