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Overview
The ISO 45001 Occupational Health and Safety Management Systems Standard is the global successor to
the original UK OHSAS18001 standard. It provides the foundation to ensure that this Moose Consortium
Passenger Railway Health and Safety Management System Requirements Manual is designe both to
structure a comprehensive occupational health and safety program for operations, and to lay down specific
standards-based requirements that can be measured under a systematic audit of 78 separate, but integrated
elements. These are grouped into five categories for convenience. The Moose Consortium's passenger
railway system will be guided by a 100% pro-active health and safety program in support of operational
certifications, and to measure the level of development of the railway safety program.
Achievement is measured in part by observing the standard of risk control in the organization and in part
by the measurement of the injury and Incident experience of the rail organization. Both national and
international registration and recognition will demonstrate an unusually high level of achievement. We
trust that this requirements manual indicates that the organization is proactively committed to continuous
improvement at a much higher level than the minimums required in law and regulation.
CATEGORY 1
Policy, Organization and Program Management is concerned with policy decisions and
statements, the development of adequate personnel resources and the organizational
framework necessary to establish and maintain a safe rail program.
CATEGORY 2
Occupational Health and Safety Controls is concerned with the development of a safe
place for passengers, equipment and system of work and with adequately trained
personnel, with rehabilitation and claims management when injuries / illnesses do occur
and with the development of International rail information which can be used to assess the
effectiveness of the program and assist in the development of effective risk-control
practices.
CATEGORY 3
Housekeeping and the Working Environment is concerned with the establishment and
maintenance of acceptable standards of the physical working environment, e.g.
cleanliness, lighting, ventilation, building and premises condition, and organization.
CATEGORY 4
Emergency Planning is concerned with all aspects of emergency preparedness. The scope
includes medical, fire and security emergencies as well as any other type of emergency
which may be peculiar to the railway organization concerned.
CATEGORY 5
Control of Work Hazards is concerned with the achieved standards of organizational and
physical controls over the risks from both passenger and workplace hazards.
In each Category, Elements detail the necessary Program structure. Each Element is a necessary and
individual component of a complete OH&S railway management Program. Each Element is expanded into
sub elements which define the main points to be achieved in the development of the Element activity.
Each Element is given a weighted score which indicates its relative significance to the overall Program.
Each sub element also has a score with the same meaning. Achievement in the railway health and safety
management system is in part assessed by sub element scores.
Achieving safe and healthy passenger travel and employees working conditions requires a growing and
interacting program involving people at all levels in the organization and eventually involving all
Elements. Consequently, the Element activities must be coordinated for success.
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Context
Safety Projects International Inc. (SPI) was commissioned by Mobility Ottawa-Outaouais: Systems &
Enterprises Inc. (Moose Inc.) to design and develop a world class railway safety management system. This
Moose Consortium Passenger Railway Health and Safety Management System Requirements Manual
serves as a key part of the Moose Consortium Operations Protocol, a formally version-controlled
document that describes all business and functional arrangements of the Moose Consortium for both
management and audit purposes. Therefore each signatory of an Accession Letter to the Operations
Protocol identifies which version of the Protocol is being committed to, and reference to the version is
updated periodically by each participating entity. This means each signatory of an Accession Letter to the
Operations Protocol is explictly accountable for their own actions, and for those over which they have a
direct supervisory role or knowledge. The resulting incentive structure provides a degree and granularity
of accountabilty for health and safety amongst all the participating companies, managers and personnel
that exceeds what can be achieved under any single-supplier or prime/sub-contractor business models.
SPI personnel, including specialists trained as Railway Certified Accredited Safety Auditors, have been
conducting both Railway and other transportation Industry Health, Safety and Loss Prevention audits for
over 30 years, exceeding national and international standards with its proprietary 5 Star Health & Safety
Management System TM and the 5 Star Environmental Management System TM, in addition to its
statutory compliance audits which are increasingly becoming popular.
The majority of clients who have used SPI's services have little understanding of the audit protocol or do
not have available textbook material for obtaining guidance, making comparisons, or discovering new
ideas. This literary gap is the motivation behind this rail safety manual; however, we have attempted to be
both objective and independent, and have, therefore, provided neutral approaches to the whole text.
Material for this manual was developed and assembled from the SPI team's collective experiences in
designing and applying health, safety and environment audits across a wide variety of business sectors.
Materials were also gleaned from many of the audit training and education programs we have both
designed and delivered.
SPI has tried to present the information in a logical manner with numerous examples of documents and
processes that have been tried in the field and shown to work. Many of the tools and techniques presented
in this service can be applied in day-to-day management of both railway operations and occupational
health Safety & Loss Prevention systems. However, the audit principles and techniques discussed are no
substitute for experience. Experience and a strong foundation in safety and loss prevention will assist the
auditor in leveraging the full potential of the materials presented here.
Done effectively, audits provide managers with facts, facts provide answers, and answers provide
solutions. Professional audits help managers ensure their actions and activities are based on facts;
however, facts do not cease to exist simply because they are ignored.
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Preface
A quality Railway health & safety audit is any organization’s best due diligence defense, but only when
deficient items are corrected.
Safety Projects International has developed Industry specific 5 star protocols; these include construction,
food and hospitality, aviation, marine, railways, offshore rigs and platforms, and mining in addition to the
general industry module.
In addition, Safety Projects International is the first company in the world to develop a comprehensive
support package to help clients implement the 5 star system, these components include: a 6 part DVD or
video series explaining/demonstrating the requirements of all 78 elements, also available in Chinese and
Arabic by demand.
In addition, we provide train the trainer courses, a comprehensive professional Power Point package,
standards manual, safety data sheet system, auditors guide, posters, computer software and other support
material.
Should your organization require a health & safety or loss prevention audit or even an environmental audit
of any kind, please contact Safety Projects International Inc. so that we may protect you against the risks
you don’t know as well as those you do.
It is no accident that Safety Projects International is North America’s #1 independent occupational health
and safety audit provider, and why Moose Inc. commissioned Safety Projects International Inc. to stucture
its health and safety operations management.

This document is under joint independent copyright of:
© SAFETY PROJECTS INTERNATIONAL INC.
26, Drysdale Street, Ottawa (Kanata), Ontario K2K 3L3, Canada
Tel: 613-254-9233
Email: pomfretb@spi5star.coni
Website: www.spi 5star.com

© MOOSE CONSORTIUM INC.
57 Auriga Suite 102,
Ottawa, Ontario K2E 8B2, Canada
Tel: 819-593-5983
Email: jpotvin@letsgomoose.ca
Website: www.letsgomoose.ca
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Notes for the Guidance of Auditors
WHEN UNDERTAKING AN AUDIT IN ALIGNMENT WITH
THE 5-STAR HEALTH AND SAFETY MANAGEMENT SYSTEM
1. The auditor’s notes include an expansion of sub element details into items which will assist the auditor
to establish the degree of achievement in that sub element. Guidelines are also provided in the interests of
uniformity of auditing to assist the auditor with the questions that should be asked, the approach which
should be adopted and the records which should be made at each point.
2. It is expected that the audit will be conducted by:
(a)

Researching the objectives, action plan, individual technical reports and record maintained;

(b)

Conducting a walk-around inspection of the operations;

(c)
Conducting both structured and ad-hoc discussions with individuals to form a personal impression
of the success of the activities.
3. The following points will assist the auditor in the use of the auditor’s notes.
(a)
Use of Judgment Wherever judgmental words are used in the auditor’s notes and these have not
been adequately defined in the accompanying guidelines the auditor may feel free to make use of personal
judgment.
(b)
Scoring As a general principle scores in the 5-Star Health and Safety Management System are
awarded on the basis of achievement and not on the basis of the amount of effort required to achieve a
certain goal. The rationale for this is that the amount of effort will vary depending on the particular
circumstances of the organisation and that it may be possible to put in a lot of ineffectual effort and not
actually achieve any tangible results.
(c)
In only a few cases will it be possible to allocate a direct yes/no answer to the items in the
auditor’s notes.
(d)
Proportional Scoring. Where it is possible to do so (i.e. with individual item scores greater than 1)
the auditor should feel free to provide a proportional scoring which represents in the auditor’s view the
degree of achievement in that item.
(e)
Irrelevant Items, sub elements and Elements. Where, in the considered view of the auditor any one
of these is entirely irrelevant in the operation of the organisation it may be deleted. The point score
percentage will then be based upon the lesser maximum possible score. The auditor’s notes are arranged to
facilitate the calculation of this score.
4. Categories 1 (Policy, Organisation and Program Management) and 2 (Occupational Health and Safety
Controls) are largely to do with the organizational arrangements for the implementation of a health and
safety Program. Category 3 (Housekeeping and Working Environment) is particularly concerned with the
actually achieved standards of housekeeping and the working environment. Category 4 (Emergency
Planning) is partly concerned with the organizational arrangements for emergencies and partly with the
actual standards of achievement of emergency control and reaction. Category 5 (Control of Work Hazards)
is concerned with both the research which has been done by the organisation into the particular hazards to
which they are exposed and the actual standards of achievement in the control of these hazards.
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CATEGORY 1: RAILWAY POLICY, ORGANISAT1ON AND PROGRAM MANAGEMENT
TOTAL SCORE 400
EIGHTEEN ELEMENTS
1.1 OH&S policy
1.2 Responsibilities, authorities & duties
1.3 Employee involvement & consultation
1.4 Occupational health & safety coordinator
1.5 Occupational health adviser(s)
1.6 Occupational health & safety Program objectives
1.7 OH&S Program budget
1.8 OH&S Program control
1.9 OH&S in meeting agendas
1.10 OH&S Program publicity & promotion
1.11 Internal OH&S Program audit
1.12 Reference library
1.13 Documentation and evaluation of risks
1.14 Risk control work: management of
1.15 Manager & supervisor training
1.16 Task training plans and records
1.17 Specialist training
1.18 Training equipment and facilities
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1.1 ELEMENT: RAILWAY HEALTH AND SAFETY POLICY (35)
1. Statement of principle, responsibilities, intent and commitment. (7)
2. Statement of scope includes passenger, occupational, contractor, public and off-the-job health and
safety. (7)
3. Statement of standards to be achieved. (7)
4. Signed and dated by the responsible director. (7).
5. Policy disseminated, displayed, publicized and known. (7)
The Railway safety policy is the foundation document for the complete health, safety and loss prevention
Program. It is a formal statement that the necessary objectives, organization and resources will be
established to create and maintain a safe journey for all passengers and a safe and healthy workplace.
One consequence of the policy is that personnel at all levels should be assured of support in the event that
they make a reasonable decision on health, safety and loss prevention grounds that acts to the detriment of
productivity or other objectives of the organization.
The policy should contain a statement of the primary health, safety and loss prevention objectives of the
organization. This may be a statement of the intent of the organization to maintain a safe place and safe
system of work. The minimum level of safety to which the organization aspires should be stated.
Minimum levels are usually regarded as compliance with Transport Canada regulations and published
standards and codes of practice. Generally courts of law require the achievement of best practical
standards of safety and may in life-threatening situations require the achievements of best technically
available standards of safety.
The policy should establish the obligations and responsibilities of employees at all levels in the
organization. It should also establish arrangements for both passengers and employee involvement and
consultation in the implementation of the policy and Health, Safety & loss prevention Program. See also
Element 1.3 (Passenger & Employee involvement and consultation). The scope of the policy should
include employee selection and training, control over physical workplace conditions, rehabilitation,
contractors, and passengers and the public and off-the-job health and safety. Within these areas specific
policies detailing the roles and responsibilities of people within the organization will be defined in the
relevant Elements.
1.1 ELEMENT: RAILWAY HEALTH AND SAFETY POLICY (35)
GUIDELINES
1. The policy should be written to suit the needs of the rail organization and developed in consultation
with all levels of the organization so that its implications are thoroughly understood and accepted. (See
also Element 1.3 Passenger & employee involvement and consultation.)
2. The policy should not be simply copied from another organization nor promoted without the evident
serious intent of the responsible director.
3. The policy should be simple to understand and available in all necessary languages. The policy
document should include, but not necessarily be limited to, these points:
A statement of the Health & Safety objectives of the organization
A precise statement of the Health & Safety policy of the organization
General statements of the roles, responsibilities and accountabilities of all in the implementation of the
policy
Precise statements of the prime responsibilities of particular individuals.
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4. The policy should be signed and dated by the responsible director. It is necessary to ensure that the
policy is widely displayed and publicized at railway stations, and throughout the workplace and also that it
is periodically reviewed as to relevance and effectiveness.
5. The safety & Loss Prevention coordinator should seek the assistance of the consultant to draft a suitable
policy statement. This statement and its implications should be discussed with the responsible director and
employee representatives before being implemented.
6. Individual policies on detailed aspects of the Program will be developed as a result of activities in other
Elements.
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1.2 ELEMENT: RESPONSIBILITIES, AUTHORITIES AND DUTIES (35)
1. Accountable director or chief executive identified. (5)
2. Senior management responsibilities/ accountabilities documented. (8)
3. Documented delegation of responsibilities and duties in all functional areas. (8)
4. Acceptance of health, safety & loss prevention responsibilities and duties by line management and
employees. (5)
5. Periodic review of responsibilities/ accountabilities and duties. (5)
6. Health, Safety & loss prevention included in performance appraisals. (4)
A clear identification of responsibilities, authorities and duties of individuals within the organization is
essential to the effective implementation of the H&S policy. Without this, the policy and Program will fail
to have any significant impact on the organization.
The statements of responsibilities, accountabilities, authorities and duties must be developed so as to
provide for a logical and successive delegation of duty. Responsibility must be commensurate with
authority. Duties must be appropriate to the role of the individual within the organization.
For example, a maintenance supervisor may be made responsible for carrying out certain regular
inspections, but these duties may be delegated to a particular person within the maintenance department. It
may be the responsibility of the chief engineer to ensure that these checks are maintained and that the
maintenance supervisor satisfies this responsibility.
It is important to carefully identify the roles of support departments, such as personnel, purchasing,
finance, engineering, etc. In particular, the delegation of the majority of responsibility and duty onto
supervisors in line departments should be strenuously avoided.
Referring to the Elements in Categories 1 and 2 particularly can identify responsibilities and duties. Other
details are outlined in Categories 3, 4 and 5. As the details developed under this Element effectively
determine how the Program will be implemented within the organization, it is particularly important that
they be developed in conjunction with managers and employee representatives.
Particular attention will need to be paid to the clear documentation of these requirements, and also the
introduction and explanation of them to the responsible people. This explanation should include an
understanding of the consequences of failing to carry out the duties or satisfy the responsibilities. It should
also discuss the discretion which the individual has to vary the required duties.
See also Element 1.1 OH&S Policy.
1.2 ELEMENT: RESPONSIBILITIES, AUTHORITIES, AND DUTIES (35)
GUIDELINES
1. The coordinator should seek the assistance of the consultant to identify the prime areas of responsibility
for the implementation of the Health Safety and loss prevention Program using Category 2 Elements as a
guide. These responsibilities should be related to the existing organization and practices so that
appropriate responsible individuals can be identified.
2. With the assistance of the consultant the coordinator should ensure that drafts of appropriate duties
statements are developed, circulated and discussed with the appropriate individuals and bodies
(particularly the OH&S Committee, Element 2.22).
Following discussion and acceptance, the coordinator should ensure that the responsibilities and duties
statements are distributed and acted upon at the appropriate time of implementation of the relevant
Elements.
3. As the development of the Program progresses it may be necessary to periodically review and modify as
necessary these statements to more closely reflect the state of development at any particular time.
4. The coordinator should ensure that a periodic review of these responsibilities, accountabilities and
duties statements takes place. The purpose of the review is to ensure that the statements are still relevant,
accepted and acted upon.
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1.3 ELEMENT: EMPLOYEE INVOLVEMENT AND CONSULTATION (35)
1. OH&S policy developed and/or agreed with employee representatives. (9)
2. OH&S responsibilities, authorities and duties developed and/or agreed with employee representatives.
(9)
3. Employee representation and involvement in Program management. (9)
4. Compliance with legislative requirements. (8)
Current OH&S legislation is based on the principle of employee representation and involvement in the
determination of safe working conditions as the development of health and safety at work is seen as
requiring the co-operation of all employees. The purpose is twofold:
Involve employees in determination of policy and the arrangements for its implementation (e.g. Element
1.2: Responsibilities, authorities and duties as well as others). These arrangements may involve the use of
health and safety committees (Element 2.22).
Involve employees in the development and implementation of preventive measures. These aspects of the
OH&S Program are detailed in Elements 1.15: Manager and supervisor training, 1.16: task training plans
and records, 2.5: Work environment measuring and monitoring and 2.6: Work practices review. They
require the involvement of employees in decisions regarding the justification or scheduling of risk control
work.
In some jurisdictions, there is a statutory requirement for particular types of involvement practices. These
may specify the structure and role of committees and the way in which representation shall be achieved
for people on shift works, in different work groups and areas as well as any special groups (for example,
non-English / French speaking people).
In the development of involvement and consultation practices written statements of union policy should
also be considered. The purpose of employee involvement and its role within the OH&S Program
management should be clearly agreed upon and defined.
Meetings which are developed specifically for OH&S Program management should be properly
constituted and run. This includes the existence of a written statement of constitution, objectives or duties.
Also, the meetings should be held regularly with a suitable frequency and minutes checked and
distributed. Since much practical employee involvement involves the use of employee representatives, it is
important to ensure that communication to other employees is well maintained. Particular issues may need
to be publicized specially and at the very least, minutes of meetings should be widely distributed on notice
boards and in lunchrooms. Suggestion schemes may be of value in some organizations to encourage
widespread contributions.
1.3 ELEMENT: EMPLOYEE INVOLVEMENT AND CONSULTATION (35)
GUIDELINES
1. With the assistance of the consultant as necessary the coordinator should ensure that the requirements of
all appropriate legislation are known and that the policy statements (if any) of the relevant unions are
available. Following this the coordinator should take steps to ensure that the legislative or policy
requirements are satisfied as appropriate and that employee involvement is used in the subsequent
development of activities under this Element.
2. It is valuable to identify the normal meetings which take place in the organization and the extent to
which any one of them could be used to satisfy these requirements. Inter-departmental coordination
meetings could be used either directly or as a model for executive meetings whose purpose is to direct the
progress of the overall Program. Departmental operational meetings may be useful in the same way for
both the operational management of the OH&S Program within the department and also to act as a venue
for the assessment of specific health and safety matters.
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The coordinator should assess the suitability of existing meetings and consultation practices for inclusion
in the OH&S Program. In this regard consideration should be given to the attendance at the meetings, the
normal content of the meeting agenda, and the time availability and pressure. Consideration should be
given to meetings at all levels in the organization. Employee involvement in OH&S Program management
is particularly important at levels in the organization where decisions can be expected to be made about
the implementation of hazard control measures (Element 2.8), rehabilitation practices (Element 2.18) and
the general management of risk control work (Element 1.14).
Only where necessary should separate meetings be developed to satisfy the needs of the OH&S Program.
Before finalizing the suggested roles of any existing or new meetings the coordinator should seek the
advice of the consultant and, as necessary, the assistance of the consultant in establishing effective
meeting procedures and activities.
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1.4 ELEMENT: RAILWAY & OCCUPATIONAL HEALTH AND SAFETY COORDINATOR(S) (20)
1. Written appointment reporting to senior operations line executive. (7)
2. Written duty specification. (6)
3. OH&S education and training adequate. (7)
The coordinator’s job is to provide administrative guidance in the design and implementation of the
OH&S Program. The coordinator provides advice to the most senior level of management in both
operations and support departments to assist them with the satisfaction of their responsibilities and duties.
The coordinator’s job is also to develop and establish the lines of communication within the organisation.
As the majority of risk in a typical organisation occurs in the operations departments it is of particular
importance to the overall success of the OH&S Program that the coordinator reports directly to the senior
operations executive.
The expertise required to satisfactorily carry out this co-ordination function will depend upon the type and
size of the organisation. In large organisations, a specialist occupational health and safety professional
may be required. In smaller organisations, a non-specialist may be appointed. The coordinator must have
good communication (verbal and written) skills and be capable of liaising with all levels in the
organisation. In the event that a non-specialist is appointed to the position, it will be necessary for that
person to gain some basic level of OH&S knowledge to satisfy the requirements of the position.
In organisations with a number of different sites of significant size, it may be necessary to appoint a
coordinator at each site. The type of skills required and the personal qualities will depend upon the size
and complexity of the organisation on site.
1.4 ELEMENT: RAILWAY & OCCUPATIONAL HEALTH AND SAFETY COORDINATOR(S) (20)
GUIDELINES
The position of railway coordinator may be undertaken by a person either full-time or part-time,
depending on the size of the organisation and the complexity of the OH&S Program.
The consultant should identify the coordination structure for OH&S at an early stage and the
responsibilities for the:
a. Implementation and monitoring of Rail OH&S Program development.
b. Monitoring of injury trends and advice to management regarding Program objectives and strategies.
c. Disseminating OH&S information to all levels of management and providing or arranging for necessary
OH&S expertise.
d. Liaison with employee representatives on routine OH&S matters.
e. Liaison with government inspectorates and other departments.
f. Coordinating and arranging for management and employee OH&S training and development.
g. Working with or supporting the work of OH&S committees.
h. Occasional inspections of work areas and review of OH&S Program and policy implementation at all
levels.
i. Preparation of an annual report on the progress and direction of OH&S Program.
j. Advising senior management on the policy, objectives and achievements of the OH&S Program.
k. Establishing communication lines and systems necessary for the maintenance of the OH&S Program.
l. Providing internal review and audit services for the OH&S Program.
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1.5 ELEMENT: RAILWAY & OCCUPATIONAL HEALTH ADVISER(S) (20)
1. Own doctor/local doctor appointed to rail site in writing. (6)
2. Written duty specification provided and explained. (4)
3. Site visit(s) conducted and problems defined. (5)
4. Specialist occupational health advice available. (5)
The availability of an occupational health adviser to each rail site is necessary for the implementation and
development of pre-employment, monitoring, pre-termination and other medical examinations as well as
rehabilitation. It is beneficial to have a local doctor who can become familiar with the client’s rail
operation. The doctor can also assist with emergency facilities. The doctor’s role is advisory and is
additional to, and not to be confused with, medical treatment of injured or sick employees.
Specialist advice may be necessary for the setting up of health monitoring (Element 2.12) and assessing
the significance of exposures to health hazards. The specialist should work in conjunction with the
occupational health adviser and the OH&S coordinator.
1.5 ELEMENT
RAILWAY & OCCUPATIONAL HEALTH ADVISER(S) (20)
GUIDELINES
1. The role will need to be carefully explained to the selected doctor and the doctor’s activities monitored
for an initial period.
2. The consultant should assist the client company to develop relationships with doctors and make suitable
financial arrangements.
3. Occupational health adviser duty specification:
a. Regularly visit the railway operation to become accustomed to employees and their work.
b. Develop job-related standards for medical examinations (pre-employment monitoring, pre-termination,
other reviews).
c. Conduct medical examinations as in 2.11 (Employee termination practices) and 2.12 (Occupational
health monitoring).
d. Assist with the identification of tasks which can be used for meaningful rehabilitation.
e. Monitor the recovery of injured/ill employees and their medical rehabilitation in the workplace.
f. Advise on the development of first-aid facilities and personnel (see also Element 4.1 Medical
emergencies), particularly as regards special requirements for toxic/corrosive materials used on site.
4. The consultant can advise when specialist occupational health advice is required.
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1.6 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM OBJECTIVES (20)
1. Written corporate objectives and action plan formulated and promulgated by the accountable director or
chief executive. (8)
2. Written operating objectives determined at each level in the organisation. (5)
3. Target dates set for achievement of objectives. (2)
4. Periodic review of corporate objectives scheduled. (5)
Corporate objectives set the desired standard of achievement and should include both objectives for the
effort to be put into the Program development and objectives for the tangible achievements of the
Program. Effort objectives will provide direction and purpose for the development of the Program. They
may be expressed as intent to have completed the development of certain elements of the Program by a
certain time. Operating objectives can then be set by divisions/departments in the organisation to satisfy
the overall goal. These operating objectives form the basis of an action plan.
OH&S Program objectives should include the reduction of the total cost of risk (TCOR) to the
organisation. TCOR includes the costs and severity of injury resulting from workplace risks and OH&S
Program implementation costs.
The statement of all objectives should be sufficiently precise to make the measurement of achievement
possible. See also Elements 1.7 (OH&S Program budget) and 1.8 (OH&S Program control).
1.6 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM OBJECTIVES (20)
GUIDELINES
1. TCOR includes:
a. Injury costs — premiums, uninsured wages and other direct costs, estimated outstanding liability,
rehabilitation, the social cost of injury as measured in some respect by severity of injury;
b. OH&S Program costs —costs of structuring the Program and including coordinators, consultants and
advisers, direct training and education, first-aid, Program-specific employee selection and termination,
equipment and special facilities.
Generally, an organization’s overall objective would be to reduce the TCOR.
2. The measurement of TCOR requires that the finance department be consulted with regard to definition
of costs and practices of cost reporting.
3. Particularly, because of the intangible ‘pain, suffering and disability’ component of injury costs it is
important that the TCOR budget be developed with or at least accepted by employee representatives.
4. With the assistance of the consultant the coordinator should develop suggested statements of objectives
for consideration and approval by senior responsible executives and employee representatives. Following
this a corporate action plan should be developed for approval and promulgation by the senior responsible
executive. The coordinator and the consultant can then assist the divisional departments of the
organisation to develop appropriate operating objectives. The coordinator should also ensure that activities
in Elements 1.7 (OH&S Program budget) and 1.8 (OH&S Program control) effectively provide the
divisions/departments with the information necessary to manage the implementation of the action plan and
achieve their objectives.
5. The coordinator should ensure that a periodic review of corporate objectives takes place by scheduling
such reviews on at least an annual basis.
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1.7 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM BUDGET (20)
1. OH&S Program organisation and management costs identified and measured (7)
2. Budget drawn up and approved. (7)
3. Performance to budget monitored. (6)
Category 1 details the organizational framework of the OH&S Program. This involves some ‘overhead’
costs of administration for which a budget should be drawn up. This budget excludes those costs which
are incurred by individual divisions/departments in carrying out their responsibilities in the OH&S
Program and the costs of implementing and maintaining hazard control measures. Those items included in
this budget will possibly depend on the organization’s accounting practices but will include the costs of
coordinator(s) (Element 1.4), occupational health adviser(s) (Element 1.5), Program publicity and
promotion (Element 1.10), internal audit (Element 1.11), reference library (Element 1.12), training
(Elements 1.15-1.18)
ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM BUDGET (20)
GUIDELINES
1. The coordinator should ensure that a detailed chart of accounts to cover OH&S Program overheads is
drawn up with the assistance of the finance department.
2. Anticipated expenditure on training can be estimated from the Program objectives (Element 1.6) and
action plan (Element 1.6).
3. The consultant can provide advice on library and the Safety Projects International Inc. consulting and
grading costs.
4. The budget should be approved by the senior responsible executive at an early stage.
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1.8 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM CONTROL (20)
1. Action plan progress reports developed. (5)
2. Routine divisional/departmental OH&S Program achievement reports available to managers, meetings,
employee representatives and OH&S committees. (5)
3. Reports used to influence the implementation and direction of OH&S
Program. (10)
The reporting of Program performance is the essential feedback that enables the Program to be correctly
managed. Two types of routine feedback are required.
1. A measure of the effort being put into the Program, and of progress with it. Reports could include
progress to action plan (Element 1.6 OH&S Program objectives), progress of projects, obstacles being
met, and changes proposed to action plan and similar. Measurement of effort is necessary to keep the
Program development running to plan. The progress of the action plan should be routinely reported to
appropriate managers and meetings as well as being formally reported at divisional/departmental levels.
These reports are for routine control of the Program and do not have the same purpose as the audit reports
from Element 1.11 or the periodic Safety Projects International Inc. grading audits. Major milestone
reports in which achievements are measured and objectives re-assessed are obtained from self-audits (see
Element 1.11).
2. Occurrence and injury reports. These are generated in Element 2.17 (Occurrence data analysis). The
information in them is a measure of the achievements of the Program.
The effectiveness of OH&S Program management will depend to a large extent on the quality and
timeliness of decisions made using this information.
1.8 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM CONTROL (20)
GUIDELINES
1. The coordinator should ensure that action plan progress reports are periodically provided to senior
responsible managers, divisional/departmental managers, employee representatives and OH&S
committees.
2. The coordinator should ensure that reports from Element 2.17 (Occurrence data analysis) are also
directed to the above. An explanation of their content and purpose and of expected reaction by recipients
will be needed. The consultant can assist with this important activity.
3. The use of both sets of reports to take positive control over the level, nature and purpose of activity is
essential. Without it the Program will be like a ship without a rudder. The consultant can assist with the
interpretation of reports until all involved become accustomed to using the reports for this purpose.
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1.9 ELEMENT: RAILWAY HEALTH AND SAFETY IN MEETING AGENDAS (15)
1. Implementation of the action plan formally addressed at defined meetings. (5)
2. OH&S Program role identified for defined meetings and included in agendas.(5)
3. Periodic review of the role and effectiveness of defined meetings in the OH&S Program. (5)
Meetings can satisfy a number of requirements:
The involvement of employees in policy and risk control decisions (see Element 1.3 Employee
involvement and consultation);
Arrangements for implementation of the action plan;
Satisfying some aspects of the role and responsibilities of divisional/departmental managers;
In most divisions/departments of an organisation regular meetings are held. As the role and responsibilities
of these areas will have been identified in Element 1.2 (Responsibilities, authorities and duties) the
particular roles of meetings can be detailed and included in their agendas.
1.9 ELEMENT: RAILWAY HEALTH AND SAFETY IN MEETING AGENDAS (15)
GUIDELINES
1. In Element 1.2 (Responsibilities, authorities and duties) a requirement to include Program control in
relevant meetings should have been included as a duty. Consequently responsible managers will be
looking for guidance on this.
2. Direct assistance by the consultant may be preferable to letting managers and others in meetings find
their own way. It is suggested that time should be spent with each meeting to discuss their duties and assist
them to formulate a working approach to carrying them out.
3. These working approaches should be written down for the benefit of future~ personnel involved in the
meetings.
4. The coordinator should periodically review the effectiveness of each meeting especially when personnel
or OH&S Program objectives change.
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1.10 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM PUBLICITY AND PROMOTION
(15)
1. Continuing publicity given to Rail OH&S Program objectives and achievements in newsletters, house
magazine, bulletin boards, etc. (7)
2. ‘Health and Safety Program board(s)’ indicating objectives and achievements in each
division/department. (8)
An OH&S Program is essentially an intangible activity. It is important that the cohesion of the Program be
fostered by continuing publicity to ensure a sense of purpose and unity of effort.
Modern management concepts emphasize the importance of ensuring that employees are provided with
performance measures relevant to their objectives and over which they can exert some influence; for
example, an individual employee has little or no control over frequency rate or total lost time but will be
able to relate to her/his department’s objective of (say) completing a manual handling survey by a given
date.
Such relevant achievements should be effectively publicized within the division/department. ‘Health and
Safety Program boards’ are useful for maintaining awareness of divisional/departmental objectives and
achievements. Existing magazines or newsletters and/or special-purpose newsletters can be made use of to
publicize the Program by re-stating the objectives of the organisation, and giving prominence to
interesting or noteworthy achievements and the personnel responsible for them.
Posters and films, where relevant, are tools related to Element 1.17 (Specialist training). Competitions and
slogans etc. have a doubtful role in an OH&S Program and can develop adverse attitudes amongst
employees.
1.10 ELEMENT: RAILWAY HEALTH AND SAFETY PROGRAM PUBLICITY AND PROMOTION
(15)
GUIDELINES
1. At an early stage in Program development the coordinator should draw the attention of
divisions/departments to the need to provide Program objectives and achievements boards suited to their
own needs (see Elements 1.2 Responsibilities, authorities & duties, 1.6 OH&S Program objectives and 1.7
OH&S Program budget). These boards can include injury experience information but should not be
primarily devoted to that. When they have been provided it is important that the boards be kept up-to-date.
The coordinator should periodically monitor this.
2. Where the organisation has existing magazines or newsletters the coordinator should ensure that articles
relating to the Railway OH&S Program are regularly published (preferably in each issue). In the absence
of existing publications the coordinator should periodically produce a newsletter. The consultant can, if
necessary, provide guidance on the type of material to be included and the most appropriate methods of
providing this publicity in the organisation.
REFERENCES
Derning, WE (1982). ‘Quality, Productivity and Competitive Position.’ MIT CAES. USA
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1.11 ELEMENT: INTERNAL OH&S PROGRAM AUDIT (15)
1. OH&S Program periodically subjected to a planned audit. (5)
2. Written audit report. (5)
3. Evidence of effective action on audit report. (5)
The audit is a means of evaluating the effectiveness and suitability of the Program methods and objectives.
The purpose of the audit is to:
a. Observe the influence of the Program on operating practices and physical conditions. (See Categories 3,
4 and 5);
b. Observe the extent of implementation and assess the effectiveness of OH&S Controls (Category 2);
c. Assess the effectiveness of the organizational framework of the Program (Category 1);
d. Observe and report on the level of knowledge of workplace OH&S requirements and procedures (at all
levels);
e. Assess attitudes to the OH&S Program.
An audit schedule should be established with reference to the Program objectives and action plan. The
audit report, in addressing (a) to (e) above, should assess whether the Program action plan suits current
conditions and should identify any organizational changes necessary to maintain progress to the action
plan requirements.
Audit responsibilities should be assigned to responsible managers and carried out with the close
involvement of employee representatives.
1.11 ELEMENT: INTERNAL OH&S PROGRAM AUDIT (15)
GUIDELINES
1. The internal audit is in many respects similar to the external one carried out by Safety Projects
International Inc. That is, it looks at the effectiveness of organizational arrangements and the extent to
which they have been planned and implemented as well as observing the practical effects in terms of
reduced workplace risks and improved work practices.
2. An internal audit should probably be undertaken no more frequently than twice yearly. The coordinator
should plan the audit well in advance. Reference to the action plan (Element 1.6 OH&S Program
objectives) will enable practical objectives and methods to be written (for each relevant Element) as well
as the personnel to be identified who should carry out aspects of the audit. The consultant can advise on
the most appropriate way to involve other personnel in the audit. This plan should be discussed with and
accepted by involved personnel and approved by the senior responsible executive.
3. Following the audit the consultant may be able to advice on methods to overcome significant problems
and deficiencies.
4. The audit should cover such points as:
a. Are the organizational arrangements adequate in scope and relevant to needs?
b. Do managers and meetings understand their roles?
c. Are organizational arrangements working as intended?
d. Is training required following changes to personnel?
e. Are any developments and changes needed to responsibilities, authorities and duties?
f. Are the railway health and safety standards of workplace design acceptable or at least improving?
g. Are significant work practices known and complied with where they have been developed?
h. Is documentation still relevant and is it being used appropriately?
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1.12 ELEMENT: RAILWAY REFERENCE LIBRARY (15)
1. Responsible person nominated. (2)
2. Suitable library organisation. (3)
3. Relevant and current material available. (5)
4. Accessible to all. (5)
Common and statutory law requires that organisations maintain standards of risk control that at least
satisfy railway regulations and codes of practice.
Where available knowledge and technology go beyond these statements then courts often expect that these
higher standards should be met.
Knowledge and community expectations are changing rapidly in the field of rail health and safety and no
person can afford to recommend practices and conditions on the basis of ‘commonsense’ or personal
opinion.
The reference library is the basis of information that should be used by those purchasing or designing
equipment or facilities for use in the organisation. Some library items may be on permanent loan to those
who most need them, e.g. maintenance department.
Library holdings should include all required statutes, regulations, and codes of practice, standards, and
other necessary publications as advised by the consultant. The size and organisation of the library should
suit the organization’s needs. The minimum requirement is for holdings to be recorded, listed and sorted
into subject files. The holdings (including recent acquisitions) should be made known to all personnel who
have a need to refer to them.
1.12 ELEMENT: RAILWAY REFERENCE LIBRARY (15)
GUIDELINES
1. Small libraries may successfully organize themselves using subject files. Larger libraries may require a
complete cataloguing system. A budget should be developed to enable a suitable library to be established
and maintained.
2. Library holdings should include:
a. Provincial statutes and regulations relating to railway OH&S, buildings and special risk areas (e.g.
stations, confined spaces).
b. NOHSC codes of practice and SAA standards of relevance;
c. Relevant NHMRC publications;
d. Transport Canada Health and Safety Bulletin;
e. Relevant texts or reports;
f. Current awareness periodicals.
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1.13 ELEMENT: DOCUMENTATION AND EVALUATION OF RISKS (30)
1. Divisional/departmental documentation of risks. (8)
2. Systematic assessment of risks. (7)
3. Development and costing of control measures. (7)
4. Participative evaluation of risk control proposals for significant cost items. (8)
The organisation should maintain records of significant risks which include the hazard concerned,
decisions made regarding control measures and decisions taken regarding the funding and works Program
to control the risk.
The purpose of the documentation is to assist with the management of risk control work and provide a
record which can be used in the future. For example, in the event of litigation arising out of an injury, the
documentation can be valuable in claims management. Documentation is suggested only where the
proposed control measures require significant design effort, funding or administration. Documentation can
also form an important focal point for the evaluation of risk control proposals.
Evaluation is concerned with assessing the justification for risk control work. Risk is concerned with the
likelihood and severity of some future possible injury or illness. Consequently the evaluation process has
to be concerned with generally imprecise and emotional matters, in contrast to the usually tangible and
firm arguments for capital expenditure for productivity improvements. The organisation has to learn to
work with these requirements.
The evaluation process logically, morally and increasingly by statutory obligation should be one which is
carried out jointly by employee representatives and responsible managers. The aim of the evaluation is to
answer the question: ‘is the proposed expenditure justifiable given the nature of the risk as it is currently
understood?’ This may be a complex question, depending on people’s perception of the risk and the
significance in absolute terms of the proposed expenditure or control measure. It may be that the decision
has to be made to apply a short-term control measure which is currently affordable while planning in the
longer term for a more substantial financial commitment.
The decision-making processes addressed by Elements 1.13 and 1.14 are interdependent.
1.13 ELEMENT: DOCUMENTATION AND EVALUATION OF RISKS (30)
GUIDELINES
1. Information to be documented will be derived from risk surveys (Element 2.4 Physical risks survey),
work practice surveys (Element 2.6 Work practices review), occurrence reports (Elements 2.14
Occurrence reports and 2.15 Occurrence investigations) and design and purchase review (Element 2.1
Health & safety standards of new plant, equipment and work methods). Whenever the risk control work
requires more than the resources and skills available within the repair and maintenance activity the
proposed work should be documented.
2. The evaluation of risk is concerned with exposure time to the circumstances and conditions within
which the hazard exists, probability of the hazard causing injury and also of the severity of the likely
injury or other consequence and normally also the cost to control the risk. Both short term and permanent
control measures should be considered, as should the on-going effort required to maintain them (Element
2.8 Risk control measures: inspection & maintenance).
In all cases where significant risks exist or significant costs are going to be incurred decision-making
should involve the concerned employees (Elements 1.3 Employee involvement and consultation and 2.22
OH&S committees). The consultant can assist this process by assessing the size of the risk and providing
and interpreting relevant standards, codes of practice, regulations and other authoritative materials.
3. It is suggested that divisional/departmental documentation be kept. When the costs involved in any
proposed works exceed the sum which the divisional/departmental manager has the authority to spend, a
copy of the documentation should be sent to the next higher decision-making level in the organisation to
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become a part of the documentation at that level. It is to be expected in this way that even the corporate
head office of a large organisation would have some small number of high cost items in its own
documentation.
4. Items from the documentation concerned with control measures should affect the following Elements:
1.14 Risk control work
2.1 Health and safety standards of new plant, equipment and work methods
2.7 Safe Work Practices
2.8 Risk control measures: inspection and maintenance
2.10 Induction
2.12 Occupational health monitoring
2.18 Rehabilitation practices.
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1.14 ELEMENT: RISK CONTROL WORK: MANAGEMENT OF (30)
1. Approved method for assessment of expenditure proposals for risk control work (10)
2. Priorities established for risk control work. (10)
3. Systematic means of scheduling risk control work with routine repair, maintenance and development
work. (10)
The justification in principle of proposed risk control work does not of itself mean that the required
finances can be made available. This work will compete with other requirements (repair, maintenance,
development etc.) for limited funds.
The preparation of submissions (e.g. capital expenditure requests) for funds for risk control work requires
consideration of some of the intangible but nonetheless real aspects of risk. At the same time the
opportunity arises to establish priorities on the list of jobs so that what money is available for this work is
allocated to the most significant needs first.
Following release of funds such work may compete with maintenance and development work for a share
of the available time of the engineering and maintenance department(s). The organisation needs to ensure
that those responsible for determining the schedule of those works have and make use of an acceptable
method which ensures that risk control works are included in the schedule.
This need may also exist in the minor works Program where health and safety jobs may compete for time
with many other urgent jobs.
1.14 ELEMENT: RISK CONTROL WORK: MANAGEMENT OF (30)
GUIDELINES
1. Risk control involves control of physical workplace standards, the work environment and work
methods. The aim should be to achieve physical and environmental standards in accordance with the best
practicable advice technology. This is the primary legal requirement. In life-threatening situations,
however, the requirement is often to apply best available advice/technology. In any event, the standards
required or implied in regulations and standards/codes of practices are to be regarded as the minimum
standard of achievement. See Element 1.12 (Reference library) and Element 2.1 (Health and safety
standards of new plant, equipment and work methods.)
2. Expenditure proposals for risk control work should include some statement of the degree of risk which
is being controlled. This may be by reference to the numbers, severity and cost of injuries which have
been experienced. In cases where no prior occurrences have been recorded, it may be necessary to make
an estimate of the expected frequency and severity of injury from the hazard. Those in the organisation
responsible for approving expenditure requests should be provided with education and guidelines on how
to assess requested risk control expenditures against other requests.
3. The majority of risk control works will be capable of being completed using normal repair and
maintenance methods. A smaller number will require a significant degree of design, organisation or
finance. These will be documented (see Element 1.13). Where the number of risk control activities is great
a systematic means of putting priorities to them will be required. For repair and maintenance type work it
may be necessary to establish a system which provides high priority to urgent work. ‘Urgency’ may arise
because of:
a. inspectorate requirements;
b. The high probability or severity of injury in the event that the work is not completed.
1.14 ELEMENT: RISK CONTROL WORK: MANAGEMENT OF (30)
GUIDELINES (continued)
The same approach may be effective with railway works which have been documented. However, where
the number of such works is great it may be useful to establish a system of priorities based upon the
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degree of risk and the cost of the proposed job. It is not uncommon for problems to occur in actually
getting funded work done due to the degree of pressure on the repair and maintenance department.
To avoid risk control works being repeatedly displaced by urgent maintenance work the responsible
department will need guidance in the scheduling of this work with their normal activities. This guidance
may be based upon statements of urgency, of a deadline for completion of work or the proportion of time
over a six month period to be devoted to risk control works (or other acceptable criteria).
Risk control work in progress should be inspected from time to time to ensure that it is being completed in
the required manner.
When hazard control involves changes to or introduction of particular work methods, care is required to
ensure that the proposals are practicable, safe and able to be maintained. Both work methods and
supervision/management support requirements should be carefully documented. These should form the
basis of a training plan. This interfaces with Element 1.15 (Manager and supervisor training), 2.1 (Health
and safety standards of new plant, equipment and work methods), 2.7 (Safe Work Practices) and 2.10
(Induction or orientation).
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1.15 ELEMENT: MANAGER AND SUPERVISOR TRAINING (20)
1. Training needs identified. (7)
2. Training plan formulated and documented. (7)
3. Implementation of training plan coordinated and monitored. (6)
Any railway organization’s ability to implement any management Program depends on the capacity of its
managers and supervisors to promote and maintain formal and informal systems and processes.
It is unlikely that the OH&S Program will be successfully implemented without adequate general
management skills. Accordingly, it is to be expected that the organisation will have an appropriate level of
commitment to a personnel development plan which covers the following areas:
• Management concepts;
• Supervisory skills;
• Communication and interpersonal skills;
• Problem-solving skills;
• Induction or orientation and training skills.
1.15 ELEMENT: MANAGER AND SUPERVISOR TRAINING (20)
GUIDELINES
1. The consultant can assist in establishing these skill requirements of each level of management and
supervision. Of particular importance to the railway OH&S Program are supervisory, problem-solving and
induction or orientation skills. This statement of skill requirements will include consideration of the roles
and responsibilities determined in Element 1. .2 (Responsibilities, authorities & duties) and should be
recorded for future reference. The consultant may also advise on the availability of suitable training
Programs.
The coordinator should develop a training Program to develop and maintain these skills.
2. Note that training in skills and knowledge particular to railway OH&S is referred to in Element 1.17
(Specialist training).
3. Decisions made in this Element will affect Element 1.18 (Training equipment and facilities) and
Element 1.7 (OH&S Program budget).
1.16 ELEMENT: TASK TRAINING PLANS AND RECORDS (25)
1. Documented training plans for jobs requiring formal training. (5)
2. Training plans include requirements for knowledge and skill testing. (5)
3. Maintenance of register of trained employees. (5)
4. Means of visually identifying certificated employees. (5)
5. Training plans include requirements for periodic proficiency checks on and revision training for trained
employees. (5)
This Element is concerned only with the background organisation necessary to implement and support this
type of training. This includes training in Safe Work Practices (Element 2.7), license and certificate
training and non-certificate training.
In the relevant Provinces of Ontario and Quebec, government requirements exist for the licensing or
certification of operators of such equipment as cranes, forklift trucks and similar. A suitable system of
control over certification and its standards is required to ensure that the objectives of certification are
satisfied and standards maintained.
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Not all complex or hazardous tasks are the subject of government certification requirements, for example
excavation equipment operation, courtesy car driving, control room operation, chain sawing and so on. In
some Provinces and Territories training organisations (including Safety Projects International Inc. exist to
provide some specialized non-certification training. In some cases the organisation will have its own needs
which are best met by internal training.
There may even be a need for simple and routine tasks to be done in a particular way to minimize injury
risk e.g. assembly tasks.
The depth and formality of training will depend on the significance of the hazard and the complexity of
skills; regardless of the degree of depth and formality the satisfaction of the legal requirement of a safe
system of work and provision of properly trained employees will depend on the quality of training and on
the documentation and maintenance of job skills.
A common deficiency of certification training is that it emphasizes on-the-job practical experience at the
expense of depth of railway education and training. It is important that training content and skill objectives
should be documented. This can be the basis upon which an applicant for certification is tested.
The register of trained employees should record the date of original training, practical experience details,
date of satisfactory completion of tests and any other training or testing subsequently completed.
Documentation is important in an event that an accident involving the trained employee occurs.
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1.16 ELEMENT: TASK TRAINING PLANS AND RECORDS (25) (CONTINUED)
Visual identification of certificated employees is important as a practical means of ensuring that only
certificated employees perform the railway operation. Visual identification can be by means of badges.
This can have beneficial effects on the morale of certificated employees. Note that in some Provinces
there may be a requirement for the name of the certificated operator to be displayed at all times.
It is important that all aspects of training be periodically reviewed to ensure that they comply with
regulations and current practices in the industry and that the process of training and testing remains
effective. The responsibility for and frequency of this review should be determined and recorded in an
appropriate job specification for a responsible person.
GUIDELINES
1. Tasks or activities which require this degree of attention are those in which there is a potential for
permanent incapacity or death.
2. The consultant can advise if necessary on local certification requirements. The coordinator should
arrange for an expert review of training methods, materials and standards being achieved if the consultant
so advises.
3. The coordinator should ensure that a suitable register of certificated employees is maintained.
4. Where certificated employees are not currently identified (e.g. by badge) the coordinator should work
with employee representatives and through responsible management to establish an acceptable method of
achieving this. The consultant may be able to advice on different methods of identification.
5. The coordinator should ensure that an agreed schedule of revision training exists and is adhered to.
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1.17 ELEMENT: SPECIALIST TRAINING (20)
1. Training and education needs identified. (4)
2. Training and education plan formulated and documented. (8)
3. Implementation of training and education plan coordinated and monitored. (8)
The purpose of this plan is twofold:
To communicate to all the policy, objectives and methods of the Railway OH&S Program;
To selectively provide the required knowledge and skills to enable the Program to have an effect on
workplace risks.
Accordingly the training must cover the OH&S Program, hazard-specific information and legislation.
Target groups in the organisation are:
‘Line’ Managers
‘Line’ supervisors
Support department managers and staff:
Engineering and maintenance
Purchasing
Pay office
Personnel
Employee representatives
Railway OH&S coordinator
OH&S committees
Employees
1.17
ELEMENT SPECIALIST TRAINING (20)
GUIDELINES
1. Target groups and training topic requirements to satisfy this activity are as follows:
Education/Training Requirements
Target Groups Rail OH&S Hazard Legislation
Program Specific
Managers x x
Supervisors x x x
Employee Reps x x x
Coordinators x x x
OH&S Committee x x x
Employees x x
Engineers x x x
Purchase Officers x x
Pay Office x
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Details of the topics are as follows:
Railway OH&S Program
— Rehabilitation
— Injury reporting
— Occurrence investigation
— The Railway health and safety management system
— Company policy, objectives, and strategies
— Risk assessment and evaluation
Hazard-Specific
— Relevant hazards and their control
— Hazard measurement and damage criteria
— Sources of information
— Design and purchasing standards
— Control measure maintenance
— Safe working procedures
Legislation and Political
— Specific statutory and regulatory obligations
— General statutory and common law obligations
— Government inspectorate & other requirements
2. The details of topics and target groups will depend in part on the roles and responsibilities established in
Element 1.2 (Responsibilities, authorities & duties). The training Program and methods decided on will
affect Element 1.18 (Training equipment and facilities) and the OH&S Program budget (Element 1.7).
3. The coordinator should ensure that a reasonable and continuing training program is designed and
implemented having regard to the size and complexity of the organisation and the availability of funds to
support it.
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1.18 ELEMENT: TRAINING EQUIPMENT AND FACILITIES (10)
1. Audio-visual equipment available (4)
2. Training venues available (3)
3. Training materials available (3)
Communication, knowledge, skill development and employee participation and understanding are all
dependent on the availability of appropriate training equipment and facilities, the absence of which will
limit the effectiveness of the OH&S Program. In Element 1.17 (Specialist training) OH&S Program
training requirements are outlined. Also Elements 1.15, (Manager & supervisor training), 1.16 (Task
training plans & records) and 2.10 (Induction) require training materials and other facilities. The training
and education plan will be developed with knowledge of equipment and facility limitations and
capabilities.
1.18 ELEMENT: TRAINING EQUIPMENT AND FACILITIES (10)
GUIDELINES
1. The coordinator should, with advice from the consultant:
a. Assess need for multimedia projectors, screens, boards, DVD and similar equipment from consideration
of assessed training and education needs and the organization’s site distribution.
b. Obtain purchase or hire approval as appropriate.
c. Identify and obtain approval for use of best available training venues for each site.
d. Assess and satisfy need for in-house availability of training materials.
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CATEGORY 2: RAILWAY HEALTH AND SAFETY CONTROLS
TOTAL SCORE 610
TWENTY-FIVE ELEMENTS
2.1 Health & safety standards of new plant, equipment & work methods
2.2 Equipment & materials disposal
2.3 Product liability
2.4 Physical risks survey
2.5 Work environment measuring &. monitoring
2.6 Work practices review
2.7 Safe Work Practices
2.8 Risk control measures: inspection & maintenance
2.9 Employee selection
2.10 Induction
2.11 Employee termination practices
2.12 Occupational health monitoring
2.13 Occupational health records
2.14 Occurrence reports
2.15 Occurrence investigations
2.16 Occurrence data collection
2.17 Occurrence data analysis
2.18 Rehabilitation practices
2.19 Claims management: employees
2.20 Claims management: contractors
2.21 Claims management: public
2.22 0H&S committees
2.23 Contractor OH&S Program
2.24 Public health & safety: visitors
2.25 Off-the-job health & safety Program
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2.1 ELEMENT: HEALTH AND SAFETY STANDARDS OF NEW PLANT, EQUIPMENT
AND WORK METHODS (40)
1. Written policy requiring health and safety audit of new plant, equipment and methods. (8)
2. Purchased equipment, materials, designs and services: procedures for and standards of control. (8)
3. Major in-house designs and proposed workplace changes: procedures for and standards of control. (8)
4. Purchase of consumables and small items: procedures for and standards of control. (8)
5. Repair and maintenance staff trained in required standards of design for ad-hoc workplace changes. (8)
Risks are most efficiently and reliably controlled by workplace design, especially on railways. Even where
the operator’s work methods play a necessary part in risk control the physical standards of the workplace
are important to enable the operator to function with efficiency and reliability.
Safe and healthy standards of design of railways can usually be achieved without adding to the cost and
often with worthwhile operating efficiency benefits. With the rapid growth in knowledge and changing
standards in both railway and occupational health and safety, it cannot be assumed that all purchased or
designed-in-house items are safe and healthy to the criteria which will be applied from time to time within
the Provinces.
Formal organizational procedures are required to ensure that changes will be screened for risk-control
prior to the design or requirement being finalized. Screening should be done by appropriately qualified
personnel even if these have to be engaged on a consultancy basis as needed.
Procedures must cover large and small projects and screen purchases, materials, designs and services by
contractors. Risks requiring substantial organizational effort, design effort or resources should be
appropriately documented (see Element 1.13 Documentation and evaluation of risks) along with the
required risk control measures.
Much new work is done on an ad-hoc basis by repair and maintenance staff in response to job requests by
the operating departments.
It is not uncommon for significant risks to be inadvertently introduced to the workplace by the repair and
maintenance staff. It is simple to train these people in the required standards of design to effectively
reduce the risk from this area. Suggested areas for training include: machine guard design, step and
platform design, ventilation hood design, lighting design, workplace size and layout.
2.1 ELEMENT: HEALTH AND SAFETY STANDARDS OF NEW PLANT, EQUIPMENT AND WORK
METHODS (40)
GUIDELINES
1. The policy should state that the aim is to ensure that any substantial change to methods and equipment
within the organisation should be checked out from a health and safety point of view in an appropriate
manner. The scope of the policy should include purchased equipment, major in-house designs and
workplace changes, purchasing and repair and maintenance work. The policy should identify responsible
personnel and provide them with authorities and methods for satisfying their responsibility.
2. A practical method should be devised for ensuring that all activities which fall within the scope of this
policy are able to be reviewed and audited to check that the desired standards are being achieved.
3. The wording of insurance policies may require the organisation to take steps to ensure that its
workplace and systems satisfy minimum stated standards. The wording of contracts for the supply of
services and equipment should be carefully chosen to ensure that they are compatible with liability
insurance contracts and common law duties.
4. People undertaking major in-house designs and proposing workplace changes will probably require
detailed technical guidance on the standards required. The consultant and/or coordinator should determine
the major hazards which this policy needs to address and ensure that those people involved in this activity
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have the required knowledge and resources to satisfy this requirement. There is a definite need for a
backup procedure to ensure that these standards are being complied with.
5. Satisfactory control over the purchase of consumables and small items may be achieved by developing
simple guidelines for the purchasing activities. These guidelines should address matters such as strain
injury (i.e. the unit mass of purchased items) and chemicals. The guidelines must include clear statements
of what is acceptable and unacceptable.
6. The consultant and/or coordinator should decide on the areas in which repair and maintenance staff
require training. See also Element 1.17 (Specialist training).

VERSION 1.1 for Discussion

| 22 January 2015 | ©2015 Moose Inc. & Safety Projects International

Page 35 of 97

2.2 ELEMENT: EQUIPMENT AND MATERIALS DISPOSAL (15)
1. Policy on plant and equipment disposal. (5)
2. Methods and standards for evaluation of equipment and materials prior to disposal. (5)
3. Evidence of application of policy and methods to disposals. (5)
Developments in legislation in both Railways and occupational health and safety are tending to place a
duty on those who sell machinery or equipment etc. to ensure that it is in a safe condition. This implies
that modern safety standards need to be applied to superseded equipment and that suitable organizational
arrangements need to be made to ensure that plant, equipment, machinery, work stations, chemicals, scrap
product etc. are assessed and appropriate action taken prior to disposal in any way. A policy is required,
which should refer to appropriate legislation within the Province and identify the individuals with
responsibility for satisfying legislative requirements in this regard. The action taken on the item being
disposed should be adequately documented.
2.2 ELEMENT: EQUIPMENT AND MATERIALS DISPOSAL (15)
Guidelines
1. The consultant can advise on any specific legislative requirements which affect the organisation in this
regard.
2. The coordinator should establish the extent to which equipment and materials are disposed of. This will
determine whether routine procedures or ad-hoc reviews are appropriate. The coordinator should, with the
consultant’s assistance as necessary, draft a policy for approval and implementation by the senior
responsible manager. This will impose responsibilities (which should be recorded under Element 1.2
Responsibilities, authorities and duties) and training requirements (which should be noted in Element 1.17
Specialist training).
3. Separate practices will probably need to be developed for disposal of different items, e.g. chemicals,
machinery, non-saleable product etc.
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2.3 ELEMENT: PRODUCT & PUBLIC LIABILITY (20)
1. Written policy and procedures for health and safety audit of products, components and materials to
appropriate standards and codes. (3)
2. Adequate warnings on product and product public liability literature. (3)
3. Procedures for ensuring that advertising, marketing, guarantees and warranties comply with legislation.
(3)
4. Product recalls procedures in place. (3)
5. Complaints/incidents register and follow-up action. (4)
6. Documentation of product risks. (4)
It is inconsistent for a company achieving high standards of both passenger safety and occupational health
and safety to not also apply similar standards to the health and safety of people making use of its services.
Design features and user information and warnings must be carefully controlled to minimize the risk to
users.
Sources of information concerning product performance should be tapped e.g. user complaints, repairs,
litigation against either the owner or supplier of the product or service. A product recall system should be
established prior to any product recall being necessary. All significant decisions and requirements should
be carefully and adequately documented to ensure that the organisation is able to maintain its standards of
control and improve them.
2.3 ELEMENT: PRODUCT & PUBLIC LIABILITY (20)
GUIDELINES
1. The coordinator should, with the consultant’s assistance as necessary, conduct research and draft a
recommended policy and responsibility statement. (See Element 1.2 Responsibilities, authorities &
duties).
2. Following this, it should be ensured that necessary legislation, Regulations and standards are known
and available to those who require them. This may require some training component (Element 1.17
Specialist training).
3. The coordinator should ensure that existing rail system and product designs and statements of warnings
and guarantees are reviewed in relationship to this material. The nature of the insurance policy wording
relating to product and public liability should be established. As necessary specialist design, legal and
insurance advice should be sought.
4. The coordinator should ensure that an appropriate incident report form and other documentation is
designed and introduced. These documents and general progress in this area should be periodically
reviewed.
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2.4 ELEMENT: PHYSICAL RISKS SURVEY (35)
1. Written policy requirement for regular surveys. (8)
2. Survey personnel identified and trained. (8)
3. Surveys performed to acceptable standard. (9)
4. Documentation of risks. (10)
This Element applies to physical operating conditions in the rail organisation i.e. to equipment in use and
the physical working environment. Its purpose is to identify and record conditions in which the standard of
safety and health is below that which the organisation requires. The survey is aimed at identifying existing
areas in the workplace where improved risk control measures are required.
It is not aimed at the maintenance of existing control measures for which see Element 2.8 (Risk control
measures: inspection & maintenance). While Element 2.1 (Health & safety standards of new plant,
equipment and work methods) is aimed at ensuring that new physical conditions and work methods satisfy
the required standards, this survey is aimed at identifying pre-existing problems. These problems may
have arisen because the organisation was not previously aware of the required standard of design or
alternatively took no steps to ensure that new designs etc. were critically evaluated in this regard prior to
installation.
Other deficiencies identified by the survey may be due to unauthorized changes or to the changing
standards of community requirements in occupational health and safety. It is to be expected that the survey
will require some degree of occupational health and safety expertise to either identify or measure hazards.
Arising from the survey will be a number of sub-standard items requiring change. As necessary, the survey
will generate requirements for changes which will need design review or appropriate standards of work
i.e. see Element 2.1 (Health & safety standards of new plant, equipment & work methods). The
documentation of risks is covered in Element 1.13 (Documentation and evaluation of risks).
2.4 ELEMENT: PHYSICAL RISKS SURVEY (35)
GUIDELINES
1. At an early stage in the promulgation of the overall Railway & OH&S policy responsibilities for the
organisation of these surveys should be assigned. Surveys require some expertise to be successfully
carried out so that a decision needs to be made to either develop this expertise in-house (if not already
existing) or to make use of outside consultants.
2. In the event that expertise is to be developed in-house the training requirements can be assessed
following identification of the main types of hazards in the organisation. See also Element 1.17
(Specialized training).
3. There may always remain a need for special purpose surveys to be carried out by consultants from time
to time. This will be the case if the organisation has hazards requiring sophisticated and specialized
measuring equipment. The cost of surveys may need to be included in the budget. (See Element 1.7
Railway and OH&S Program budget).
4. The coordinator should give consideration to the frequency with which surveys should be carried out. It
is suggested that an initial survey be undertaken within six months of adopting the Railway Health &
Safety Management System unless this has already been carried out. Subsequently a major survey should
take place annually.
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2.5 ELEMENT: WORK ENVIRONMENT MEASURING AND MONITORING (20)
1. Work environment monitoring needs recorded. (7)
2. Measurement schedule implemented. (7)
3. Documented measurement reports to responsible manager. (6)
Many hazards in the working environment and their control measures cannot be assessed without
measurement instrumentation. Examples include lighting, heat, noise, airborne contaminants, radiation
and ventilation.
It is necessary for the organisation to recognize its needs, gain access to appropriate skills and instruments
and demonstrate the capability of responding to measurement reports.
2.5 ELEMENT: WORK ENVIRONMENT MEASURING AND MONITORING (20)
GUIDELINES
1. The following will assist the coordinator to establish instrumentation needs and a monitoring Program.
a. List hazards, hazard controls and working environment features requiring measurement in each site or
location.
b. Decide on required measurement frequency in each case.
c. Identify the type of instrumentation required in each case and assess cost and technical knowledge
required.
d. Assess cost-benefit of in-house availability versus external expertise.
e. Develop and implement a Program of measurement.
2. In many instances the ‘acceptable’ levels of hazards in the work environment are stated in regulations
and codes of practice. The organisation should aim to at least comply with these and the monitoring
Program should result in reports which particularly draw the attention of the coordinator and others to any
deficiencies.
3. Safety Projects International Inc. can provide advice and also, in some instances, measurement services.
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2.6 ELEMENT: WORK PRACTICES REVIEW (35)
1. Written requirement for regular work group task-review meetings. (7)
2. Work groups’ and supervisors’ hazard identification skills developed and maintained. (7)
3. OH&S expertise available to and used by task-review meetings. (7)
4. Task review meetings held and recorded. (7)
5. Documentation of risks. (7)
The purpose is to identify and record work practices which involve significant risk. Those who undertake
the work are best placed to carry out this review as many work practices and tasks are carried out
intermittently or irregularly and cannot be readily identified by a walk-around survey. Examples are
occasional maintenance activities, unplanned break down activities, occasional and unplanned tasks by
operating employees, work done off-site etc. Many significant risks exist in such activities.
It is seldom sufficient to rely on commonsense levels of knowledge to identify risks in work practices. To
enable work groups to contribute effectively to the review they will require an appropriate level of training
relating to the hazards in their work which includes the principles of control to legally acceptable
standards. This training should be supplemented by more specialist Railway or OH&S advice wherever
possible.
The environment of the task review meeting should be one which encourages frank and open discussion
and communications. It is particularly important that supervisors and managers do not dominate the
meeting. Written records of the meetings should be taken and, if appropriate, distributed to other work
groups (e.g. shifts) working on similar tasks.
2.6 ELEMENT: WORK PRACTICES REVIEW (35)
GUIDELINES
1. At the time that the OH&S policy is promulgating requirements for and responsibilities for arranging
these work practices, surveys should be decided.
2. The coordinator should seek the advice of the consultant in deciding the most effective way to set up
task-review meetings. This will include consideration of the nature and complexity of the work, the nature
of the risks involved and the experience of the organisation with employee involvement (Element 1.3
Employee involvement & consultation). The implementation of task-reviews will require careful planning
and should only follow appropriate training (Element 1.17 Specialist Training).
3. The task-review meeting should be encouraged to solve its own problems wherever possible. Where
some outside assistance is required (e.g. from a repair and maintenance section or a purchasing section)
care should be taken to provide feedback to the task-review meeting on the progress of their work. It is to
be expected that some of the items raised in task-review meetings will satisfy the criteria for formal
documentation, see Element 1.13 (Documentation and evaluation of risks). Because the work group has
raised the matter that gets included it is even more important that they be involved in all aspects of
problem analysis and decision making on that item.
4. Problems identified in task-review meetings may require a design change or a change in work practices.
The former is always more reliable and is to be preferred. Proposals for design changes and changes to
work practices should be screened as required by Element 2.1 (Health & safety standards of new plant,
equipment and work methods). If the risks are sufficiently significant to justify formal Safe Work
Practices the matter should be handled as recommended in Element 2.7 (Safe Work Practices). Otherwise
the task-review meeting should develop acceptable practices which can be documented as necessary and
promoted through Induction (Element 2.10).
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2.7 ELEMENT: SAFE WORK PRACTICES (30)
1. Necessary written Safe Work Practices available. (7)
2. Safe Work Practices adequately reflect capabilities of employees to absorb, understand and comply. (8)
3. Satisfactory technical standard of Safe Work Practices. (8)
4. Safe Work Practices periodically reviewed. (7)
In the control of risks design standards which do not require any particular type of employee behavior are
to be preferred owing to their greater reliability. Nevertheless, particular task practices are often necessary,
even if only as a short term measure prior to the implementation of long term design changes. There also
exists a basic legal requirement to advise employees of the hazards associated with their work and of the
steps which are taken to control the risk from them.
At the time of introduction to a new task an employee should, at the very least, be given the understanding
and skills necessary to carry the task out in such a way that the risk from it is minimized. It is to be
expected that the preferred methods of work will be established as a part of the activities of Element 2.6
(Work practices review). It is particularly important that these methods be developed with employee
involvement and consultation (Element 1.3).
Safe Work Practices (SWP’s) are a written statement of the approved way of doing a task. Where there is a
potential for significant permanent incapacity or death if an inappropriate method is adopted by the
employee the SWP’s need to be carefully researched and documented.
For instance, work in/with:
• Confined spaces;
• High or low temperatures;
• Powered machinery or equipment;
• Toxic or non-Respirable atmospheres;
• Hoisting gear, including cranes;
• Trenching, shaft sinking;
• Personal protective equipment use;
• Vehicle operation;
In some of these the SWP may be used in conjunction with a permit-to-work system.
2.7 ELEMENT: SAFE WORK PRACTICES (30)
GUIDELINES
1. Practical Safe Work Practices are those which are accepted and used by the employees. Technically
adequate Safe Work Practices are those which ensure that the hazard concerned is under a satisfactory
degree of control. This will depend upon the physical design of the system or plant being used. As a result,
the technical content of Safe Work Practices is a matter to be decided in conjunction with the physical
standards. Consequently, reference is needed on a continuing basis to activities developed as a result of
Elements 2.1 to 2.6 inclusive.
2. Acceptance by employees and supervisors/managers is best obtained by involving them in the writing
of the practices. The task-review meetings (Element 2.6) can be used for this purpose. The coordinator’s
main task is to ensure that these efforts result in a form of documentation suited to subsequent
development; to communication with future employees and that the technical content (insofar as OH&S is
concerned) is satisfactory.
3. Safe Work Practices should be carefully written to avoid, on the one hand, attempting to document
every little task performed and on the other hand satisfying only the spirit of detailed requirements of
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statutory and common law due to developing impractical complexities. When Safe Work Practices become
complex it is time to reconsider design changes which make a more practical demand on employees. The
coordinator should seek guidance from the Safety Projects International Inc. consultant in this regard.
4. The coordinator should seek the advice of the consultant as to the appropriateness and technical
adequacy of proposed or existing Safe Work Practices.
2.7 ELEMENT: SAFE WORK PRACTICES (30)
GUIDELINES (Continued)
In cases of lesser risk and simpler tasks a lesser degree of formality may be acceptable and practical.
Where a regulatory requirement for operator certification exists or where the SWP’s are complex then
employees should be certificated as competent to perform the work. The task practices developed within
this Element are the basis of task training. In Element 1.16 (Task training plans and records) the necessary
organizational arrangements for certification and other training are detailed. It is necessary for supervisors
to be so trained that they are in a position to reinforce the required practices.
Ideally, the required work methods will be decided with the active involvement and cooperation of the
exposed employees. It is necessary for SWP’s to be developed with understanding of the current OH&S
standards which apply to the hazard. Documentation of the requirements is necessary to ensure that
experience is effectively passed on to future people working in the organisation and as a bench mark for
discussion and subsequent change. Changes will be brought about by the development of improved
methods, changing OH&S knowledge and due to changes in the equipment used or in the volume or
nature of the work itself.
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2.8 ELEMENT: RISK CONTROL MEASURES: INSPECTION AND MAINTENANCE (35)
1. Risk control checklists of suitable standard available at each site. (10)
2. Written requirement for routine inspections. (5)
3. System for ensuring inspections is carried out. (5)
4. Formal observation of compliance with required task methods. (5)
5. Regular audits of each site and of use of inspection checklists. (5)
6. Inspection checklists updated as the workplace and work practices change. (5)
Where the physical conditions and practices necessary for the control of risk can deteriorate in time due to
either natural processes (e.g. corrosion) or due to misuse or disuse it is necessary to regularly inspect to
detect when the measure is no longer working. It is usually practicable to inspect physical conditions
which are observable or measurable and also simple observable practices. Fire extinguishers are an
example of this need; if left indefinitely when needed they may be missing, empty or inaccessible. Many
physical conditions can deteriorate quite rapidly, for example: ventilation system performance can
deteriorate, electrical insulation can become abraded or brittle etc.
These inspections are a necessary part of maintaining a safe place and system of work. Legally, the system
of work is the one actually being used in the workplace. It is important that required practices (see
Element 2.7 Safe Work Practices) be well supervised and that formal observations of compliance with
required methods are regularly made.
Note that these inspections do not take the place of the surveys described in Elements 2.4 (Physical risks
survey) and 2.6 (Work practices review). The purpose of those surveys is to identify previously unknown
risks. The purpose of these inspections is to maintain control measures already in place. The monitoring
with which Element 2.5 (Work environment measuring & monitoring) is concerned involves surveys and
inspections which require specialized instrumentation. Inspections should be carried out to checklists to
ensure suitable scope and coverage of the checks. Checklists may be either simple memory aids or on a
proforma which facilitates record keeping and communication of any deficiencies identified during the
inspection. It is important that checklists be responsive to changes in the workplace or practices and to the
action requirements resulting from Element 2.15 (Occurrence investigations).
Apart from carrying out periodic inspections and ensuring that audits are carried out, managers should
ensure by the development of a simple office system that areas under their control are being routinely
inspected. A suitable system may involve the regular provision of inspection checklist copies to the
manager’s office.
2.8 ELEMENT: RISK CONTROL MEASURES: INSPECTION AND MAINTENANCE (35)
GUIDELINES
1. An operating extension of the OH&S policy should impose a responsibility on managers and
supervisors to undertake routine inspections. Initial development of checklists should be done in
conjunction with the local supervisor and/or manager. A formal inspection to the checklist should be
carried out at least bi-weekly. Back up inspections should be required by the next higher level of
management perhaps every month. Not every item on the checklist may need to be checked on a biweekly basis. For example pressure vessel certificates usually require annual renewal so there is no point
in continually checking that the certificate has not expired.
The frequency of checks should be suited to need i.e. more regularly where deterioration is more rapid.
2. The consultant can advise on the most appropriate method of initially drafting checklists in each area
and on the required frequency of checks. Advice is required also on the criteria against which checks
should be made.
3. The introduction of inspections should include an explanation of their purpose and the expectations on
managers to maintain the system.
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2.9 ELEMENT: EMPLOYEE SELECTION (25)
1. OH&S job standards developed for all work groups and all levels. (10)
2. OH&S job standards applied to new and transferring employees and to internal appointments. (5)
3. OH&S job standards statements responsive to job changes and changing OH&S knowledge. (10)
Appropriate personal attributes are important in all jobs. Certain aspects of them become particularly
important where the conduct of the task is important for the control of risk or alternatively the job involves
some responsibility for the management of hazardous work. Particular attributes of significance in risk
control are skill, experience and general health and fitness. Certain minimum standards of these will be
required to ensure that the person is capable of operating safely within the workplace.
Selection should be based upon essential minimum standards. Selection standards should be applied to
both new and transferring employees and when an internal appointment is being made. It is important that
the statements should reflect the developing health and safety requirements of the work and remain at all
times relevant to them.
These selection standards are also useful in rehabilitation (see Element 2.18). All jobs standards should be
written and should be available within both the operating department and the personnel department.
Medical advice should be sought to determine the health requirements of each job, (see Element 1.4
OH&S coordinator)
The purpose of induction (see Element 2.10) is to bring the employee up to a level of skill and fitness
necessary to the safe carrying out of the work.
2.9 ELEMENT: EMPLOYEE SELECTION (25)
GUIDELINES
1. Required selection standards can be developed from the results of surveys (Elements 2.4 Physical risks
survey, 2.5 Work environment measuring & monitoring, 2.6 Work practices review), occurrence
investigations (Element 2.15) and Safe Work Practices (Element 2.7) as each of these draw attention to
essential work practice, skill, experience and physical requirements.
2. Where written job standards have not previously been available the coordinator should encourage their
development initially in high-risk areas. The consultant can assist by drafting standards which can be used
as a model for others.
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2.10 ELEMENT: INDUCTION or ORIENTATION (30)
1. Written induction topics for all work groups and all levels. (5)
2. New and transferring employees inducted. (5)
3. Induction topics periodically reviewed. (5)
4. Refresher training in general OH&S topics. (5)
5. Safe Work Practices training Program implemented. (10)
Induction or Orientation is important in determining a new person’s overall attitude to the organisation.
This attitude may be a significant influence on the employee’s willingness to assimilate the health and
safety knowledge and skills which are required. Induction should therefore convey the message that the
organisation manages its work (and in particular health and safety) in a serious-minded manner. Induction
into the department in which the employee will work is important to provide her/him with a detailed
understanding of the function and organisation of the department.
This is the department’s opportunity to ensure that the employee is positively disposed towards
contributing to and complying with the requirements of the OH&S Program. Detailed departmental
induction, particularly where complex tasks are a part of a department’s operation, can directly influence
operational safety. Experience rapidly reinforces the general induction into the organisation and the
department.
Relevant information concerning the company’s OH&S policy, roles and responsibilities, occurrence
reporting, first aid, fire and emergency procedures should be included. Such induction should be provided
to people at all levels in the organisation and be tailored to their role in the OH&S Program. Provision
should be made to periodically provide refresher training in these topics. The induction Program includes
also training in SWP’s which the employee needs to know (see Elements 1.16 Task training plans and
records and 2.7 Safe Work Practices). Until this training is completed the new employee should work
under close supervision.
Induction should be provided at all levels in the organisation.
2.10 ELEMENT: INDUCTION OR ORIENTATION (30)
GUIDELINES
1. The coordinator (with the Safety Projects International Inc. consultant if necessary) should develop
guidelines for the whole organisation and for each department on the general OH&S matters to be
included in induction. The coordinator may also need to provide materials to assist the induction process.
2. Coordinators should be conscious that too much information provided over too short a period of time
may produce an adverse reaction on the part of employees or be counter-productive in an educational
sense. Some items of induction may need to be provided as soon as employees arrive and before they start
work. On the other hand, other material can be presented over a period of time without any disadvantage.
3. Compliance with required task methods will depend substantially on the effectiveness with which they
are communicated during the induction period. It is the intention of Element 1.15 (Manager and supervisor
training) to develop appropriate and necessary training skills in those who will be carrying out such
induction and training.
4. The coordinator should ensure through the development of statements of responsibilities or other
appropriate means that task training is carried out on new and transferring employees or whenever any
substantial changes to the workplace or practices occurs.
5. The coordinator may find it useful to occasionally seek comment from people who have been through
the induction process, particularly the OH&S aspects of it, to monitor the effectiveness of induction. It is
suggested that a complete review of induction topics be carried out at least annually.
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2.11 ELEMENT: EMPLOYEE TERMINATION PRACTICES (20)
1. Termination interviews conducted. (7)
2. Termination medical examination. (7)
3. Management follow-up of interview results. (6)
The objective is to assess the relevant health status of the employee prior to departure. Relevant aspects of
health are those which could have been affected by the hazards in the tasks in which the employee was
engaged. For example, a termination audiometric test should be carried out for personnel exposed to
significant noise levels.
Element 2.12 (Occupational health monitoring) should provide the basis for these tests. The purpose of the
termination interview is to particularly seek the employee’s observations concerning the OH&S Program.
The organisation may have other reasons for wishing to conduct such an interview. The occupational
health adviser(s) (See Element 1.5) should assist in the development of termination practices.
2.11 ELEMENT: EMPLOYEE TERMINATION PRACTICES (20)
GUIDELINES
1. Medical examinations may be required if the employee has been exposed to any of the following
hazards:
• Noise and vibration;
• Toxic chemicals (liquid or airborne);
• Electromagnetic radiation (either ionizing or non-ionizing);
• Significant physical work load (‘heavy’ work, repetitive work, work with awkward postures).
2. The coordinator should ensure that responsibilities for termination interviews are appropriately assigned
(see Element 1.2 Responsibilities, authorities & duties).

VERSION 1.1 for Discussion

| 22 January 2015 | ©2015 Moose Inc. & Safety Projects International

Page 46 of 97

2.12 ELEMENT: OCCUPATIONAL HEALTH MONITORING (20)
1. Regular medical review of all personnel. (7)
2. Exposures requiring health monitoring identified and documented. (6)
3. Health monitoring Program for exposed personnel. (7)
The purpose of occupational health monitoring is primarily to ensure that any monitoring requirements of
specific health hazards associated with occupation are satisfied. Secondarily, it is to maintain a
surveillance of the general health of employees. The monitoring Program should extend to all employees
from the chief executive downwards.
Health reviews should be routine and Programed and the results documented. The particular tasks or work
groups requiring specific health monitoring are those covered by Statutes (e.g. lead, asbestos, silica dust,
radiation) and those identified by surveys (Elements 2.4 Physical risks survey, 2.5 Work environment
measuring & monitoring, 2.6 Work practices review).
2.12 ELEMENT: OCCUPATIONAL HEALTH MONITORING (20)
GUIDELINES
1. General health review should probably take place on an annual basis.
2. Particular health monitoring requirements will be at a frequency determined by the applicable
regulations or good practices as recommended by the occupational health adviser(s) (Element 1.5).
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2.13 ELEMENT: OCCUPATIONAL HEALTH RECORDS (20)
1. First-aid and/or health center records maintained. (5)
2. Health monitoring records maintained. (5)
3. Occupational history records maintained. (5)
4. Work group health hazards identified and recorded. (5)
Occupational health records are maintained for two main reasons. The first and most important is the
facilitation of research within the organisation into the recognition of at-risk work groups. The second is to
ensure that legal requirements are satisfied. That is, legislation exists in many States requiring such
records to be kept. It is also important to maintain comprehensive records for medical/legal reasons.
In particular, records are required of first aid treatments or health center visits as well as the results of
required health monitoring. (See Element 2.12) Further records are required to satisfy the need to identify
health risks and these are occupational history of individuals and a record of the health hazards to which
particular work groups are exposed.
2.13 ELEMENT: OCCUPATIONAL HEALTH RECORDS (20)
GUIDELINES
1. First aid and health center visit records should be collected to the requirements of the local regulations.
2. Basic personnel records should be kept as follows:
Name, address, birth place and date, next of kin;
Gender, job classification;
Date, reason and duration of absences from work.
3. Personnel records should include an identification of the occupational history of individual employees
by period and location of work and work group in such a way that this can be correlated with a listing of
work group health hazards.
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2.14 ELEMENT: OCCURRENCE REPORTS (20)
1. Lost time injury reporting procedure established. (5)
2. Reporting obligations satisfied. (5)
3. First-aid and/or health center activity reports. (5)
4. Damage and no-injury occurrence reporting procedure established. (5)
Occurrence reports are a necessary measure of the success of both the rail and OH&S Program. Routine
reports to responsible managers include minor injuries reported to first aid or health center, lost time
injury/damage and no-injury occurrences.
The system must ensure that statutory obligations to report occurrences to the relevant government
department are satisfied. Workers’ compensation insurance policies may also require the maintenance of
records and the notification to the insurer of all reported injuries.
A further purpose of reporting is to establish a suitable basic level of documentation of occurrences to
satisfy possible future litigation needs for factual data.
No-injury occurrences (‘near-misses’) are required to enable suitable preventive action to be taken.
Damage reports will be required for similar reasons when the objectives of the organisation include
damage control.
Reports should include the results of investigations (see Element 2.15 Occurrence Investigations).
2.14 ELEMENT: OCCURRENCE REPORTS (20)
GUIDELINES
1. In the design of the reporting system consideration needs to be given to the following:
a. Responsibility for the development of reports;
b. The circulation route for reports;
c. The responsibility for taking action on reports, including reporting to government departments and
reporting to insurers.
2. Statutory and insurance reporting obligations should be established at an early stage in the design of the
reporting system and should be given particular attention by the coordinator.
3. The coordinator may need to consider the design of special proforma for reports and the training of
personnel in the use of the reporting system. The coordinator will also need to periodically monitor the use
of the system.
4. First aid/health center activity reports can be simple summaries of the total number of treatments and
types of injuries and include a commentary of any noticeable trends or other items of significance.
5. The lost time injury reporting procedure will be the backbone of the reporting system. A Safety Projects
International Inc proforma is available for use if required. The no-injury occurrence report can be made on
the same proforma. It may be necessary to develop a special proforma for damage reports.
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2.15 ELEMENT: OCCURRENCE INVESTIGATIONS (25)
1. Responsibilities defined. (5)
2. Investigation skills maintained. (5)
3. Periodic expert and management review of investigation standards. (5)
4. Preventive action follow-up procedures established. (5)
5. Damage and no-injury occurrence investigations undertaken. (5)
The purpose of investigation is to record factual data about the occurrence and develop a good
understanding of what it was and how it happened so that decisions regarding necessary preventive action
can be made. Preventive action includes what is necessary to ensure that this particular occurrence does
not take place again and that required to reduce the likelihood of similar occurrences taking place in other
parts of the organisation.
Action decisions require statements regarding changes to equipment design, the physical environment,
work methods, selection and training management practices.
Effective investigation requires some skill related to the particular occurrence and injury being
investigated. It is usually not practical for ‘experts’ to investigate all cases. Those carrying out the
investigation will benefit from the provision of investigation guidelines for common occurrences.
The standard of investigation and action recommendation made and the extent to which these are followed
through in practice must be periodically reviewed to ensure that the investigation system is working
effectively.
2.15 ELEMENT: OCCURRENCE INVESTIGATIONS (25)
GUIDELINES
The following general comments may assist coordinators to set up an effective investigation system.
1. Investigations should be contributed to by personnel close to the occurrence e.g. the injured person,
witnesses, other people who have performed the same work, supervisors.
2. The responsibility for the investigation is preferably to be vested in a responsible person familiar with
the overall management of the section but sufficiently remote from the work being done to not feel some
element of blame. It is particularly important that investigations do not become a means of establishing
who was ‘at fault’. Such an atmosphere will rapidly ensure that practical and useful results are not
obtained from the investigation.
3. The minimum requirement for an investigation is that all relevant facts should be gathered and
statements taken. Photographs should be taken wherever possible and used to record details. At this
minimum level the investigator must be satisfied that the occurrence is described in accurate and factual
detail and is consistent with all aspects of the event, particularly the resulting injury or damage (if any). If
greater in depth investigation is required it can probably be carried out later by an appropriately qualified
specialist.
4. The investigator should ensure that practical preventive actions are identified for the particular case and
decide who is needed to authorize such action. The investigator should also give careful consideration to
the subsequent actions required of the organisation to establish the existence of similar risks elsewhere and
develop a plan of action aimed at preventing repeat occurrences.
5. The investigator’s report should be reviewed by the coordinator to ensure that any expert advice that
appears to be indicated is obtained. The report should also be directed to others in the organisation
affected by the proposed actions. To prevent the report becoming a graveyard of good action plans the
investigation and reporting procedure should ensure that the proposals are followed through and if
necessary documented (Element 1.13 Documentation and evaluation of risks) and included in risk control
inspections (Element 2.8).
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2.16 ELEMENT: OCCURRENCE DATA COLLECTION (25)
1. Measures of lost time injuries, days lost and insurance costs routinely reported. (5)
2. Systematic data handling methods available. (5)
3. Classification of accident and injury data by trained personnel. (5)
4. Filing of occurrence reports. (5)
5. Damage and no-injury occurrences included in data collection. (5)
The objectives are to obtain the data from which trends can be seen and ensure that the information
contained in reports and investigations is accessible for research and other purposes. The handling of
specified data from occurrence reports should be systematized to facilitate analysis and recall of the data.
Many organisations make use of microcomputers but effective paper systems can also be developed.
Occurrence (accident) and injury information needs to be classified (i.e. categorized) to enable summaries
and analyses to be made. Without classifications, trends and the nature of problems cannot be identified.
Reports also contain a great deal of raw data which is useful in research into preventive measures.
The data may also be necessary for insurance or legal purposes. Consequently a suitable filing system is
required which facilitates recall and research. As occurrence information is systematically obtained and
developed (Elements 2.14 to 2.17 inclusive) the organisation will wish to include no-injury and damage
occurrences in the data collection.
2.16 ELEMENT: OCCURRENCE DATA COLLECTION (25)
GUIDELINES
1. The type of data items to be collected depends upon the national requirement published from time to
time. The organisation should ensure that its data collection is compatible with these requirements. As a
minimum, the organisation should arrange to collect the following items:
• Occurrence type (similar to accident type),
• Injury type,
• Bodily site of injury.
The classifications of these items will be published from time to time in NSCA data sheets. The consultant
can provide training in the use of the classifications and the coordinator should ensure that classifications
are only done by a trained person. Other simple items of data which may be required include age, gender,
occupation, industry classification and date of occurrence.
The organisation should also record a measure of injury severity (e.g. minor, lost time, fatality), work
hours performed during a given period, location of occurrence and a narrative describing the events in the
occurrence and the circumstances of it.
2. It is advantageous to also collect measures of days lost from work and compensation dollar costs.
Collection of days lost enables a measure to be made of the effectiveness of rehabilitation efforts (see
Element 2.18). The collection of compensation dollars enables the effectiveness of claims management to
be measured (see Element 2.19).
The collection of these two items of data can be on the ‘year of occurrence’ basis or a ‘roll over’ basis. The
year of occurrence method allocates the days or costs to the year in which the occurrence took place. The
roll over basis allocates days and costs to the year within which they are themselves incurred. The 5-Star
Railway System Performance Index is calculated on the ‘roll over’ basis.
3. The collection of days lost and compensation costs results in a greater complexity because both of these
are changing on a regular basis. It is possible to collect the data successfully using manual systems but it is
often more efficient to make use of computers.
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2.17 ELEMENT: OCCURRENCE DATA ANALYSIS (25)
1. Listings of reported occurrences by division/department produced. (8)
2. Reports analyzing lost time occurrences and injuries, days lost and insurance costs available. (9)
3. Damage and no-injury occurrences included in reports. (8)
The number and severity of occurrences is an important measure of the size of the passenger and OH&S
problem and can be used to indicate the effectiveness of the OH&S Program as well as to direct its efforts
at significant problems.
The purpose of analysis of occurrence data is to provide useful information to those contributing to and
managing the OH&S Program. This ranges from simple listings of cases to analysis of types of injuries
and occurrences and should include damage and no-injury occurrences when that data is available.
The 5-Star System grading requires calculation of an index (the Performance Index) which includes both
frequency and seriousness of occupational injury.
2.17 ELEMENT: OCCURRENCE DATA ANALYSIS (25)
GUIDELINES
1. Reports from a data collection can be one of the following:
a. Raw data from the collection in the form of simple lists of cases. The simplicity is useful for managers
particularly to keep their awareness of current lost time cases at a high level;
b. Reports which summarize and analyze the data in the collection. These reports are valuable for the
identification of trends. Details are provided in (3) below;
c. Reports which interpret the information contained in summary and analysis so that a manager does not
personally spend time working out the implications of summary and analysis reports. Wherever possible
the coordinator should ensure that brief interpretations accompany every report which is sent out;
d. Reports in which the coordinator not only interprets the information but makes an action
recommendation to the relevant manager. Obviously if the action requirements are neither discussed nor
decided the total effort involved in the collection and reporting of data has been wasted.
The coordinator should carefully consider the frequency with which different types of reports should be
made to avoid the system being discredited by constantly providing managers with information which has
not significantly changed from the last report.
2. Calculations are required of frequency rate and duration rate. Trends of these rates over time should be
graphed following the provided guidelines. The Performance Index will need to be calculated prior to a
grading by the NSCA, following guidelines which will be provided.
3. Listings. Regular listings of recent occurrences and of active claims (see Element 2.19 Claims
management: employees) should be provided to managers for the areas under their control. These listings
should include as a minimum the following items of data: claim number, date of occurrence, name,
department, supervisor’s name, nature of injury, type of occurrence or nature of work being undertaken,
total of payments made, underwriters’ estimate of claim magnitude.
4. Performance Reports: These measure the size of the health and safety problem in terms of numbers of
cases, the days lost, compensation and other charges and by derived indices such as frequency rate,
severity rate and duration rate. These reports should be developed for each area of responsibility in the
organisation. Time trends should be developed in accordance with the Safety Projects International Inc.
data sheet.
5. Analysis Reports. These reports measure the nature of the health and safety problem as well as enabling
the organisation to target in on the most serious components of the problem. Matrix-style reports are
required of occurrence and injury type. They may be made up also to show the relationship between
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occurrence type and bodily site or injury type and bodily site. Within the matrix any required measure of
seriousness can be included such as numbers of cases, days lost, dollar costs, frequency rate etc.
It is important to maintain the association between these different types of data through the use of the
matrix and not to simply produce lists of occurrence types and injury types etc. If the data is kept in the
matrix style it is much more helpful for identifying the nature of the problem and deciding on approaches
to reducing it. The coordinator will particularly find these reports helpful in recommending action
objectives for the Program (see Element 1.6 OH&S Program objectives).
6. Performance reports should be produced by the organization’s pay department so that they do not
become a time-consuming clerical task for the coordinator.
7. The coordinator should periodically review the reports to critically appraise the progress of the OH&S
Program development. Recommendations for changes of emphasis and strategy should result. See
Element 1.8 (OH&S Program control).
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2.18 ELEMENT: REHABILITATION PRACTICES (35)
1. Written rehabilitation policy and responsibilities. (8)
2. Employee contact maintained. (9)
3. Liaison with treating doctor. (9)
4. Alternative work: planning, arrangement and utilization of. (9)
Rehabilitation may be defined as ‘the restoration of the victims of occupational ill-health to the fullest
physical, mental, social, vocational and economic usefulness of which they are capable. It is a process
which begins at the moment of injury or ill health and continues until the worker is as fully restored as
possible.’ (ACTU Occupational Health and Safety Policy— 1985)
The policy and responsibilities defined by the organisation will define the motives and methods of
rehabilitation. Rehabilitation is a cooperative process which should be developed in conjunction with
employee representatives. Rehabilitation is primarily an activity requiring cooperation between the
organisation and the injured person with medical review and guidance. It requires the support and active
involvement of the employee’s immediate supervisor. In the majority of cases the active encouragement of
the organisation is necessary to the employee. In some cases the demands of work and the medical
requirements for rehabilitation are consistent and the work can be used as a part of medical rehabilitation.
The occupational health adviser (See Element 1.5) plays an important role in rehabilitation.
2.18 ELEMENT: REHABILITATION PRACTICES (35)
GUIDELINES
1. The coordinator should ensure that the policy (Element 1.1) contains a statement of the commitment of
the organisation to a rehabilitation Program whose objective is the health and welfare of the employees.
3. The assignment of responsibilities and duties and the development of associated training and systems
should be directed at ensuring primarily that:
a. The organisation is alerted to the need for rehabilitation as soon as an incapacitating injury has
occurred;
b. Personal contact (i.e. someone who knows the employee such as the immediate supervisor) is
maintained at all times with the employee;
c. The occupational health adviser communicates with the treating doctor;
d. Return to work duties are suited to the employee’s medical, physical, psychological, and social and
stamina requirements. Establishing this may require medical or other expert guidance. Advice can be
obtained from the Safety Projects International Inc. consultant;
e. Contact and work review is maintained for a suitable period of time after the employee returns to work.
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2.19 ELEMENT: CLAIMS MANAGEMENT: EMPLOYEES (20)
1. Claims files maintained. (6)
2. Underwriter’s claims estimates available. (7)
3. Communication with underwriters on progress of rehabilitation. (7)
The management of claims is an important activity for the organisation. The effort required should be
consistent with the significance of the workers’ compensation premium to the organisation. The purpose of
claims management is to:
• ensure that the insurance contract requirements are satisfied;
• maintain documentation which may be required in the event of litigation;
• ensure that the underwriter is provided with detailed information to facilitate accurate setting of claims
‘estimates’.
Claims management and rehabilitation (Element 2.18) are closely related activities. The claims
management process also provides input to the occurrence data collection (Element 2.16).
2.19 ELEMENT: CLAIMS MANAGEMENT: EMPLOYEES (20)
GUIDELINES
1. Coordinators should obtain statements of compensation insurance policy requirements and ensure that
the notification and record keeping requirements of the policy are satisfied.
2. Compensation files should include investigation reports (Element 2.15), rehabilitation records (Element
2.18) such as letters and file notes relating to rehabilitation progress, copies of doctors’ reports and similar
relevant documents.
3. Claims listings are required under Element 2.17 (Occurrence data analysis).
4. The coordinator should ensure that up-to-date claims estimates are available to the organisation as soon
as possible after underwriters have reviewed them.
5. Regular meetings (at least quarterly) should be held with the underwriter to discuss claims. The
discussion should center on rehabilitation progress, payments made, claims estimates and the progress of
any litigation. These meetings should be held prior to the underwriter reviewing claims estimates.
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2.20 ELEMENT: CLAIMS MANAGEMENT: CONTRACTORS (10)
1. Requirement for contractors to advise regarding claims made against them. (4)
2. Investigation and documentation of contractor claims. (3)
3. Liaison with contractors on management of claims. (3)
Under certain circumstances, organisations can be liable for injuries to contractors and contractors’
employees. The purpose of this Element is to maintain an appropriate level of surveillance and control of
claims made against contractors by their employees and claims made by contractors against the
organisation.
The approach to contractor claims management is similar to that detailed in Element 2.19 (Claims
management: employees), and it interfaces with Element 2.23 (Contractor OH&S Program).
2.20 ELEMENT: CLAIMS MANAGEMENT: CONTRACTORS (10)
GUIDELINES
1. The coordinator should establish the extent of any legal obligations to contractors and contractors’
employees. These obligations may arise through insurance policy wordings, formal or informal contracts,
statutory requirements or common law requirements.
2. The coordinator should assess or cause to be assessed any written contracts used by the organisation for
these purposes to ensure that they are consistent with the legal requirements and that any claims
management implications are understood and acted upon.
3. An appropriate claims reporting requirement should be developed as necessary and included in future
contracts. A claims reporting system will then need to be set up and monitored.
4. When and if claims arise the management of them should follow the system set up for the management
of employees’ claims under Element 2.19.
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2.21 ELEMENT: CLAIMS MANAGEMENT: PUBLIC (10)
1. System for recording claims and potential claims. (2)
2. Investigation and documentation of circumstances. (3)
3. Procedures for liaising with claimants and potential claimants. (3)
4. Availability of legal advice. (2)
It is inconsistent for an organisation with a good OH&S Program not to be concerned with the health and
safety of the public either on its premises or due to its operations.
The purpose is to ensure:
• The requirements of public liability insurance policy wordings are satisfied;
• Complaints or claims made against the organisation are appropriately managed. This activity interfaces
with Element 2.24 (Public health and safety: visitors).
2.21 ELEMENT: CLAIMS MANAGEMENT:PASSENGERS & PUBLIC (10)
GUIDELINES
1. The coordinator should establish the extent of public liability insurance policy wording obligations and
ensure that the development of a claims management system is consistent with these.
2. The development of a suitable recording system will require consideration of:
a. Who is likely to see an occurrence or be contacted in the event of an occurrence to a member of the
public?
b. The development of a suitable proforma for the use of such people to ensure that necessary preliminary
details are satisfactorily recorded.
c. The training requirements of these people insofar as the use of the form is concerned and also any
discipline which may be required in verbal communication with the involved member of the public.
3. The coordinator should establish a system of appropriate responsible officers who can receive a
notification of a (potential) public liability occurrence and ensure that such personnel instigate any
necessary investigation.
4. An officer in the organisation needs to be identified who is responsible for liaising with members of the
public who have been involved in a potential public liability occurrence and also for reacting to any claims
which may arise.
5. The coordinator should ensure that the organisation has access as needed on a claim by claim basis to a
solicitor who is able to provide appropriate advice.
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2.22 ELEMENT: OH&S COMMITTEE (30)
1. Written statement of role, objectives and terms of reference. (7)
2. Education and training: needs identified and satisfied, maintained. (8)
3. Acceptable meeting practices: frequency, attendance, minutes. (7)
4. Periodic assessment of role, objectives and effectiveness. (8)
The purpose of an executive level OH&S Committee is to:
• establish the organization’s OH&S Program objectives;
• develop an overall strategy and necessary action plans;
• assess and make recommendations on risk control proposals involving significant costs;
• resolve OH&S disputes;
• provide overall support to the OH&S Program.
The operation of the committee should be consistent with Element 1.3 (employee involvement and
consultation). It is to be expected that the committee would operate at an executive level in the
organisation.
In organisations which do not have established operational and coordinating meetings which can be used
for the purpose of OH&S Program management (See Element 1.3) a need will exist for OH&S committees
to be structured at lower levels through the organisation. These committees would, within their own scope,
have a similar purpose to the executive committee. Committee members will require an appropriate level
of training (see Element 1.17 Specialist training) in the structure of the OH&S Program, relevant legal
issues and technical aspects of the hazards involved in the operation of the organisation.
As communication and coordination is an important aspect of the committee’s role it is important that
suitably formal meeting practices are adopted.
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CATEGORY 3: HOUSEKEEPING AND WORKING ENVIRONMENT
TOTAL SCORE 290
THIRTEEN ELEMENTS
3.1 Buildings, Stations, structures and fences
3.2 Pollution control equipment
3.3 Employee facilities
3.4 Essential access & egress to facilities & equipment
3.5 Traffic ways, clearways, & general access (internal)
3.6 Traffic ways, clearways & general access (external)
3.7 Cleanliness (internal)
3.8 Cleanliness (external)
3.9 Waste & refuse removal
3.10 Notices & Signs
3.11 Color coding: plant & pipelines
3.12 Lighting
3.13 Area ventilation
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3.1 ELEMENT: BUILDINGS, STRUCTURES AND FENCES (20)
GUIDELINES
1. Buildings. Visual structural checks should be made on a routine basis. Particular consideration should
be given to the soundness of wire meshing underneath fragile roofs. Consideration should also be given to
the need for special structural inspections by suitably qualified people where inexpert visual observation is
inadequate (e.g. the tracks and support for large sliding doors) and structures are exposed to a corrosive or
vibrating environment.
2. The coordinator should, with the assistance of the Safety Projects International Inc. consultant as
necessary, develop site plans with relevant checkpoints noted on them. Checks should be made on a
routine basis and documented on the site plans.
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3.2 ELEMENT: POLLUTION CONTROL EQUIPMENT (25)
1. Control equipment: preventive maintenance Program. (7)
2. Control equipment: routine documented checks on function. (6)
3. Effluent monitoring. (6)
4. Discharge licenses current. (6)
It is inconsistent for an organisation with a good OH&S Program not to demonstrate the same degree of
concern over environmental matters. Consideration needs to be given to both licensed discharges
(typically chemicals) as well as non-licensed discharges (typically noise). The organisation should
maintain a documented maintenance Program and documented checks on pollution control equipment
function.
3.2 ELEMENT: POLLUTION CONTROL EQUIPMENT (25)
GUIDELINES
1. The coordinator should establish what pollutants exist in the organisation and what maintenance and
other checks are currently being done and by whom. Research should be carried out to establish if current
activities satisfy the requirements of good practice.
2. The coordinator should ensure that all activities are appropriately documented. Where the current level
of activity appears to be deficient the coordinator should make recommendations for upgrading of
inspection and maintenance to the desired standards.
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3.3 ELEMENT: EMPLOYEE FACILITIES (25)
1. Hygiene standards. (5)
2. Safety standards. (5)
3. Compliance with legal requirements. (5)
4. Documented checks relevant and complete (5)
5. Evidence of effective management follow-up of checks. (5)
This element draws attention to the safety and hygiene standards of lunchrooms, change rooms, sports
facilities and similar. Risks can arise from a lack of attention to hygiene details, from steps and flooring,
from heaters and other electrical appliances and from vermin. In some particular industries (e.g. the lead
industry) there are statutory requirements relating to the provision of clean areas, lunchrooms and clean
work clothing. In some Provinces there are regulations requiring that lunch areas be separated from
working areas.
Element 2.8 (Risk control measures: inspection & maintenance) requires documented checks of hazard
control measures. The frequency and standard of documentation of checks on employee facilities and the
effectiveness of management follow-up of these checks is the concern of this Element.
3.3 ELEMENT: EMPLOYEE FACILITIES (25)
GUIDELINES
1. The coordinator should establish which regulations apply to employee facilities. The coordinator should
then establish the extent to which existing facilities comply with regulations and report any
noncompliance to the relevant responsible managers.
2. The coordinator should ensure that the system of checks established under Element 2.8 (Risk control
measures: inspection and maintenance) includes the safety and hygiene standards of employee facilities.
The assistance of the occupational health adviser and the consultant should be sought at this stage.
Typical safety items would include a check on the electrical condition of equipment such as urns, kettles,
ovens, heaters, refrigerators, radios etc. Also floor surfaces and steps (especially near showers and other
wet areas) will need to be considered. See also Elements 5.5 (Gravitational hazards) and 5.7 (Electricity).
Hygiene items will include the condition, ventilation and cleaning methods of toilets, showers, wash
basins, canteens and lunchrooms and similar as well as vermin control measures.
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3.4 ELEMENT: ESSENTIAL ACCESS AND EGRESS TO FACILITIES AND EQUIPMENT (25)
1. Building occupancy in compliance with regulations. (4)
2. Emergency equipment accessible and visible. (4)
3. Exit doors accessible, marked and unlocked. (4)
4. Essential access/egress routes clear of stored material. (4)
5. Documented checks relevant and complete. (5)
6. Evidence of management follow-up of checks. (4)
The purpose is to ensure that the number of people within buildings and facilities does not exceed any
statutory limitations which may exist in relation to the building size and type of use and that emergency
equipment remains accessible at all times. The establishment of emergency plans and equipment is the
subject of Category 4. Detailed check points will be incorporated in the checklists developed under
Element 2.8 (Risk control measures: inspection and maintenance), the relevance and use of which are
reviewed here.
3.4 ELEMENT: ESSENTIAL ACCESS AND EGRESS TO FACILITIES AND EQUIPMENT (25)
GUIDELINES
1. The coordinator should establish from building regulations what requirements exist for the provision of
access and egress and what limitations are imposed upon building occupancy. A report on compliance of
the actual facilities with these requirements should be made and presented to the relevant responsible
manager.
2. The coordinator should ensure that the system of checks established under Element 2.8 (Risk control
measures: inspection and maintenance) includes checks on firefighting equipment, other emergency
equipment, exit doors and access/egress routes.
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3.5 ELEMENT: TRAFFICWAYS, CLEARW&YS AND GENERAL ACCESS (INTERNAL) (20)
1. Aisles; marking and compliance. (4)
2. Floor surface condition acceptable. (4)
3. Control of access to operating areas. (4)
4. Documented checks relevant and complete. (4)
5. Evidence of management follow-up of checks. (4)
The purpose is to ensure that traffic ways for pedestrians and mobile equipment remain clearly marked
and complied with, that control over pedestrian access to operating areas is established and maintained
and that surface conditions are suited to their usage. Any necessary detailed checkpoints arising out of this
will be incorporated in checklists developed under Element 2.8 (Risk control measures: inspection &
maintenance), the relevance and use of which are reviewed here.
3.5 ELEMENT: TRAFFICWAYS, CLEARWAYS AND GENERAL ACCESS (INTERNAL) (20)
GUIDELINES
1. Floor surfaces. The relevant features of surfaces are their traction and uniformity (i.e. lack of significant
holes and bumps). Traction can be adversely influenced by contamination (powder, free particles, and
liquids). Detailed information concerning traction should be sought where necessary from the consultant.
Holes and bumps are significant if they are such a size and depth/height that a pedestrian could stumble or
trip. They are also significant if they are so sized that they can adversely affect the stability of mobile
equipment such as forklift trucks or result in significant bouncing which can have adverse vibration effects
on the human spine (see Element 5.5 Gravitational hazards and 5.6 Noise & vibration).
2. The coordinator should seek the assistance of the consultant in establishing the adequacy of existing
aisle layout and marking and restrictions placed on pedestrian access to hazardous operating areas. As
necessary, a report should be prepared to the appropriate responsible manager.
3. The coordinator should ensure that any necessary checks required to maintain aisle markings and other
forms of control are included in the checklists developed under Element 2.8 (Risk control measures:
inspection & maintenance).
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3.6 ELEMENT: TRAFFICWAYS, CLEARWAYS AND GENERAL ACCESS (EXTERNAL) (20)
1. Roadways and standing areas: marking and compliance. (4)
2. Ground surface condition. (4)
3. Organisation of external storage. (4)
4. Documented checks relevant and complete. (4)
5. Evidence of management follow-up of checks. (4)
Properly organized external traffic ways and storage are a prerequisite for safe operations and for the
implementation of emergency procedures. The purpose of this Element is to ensure that consideration is
given to the adequacy of external site organisation and condition and to ensure that appropriate
checkpoints are included on the inspections developed under Element 2.8 Risk control measures:
inspection & maintenance.
3.6 ELEMENT: TRAFFICW&YS, CLEARWAYS AND GENERAL ACCESS (EXTERNAL) (20)
GUIDELINES
1. Ground surfaces. Refer to guidelines under Element 3.5 Traffic ways, clearways & general access
(external).
2. The coordinator should seek the assistance of the consultant to review the adequacy and condition of the
site organisation. A report should be prepared and presented to the appropriate responsible manager
following this review.
3. The coordinator should, with the assistance of the consultant, itemize those features of external traffic
ways and site organisation which require regular checking for inclusion in the inspections established
under Element 2.8 Risk control measures: inspection and maintenance.
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3.7 ELEMENT: CLEANLINESS (INTERNAL) (20)
1. Lack of accumulated waste arid refuse. (7)
2. Lack of spills and leaks. (7)
3. Routine clean-ups. (6)
Waste and refuse can readily accumulate in areas which are not commonly used such as corners, shelves,
under benches and in storerooms. If entirely uncontrolled this can encroach on operating areas and lead to
cramped conditions and associated risks. It can also gradually increase the fire loading of the area if not
properly controlled. Spills and leaks of liquids are also of general housekeeping concern due to the
possibility of slips and/or fire resulting from them. It is to be expected that an organisation will have some
means of routinely moving accumulated wastes and refuse and either removing the cause of spills and
leaks or diverting them from pedestrian thoroughfares.
3.7 ELEMENT: CLEANLINESS (INTERNAL) (20)
GUIDELINES
1. Waste and refuse accumulation should be sought in areas such as workshops, stores, employee facilities,
on overhead storages, and underneath work benches. Particularly in areas of high traffic and where
flammable fluids are being used, ingrained contamination of floor surfaces should be detected. Persistent
leaks should be documented in an appropriate way to bring them to the attention of the responsible
managers. Leaks can either be controlled at source by improved design or more regular maintenance or
removed from areas where they can cause harm or alternatively the path that the leaking fluid takes can be
diverted by using trays, pipes or grooves cut in the floor leading to drains.
2. The coordinator and consultant should assess the achieved internal cleanliness standards of the
organisation and report as necessary to the relevant responsible managers.
3. The coordinator should develop checklist items for inclusion in inspections developed as part of
Element 2.8 Risk control measures: inspection & maintenance.
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3.8 ELEMENT: CLEANLINESS (EXTERNAL) (20)
1. Lack of accumulated waste and refuse. (7)
2. Lack of unnecessary foliage around buildings. (7)
3. Routine clean-ups. (6)
The problems of external waste and refuse are largely similar to those of internal waste and refuse.
However, apart from the overall poor public impression, accumulated waste can lead to hygiene and
pollution problems as well as interfering with emergency procedures.
3.8 ELEMENT: CLEANLINESS (EXTERNAL) (20)
GUIDELINES
1. The coordinator should, if necessary with the assistance of the consultant, survey the condition of
external areas and report to the responsible manager(s). In most organisations an annual major clean-up
suffices to maintain the level of accumulated waste and refuse and unnecessary foliage to an acceptable
amount.
2. It may not be necessary to include a checklist item under Element 2.8 Risk control measures: inspection
& maintenance, if the organisation ensures that routine clean-ups take place.
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3.9 ELEMENT: WASTE AND REFUSE REMOVAL (20)
1. Hazardous/incompatible wastes identified. (4)
2. Waste containers suited to waste types and clearly identified. (4)
3. Adequate numbers/sizes of containers and marked locations. (4)
4. Waste collection methods suited to type and quantity of waste. (4)
5. Waste disposal methods comply with legislative and good practice requirements. (4)
Accumulated waste in workplaces can cause unnecessary risk of injury due to falling or bumping into
surrounding equipment. Hazardous wastes can also be either a fire or health risk and require carefully
considered waste collection methods. Adequate simple refuse removal is required to minimize the risk of
disease resulting from poor hygiene. Consideration needs to be given to both waste collection within the
organization and the methods of disposal of the waste. Suitable bulk handling facilities can minimize the
risk of strain injury to personnel involved in the accumulation and disposal of waste and refuse.
3.9 ELEMENT: WASTE AND REFUSE REMOVAL (20)
GUIDELINES
1. Hazardous wastes can be of the following types:
a. toxic chemicals;
b. radioactive materials;
c. flammable and/or spontaneously combustible materials;
d. corrosive/caustic materials.
In deciding on the types of waste containers required, the compatibility of wastes needs to be considered
as well as the compatibility of the waste with the material of the container. Where hazardous wastes exist
it is important that containers be clearly identified and strategically placed. Operating personnel
generating or removing the wastes should be appropriately trained (Element 2.10 Induction).
2. The coordinator and the consultant should survey the existing waste and refuse removal practices and
provide a report to relevant responsible managers containing any necessary recommendations for change
or improvement.
3. The coordinator should ensure that any necessary monitoring of the waste collection and removal
system should be itemized in the inspection checklists developed under Element 2.8 Risk control
measures: inspection & maintenance.
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3.10 ELEMENT: NOTICES AND SIGNS (20)
1. Periodic survey of need and location. (4)
2. Compliance with statutory requirements and standards. (4)
3. Documented sign condition checks relevant and complete. (4)
4. Documented sign compliance checks relevant and complete. (4)
5. Evidence of management follow-up of checks. (4)
Notices and signs are used to:
Identify hazard areas and indicate personal protective equipment requirements;
Provide guidance and instruction;
Indicate the location of fire and emergency equipment and exits etc. In some States there exist statutory
requirements for particular types and locations of signs. Non-statutory signs should comply with the
relevant Australian standard, and wherever possible, be of the symbolic type as these communicate
effectively to people of all nationalities and standards of literacy. The purpose of this Element is to ensure
that sufficient and appropriate signs are available, that their condition is routinely checked and that
compliance with signs is maintained.
3.10 ELEMENT: NOTICES AND SIGNS (20)
GUIDELINES
1. With the assistance of the consultant the coordinator should establish clearly what the statutory
requirements for signs are within the organisation. A survey of compliance with these requirements should
then be made. At the same time the need for non-statutory signs should be assessed as well as the design,
condition and location adequacy of existing signs. The results should be reported to relevant responsible
managers and a Program of improvement instituted where necessary.
2. The coordinator should itemize relevant checks on notices and signs for inclusion in the inspections
developed under Element 2.8 Risk control measures: Inspection & maintenance. These checks should
include the presence, legibility, and compliance with the requirements of the sign.
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3.11 ELEMENT: COLOUR CODING: PLANT AND PIPELINES (25)
1. Color coding policy stated and disseminated. (4)
2. Machinery/equipment and pipelines: compliance with standards. (6)
3. Structures and buildings: compliance with standards. (6)
4. Color code board or signs erected and personnel educated. (5)
5. Color codes maintained. (4)
Particular colors are used for the marking of physical hazards and for the identification of equipment and
facilities. Identification colors are applied to fire and emergency equipment, machinery controls and
hazards, walkways, obstacles, safety equipment and general information signs.
The use of standard colors for these purposes encourages uniform recognition of safety-related features of
the working environment. Employees are warned against hazards and of hazardous areas and are quickly
able to identify safety features. To be effective it is important that all employees understand the meaning
of the colors used. For this purpose color code s should be displayed and an appropriate degree of
employee training instituted.
3.11 ELEMENT: COLOUR CODING: PLANT AND PIPELINES (25)
GUIDELINES
1. Red is used to indicate danger, fire protection equipment and apparatus, stop buttons and emergency
controls. Yellow is used to indicate places where caution should be exercised and to identify cautionary
notices. Green and white are used to indicate the location of safety and first aid equipment other than firefighting equipment. Blue is used where information of a general informative nature is displayed. The
colour shades to be used are detailed in the Australian Standard referred to below. Examples of the
application of these colors are given in the supporting materials. Where pipelines are concerned, colour
coding is usually achieved by colour bands around the pipe or alternatively the same goal is achieved by
labeling the pipe using lettering or transfers to identify the contents of the pipe.
2. The coordinator (possibly with the assistance of the consultant) should survey the existing state of
colour coding in the organisation and report to relevant responsible managers on the significance of
complying with the standards. It is suggested that compliance be brought about firstly in the red coloring,
following on to yellow, green and finally blue. It is to be expected that in an organisation where no
conscious colour coding has previously taken place it will take some time to achieve standardization in the
use of all four colors. The report should outline deficiencies in the use of colour coding and recommend a
practical approach to the development of compliance over a reasonable period of time. The report should
include a draft policy. The policy should express the intent of the organisation to achieve standardized
colour coding by a point in time. Responsibilities will need to be considered for the following personnel:
a. purchasing officers who will need to ensure that the correct colour types are purchased;
b. maintenance staff who will need to understand the application of the colors;
c. engineering and line management who will need to specify appropriate colours on any new items of
equipment, facilities etc.
The report should also detail the need for advisory signs around the organisation, the purpose of which is
to ensure that employees understand the meaning of the colours.
3. The coordinator should ensure that as colour coding is implemented an effective means of maintaining
the colours is developed. This may require a periodic inspection (see for example Element 2.8 Risk
control measures: inspection & maintenance) and some consideration given to methods of ensuring that
the intent of the organisation to use standardized colour coding is maintained over the years.
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3.12 ELEMENT: LIGHTING (25)
1. Internal artificial area illumination levels conform to regulations and standards. (4)
2. Task illumination levels satisfy regulations and standards. (5)
3. External artificial area illumination levels conform to standards as required. (4)
4. Satisfactory availability of daylight illumination. (4)
5. Relevant and complete routine checks on condition of artificial lighting and on window cleanliness. (4)
6. Evidence of management follow-up of checks. (4)
The quality and level of lighting has an important bearing on fatigue, productivity as well as health and
safety. Particularly, poor lighting can lead to an increased incidence of falls and impact injuries as well as
eye and other strains. In some Provinces, regulations require certain levels of illumination in particular
areas or for particular tasks. Standards also provide recommended levels of lighting in particular
circumstances and these should always be complied with. Apart from the critical aspects of lighting, the
organisation should try to achieve a general improvement in both natural and artificial illumination over a
period of time.
3.12 ELEMENT: LIGHTING (25)
GUIDELINES
1. A number of factors affect the quality and level of lighting required. The nature of the task is important;
detailed close work requires higher levels of illumination than simple manual work; night work imposes
different requirements from day work; emergency work may require special consideration. The quality of
lighting depends upon many variables including the existence of glare and shadows, colour, contrast
between inside and outside illumination levels for people who are constantly moving between the two, and
reflection from surrounding surfaces. The level of illumination can deteriorate in time due to luminaries
failing, deteriorating internally or becoming dirty. Diffusers used on luminaries may also become dirty or
be missing. Natural levels of illumination may deteriorate due to dirt accumulation on windows and
translucent panels and due to ultraviolet deterioration of translucent panels.
2. The assessment of lighting levels is a matter which requires some instrumentation and expertise. The
coordinator should seek the advice of the consultant on how best to approach this matter. Very few
organisations have good lighting designs. Consequently, it is suggested that the initial objective of the
survey should be to establish that the organisation complies with the most critical aspects of regulations
and standards relating to illumination. A second objective should be to assess the extent to which existing
illumination levels are adequate with relation to published codes of practice. The coordinator (assisted by
the consultant) can recommend effective approaches to the improvement of lighting quality in the
organisation over a period of time.
3. The coordinator should itemize critical illumination checks which are required and establish these with
the inspections developed under Element 2.8 Risk control measures: inspection & maintenance.
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3.13 ELEMENT: AREA VENTILATION (25)
1. General area ventilation conforms to regulations and standards. (9)
2. Relevant and complete routine checks on condition and use of area ventilation equipment. (8)
3. Evidence of management follow-up of checks. (8)
The purpose of area ventilation is the provision of fresh air in adequate quality and quantity for the
comfort and convenience of the people using the area. Air quantity requirements are laid down in
standards and regulations. Adequate quality of air requires that the incoming fresh air has concentrations
of pollutant substances less than allowable levels and that it is free of disease organisms such as those
associated with Legionnaires ’ disease and Humidifier Fever. Ventilation for the specific control of
thermal, chemical and biological hazards is considered in Category 5. Area ventilation can be provided
either by mechanical systems or by passive features of the facility design (‘natural ventilation’).
3.13 ELEMENT: AREA VENTILATION (25)
GUIDELINES
1. The coordinator should identify and obtain copies of Statutes, Regulations and Standards which relate
to general area ventilation requirements.
2. With assistance from the consultant, the coordinator should develop a plan for surveying the adequacy
of area ventilation throughout the organisation. The following information will be required:
a. Numbers of people occupying workspaces;
b. The type of use of the workspaces;
c. Workspace floor areas;
d. Types of ventilation provided.
3. This survey should target in upon high-density occupancy areas without mechanical ventilation. As
necessary, a measurement survey should be undertaken to assess the quantity of air flow and, in the event
of possible contamination, the existence and quantity of prescribed contaminants. The coordinator should
report any substantial deficiencies to the relevant responsible managers. Decisions may need to be made
on the need for long term improvements to area ventilation conditions.
4. Following from the survey, the coordinator should itemize those features of natural and mechanical
ventilation which require to be checked to ensure that the system’s performance does not deteriorate with
time. These items include the positions of dampers, the blocking of registers, the condition of filters, etc.
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CATEGORY 4: EMERGENCY PLANNING
TOTAL SCORE 220
Five ELEMENTS:
4.1 Medical emergencies
4.2 Fire & explosion
4.3 Security emergencies
4.4 Other emergencies
4.5 Business Continuity Planning
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4.1 ELEMENT: MEDICAL EMERGENCIES (55)
1. Special first-aid requirements assessed and satisfied. (14)
2. Suitable placement and content of first-aid cabinets. (14)
3. First-aid cabinet inventories maintained. (13)
4. First-aid personnel: sufficient in number, specialist training needs satisfied. (14)
Medical emergencies are any acute medical condition which requires immediate intervention prior to the
arrival of medically qualified personnel. The emergency may be a result of an occupational accident or a
health problem which has become acute (e.g. a heart attack). The purpose is to ensure that the organization
has the capability to react adequately to any foreseeable medical outcome of either an accident or any
other type of emergency (e.g. fire, explosion, gas leak etc.). Preparation is adequate if the likely medical
effects of such circumstances have been recognized and adequate facilities provided in the form of firstaid equipment and trained personnel.
4.1 ELEMENT: MEDICAL EMERGENCIES (55)
GUIDELINES
1. Most States have particular regulations regarding first-aid, covering either or all of the personnel
required, the inventories of first-aid cabinets and the locations of them. Also the NHMRC has a guideline
on first-aid requirements.
2. With the assistance of the consultant the coordinator should assess the need for unusual first-aid
requirements having regard to the nature of operations of the organization and the types of emergencies
for which it should plan. It may be necessary to seek the assistance of the occupational health adviser (see
Element 1.5) to establish the special first-aid requirements.
Information relating to occupational health hazards and their requirements for specialist first-aid can be
expected to be derived from the results of activities in Elements 2.1 (Health & safety standards of new
plant, equipment & work methods), 2.4 (Physical risks survey), and 2.5 (Work environment measuring &
monitoring). The survey should also assess the adequacy of the availability of trained personnel. This
availability at each site will need to be considered in relationship to staff losses, holidays and shift
patterns. A system should also be available for ensuring that first-aid skills are maintained as required.
(See Element 1.16 Task training plans and records.)
The coordinator should report to relevant responsible managers following this survey. The report should,
as necessary, include recommendations relating to the change and development of first-aid facilities and
personnel and propose a development time scale.
3. A systematic approach should be developed for the checking of first-aid inventories and the restocking
of them as necessary. The coordinator may wish to include this item in the checks developed under
Element 2.8 Risk control measures: inspection & maintenance.
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4.2 ELEMENT: FIRE AND EXPLOSION (55)
1. Fire and explosion risks identified. (8)
2. Fire and explosion emergency procedures defined. (7)
3. Detection, alarm and extinguishing equipment sufficient and suited to needs. (10)
4. Routine inspection and maintenance of detection, alarm and extinguishing equipment. (10)
5. Trained fire wardens/coordinators available. (7)
6. Liaison and coordination with relevant authorities established. (7)
7. Periodic testing and review of procedures and facilities. (6)
Fire and explosions are the most common catastrophic risks faced by any organization. A relatively small
proportion of organizations experiencing fire and explosion succeed in re-establishing their business:
Commonly, insurance covers only a relatively small proportion of the overall costs of a fire or explosion.
Consequently it is important for any organization to establish effective controls which detect a fire and
minimize the impact of either on the organization. Fire and explosion prevention measures are considered
in Category 5. Fire and explosion emergencies require detection, alarm and reaction facilities and
procedures, the establishment and maintenance of which is the concern of this Element.
4.2 ELEMENT: FIRE AND EXPLOSION (55)
GUIDELINES
1. The coordinator should seek the advice of the consultant as to the appropriate means of carrying out a
survey of fire and explosion risks and the adequacy of existing equipment and procedures. Equipment
requirements are commonly specified by the local fire board and may also be affected by regulations and
standards. Specialist advice will be required if there is any doubt that existing detection, alarm or
extinguishing equipment is adequate.
2. Fire and explosion emergency procedures should be as simple as possible and use existing
communication networks and work practices wherever possible. These procedures should take into
account the most probable cause and location of a fire or explosion.
3. With reference to relevant regulations and standards the coordinator should establish what maintenance
and inspection routines are necessary. The organization and documentation of these routines should be in
accordance with Element 2.8 Risk control measures: inspection & maintenance. Typically inspection
requirements will include:
a. The condition and use of fire doors and emergency exits;
b. The existence, suitability and condition of portable fire extinguishers;
c. The condition and function of hose reels;
d. Statutory testing requirements for fixed, automatic extinguishing and/or detection equipment (e.g.
sprinklers, smoke detectors, etc.)
4. Fire and explosion procedures should include trained wardens/coordinators who can take control of
individual areas in the event of an emergency and who are aware in detail of the procedures which have
been drawn up. The coordinator will need to ensure that a suitable number of wardens/coordinators have
been identified bearing in mind shift patterns, absenteeism, etc. The effectiveness of wardens/coordinators
will depend on their training and the practice of procedures. Their responsibilities will include both the
control of internal reaction to the emergency and alerting and liaising with outside authorities such as the
local fire board, police, etc. It is particularly important that all aspects of the emergency procedure should
be tested, no matter how simple the procedure may appear to be. It is not uncommon for incorrect
telephone numbers or temporarily absent personnel to render a procedure entirely ineffective. The
complete procedure should be tested periodically involving all employees to develop a degree of
familiarity with the procedure. It is particularly important that the procedure be not tested for the first time
in real emergency conditions.
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4.3 ELEMENT: SECURITY EMERGENCIES (55)
1. Security threats identified and reaction procedures defined. (9)
2. Identification of personnel/tasks at risk from assault. (9)
3. Threat reaction procedures and training for involved and exposed personnel. (9)
4. Liaison and coordination with police department established. (9)
5. Periodic testing and review of procedures and facilities. (9)
6. Achievements in reduction of risks from security threats. (10)
Security emergencies include bomb, arson, kidnapping, assault, and chemical threats. The incidence of
such emergencies is rising in the community. While these threats can have adverse effects on public image
and productivity it is the potential effect on the health and safety of employees which is the concern of this
Element. The organization should carefully consider its exposure to such threats and take practical steps to
reduce the risks. Emergency procedures should be developed which identify the threat, alert responsible
personnel and result in effective reaction.
4.3 ELEMENT: SECURITY EMERGENCIES (55)
GUIDELINES
1. The coordinator should request the consultant to provide a preliminary discussion report on the nature
of significant security threats to the organization and the adequacy of any existing relevant emergency
procedures. The report should contain recommendations for the development of emergency procedures
and be directed to appropriate senior responsible managers. The need for specialist input to this threat
assessment process should be considered.
2. It is likely that the first notice of a security emergency will be given to some central switchboard or
receptionist. Such personnel should have an appropriate checklist to make use of in the event of such a
threat materializing. These and other personnel who are likely to be involved in the handling of a security
emergency require an appropriate level of training for the organization to respond effectively in the
important initial period. The advice of the consultant should be sought in the preparation of checklists and
training programs.
3. At an early stage in the development of procedures liaison and coordination should be established with
the police and this line of communication tested. When complete, all procedures should be periodically
tested without prior announcement. Procedures should be reviewed periodically as the nature or likelihood
of security threats in the community changes.
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4.4 ELEMENT: OTHER EMERGENCIES / Business Continuity Planning (55)
1. Other significant emergency types identified and documented. (7)
2. Emergency procedures defined. (7)
3. Emergency detection, alarm and reaction equipment/facilities sufficient and suited to needs. (10)
4. Routine inspection and maintenance of facilities carried out. (7)
5. Personnel identified and trained. (7)
6. Liaison and coordination with relevant authorities established. (6)
7. Periodic testing and review of procedures and facilities. (5)
8. Business continuity plan in place, CSA Z1600, (6)
The organization’s operations may be such that other major types of emergencies can be identified, for
example major gas leaks, toxic chemical spills, emergencies imposed by neighboring organizations, floods
and storms, earthquakes, etc.
The purpose is to ensure that the health and safety effects of such emergencies on either employees or the
public are recognized such that effective emergency procedures can be developed to minimize the possible
adverse effects.
Business continuity programs, similar to other enterprise processes, are most effective when grounded in
generally accepted standards and built according to the business' objectives. Business objectives and
"proven" standards together form a foundation that adds credibility and viability to a continuity program,
as set out in CSA Z1600.
4.4 ELEMENT: OTHER EMERGENCIES / Business Continuity Planning. (55)
GUIDELINES
The methods used to identify the need for emergency procedures and develop those procedures in
Elements 4.1 to 4.3 inclusive are applicable to this Element. The coordinator should ensure that all
emergency procedures are coordinated into the simplest possible (consistent with effectiveness) set of
instructions and guidelines. As with the other emergencies, these risks and their emergency procedures
should be kept under periodic review of their relevance, scope and effectiveness.
Continued operations in the event of a business disruption, whether due to
a major disaster or a minor incident, are a fundamental requirement for any organization. Ensuring
operational continuity has led to the development of Business Continuity Management (BCM) as a
recognized business discipline
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CATEGORY 5: CONTROL OF WORK HAZARDS
TOTAL SCORE 480
TWELVE ELEMENTS
5.1 Physical workload
5.2 Machinery & tools
5.3 Vehicles & mobile equipment
5.4 Compressed fluids
5.5 Gravitational hazards
5.6 Noise & vibration
5.7 Electricity
5.8 Electro-magnetic radiation
5.9 Temperature
5.10 Chemicals
5.11 Biological hazards
5.12 Work-related stressors
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5.1 ELEMENT: PHYSICAL WORKLOAD (40)
1. Evidence of physical task improvement Program and application of ergonomic design standards for new
tasks. (5)
2. Achieved standards of physical task design. (5)
3. Workforce awareness of strain injury causation. (5)
4. Workforce awareness of their role in workplace adjustment and work method selection for the
minimization of risk. (5)
5. Workforce and supervisor awareness of the importance of early reporting of symptoms. (5)
6. Evidence of special precautions taken with the introduction of new, transferring and returning
employees to physical work. (5)
7. Evidence of effective rehabilitation of employees with strain injury. (5)
8. Availability and use of up-to-date standards, regulations and reference works relating to strain injury. (5)
Physical workload involves the use of muscles, tendons and joints and may result in strain and sprain type
injuries. The circumstances in which these injuries occur are:
The relatively infrequent application of large loads to the body, typically resulting in a traumatic injury,
e.g. a motor mechanic attempting to manipulate a heavy gear box;
Repetitive or relatively continuous work involving relatively large loads (compared with the weights of
the body parts involved) resulting in a gradual wear-out process and either a gradual onset of chronic
injury or a traumatic injury resulting, e.g. the continuous handling of 20kg bags;
Repetitive work requiring very small physical effort but a very high frequency of application of
movement, resulting typically in the gradual onset of an over-use injury, e.g. RSI from board usage;
Work involving the maintenance over a long period of time of awkward postures and resulting typically in
the onset of chronic injury related to fatigue, e.g. working continuously with raised arms and a bent neck.
Such injuries may occur in normally healthy people as well as in people whose joints are deteriorating due
to age or some form of disease process.
Strain injuries are a very significant source of disablement of the work force. Research has shown that
improvements to physical work design are the most effective way of reducing risks. Specific criteria and
designer’s guidelines exist for the design of lifting and carrying tasks. There are good design guidelines
which can be applied to pushing and pulling tasks, work station layout and size and to high frequency
repetitive work (e.g. on data entry boards).
5.1 ELEMENT: PHYSICAL WORKLOAD (40)
GUIDELINES
1. With the assistance of the consultant the coordinator should obtain copies of essential reference
materials relevant to the operations of the organization and determine how best to ensure that new
physical work is designed to the appropriate standards. This will inevitably require some education for
those involved. The coordinator should ensure that the reference works are maintained up-to-date, that the
consultant is available to assist those making use of them and that the consultant is occasionally required
to review changes which have been made to physical work.
2. With the assistance of the consultant, a Program of education and training for employees engaged in
physical work should be designed and implemented. This training Program should include:
a. The nature and origin of strain injury;
b. The effects of aging and disease, development of muscle tolerance and similar;
c. The recognition of significant symptoms and the importance of early reporting of them;
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d. Preferred postures and methods for both static and dynamic work;
e. The effective layout and adjustment of the workplace to minimize strain injury risks.
The introduction of this training into normal induction and the need for refresher training should be
considered.
3. A review of existing physical work should be undertaken to assess the existence of significant risks. The
consultant can advise on how best to undertake this initial survey. The redesign of high-risk work can
effectively be undertaken by a group consisting of operating personnel, a supervisor and a person with
expertise in strain injury design requirements. See Elements 2.4 (Physical risks survey) and 2.6 (Work
practices review).
4. The rehabilitation of personnel with strain injuries is best undertaken on a case by case basis unless a
significant epidemic exists. In either case the assistance of the occupational health adviser (see Element
1.5) will be required. Access to specialist ergonomics advice regarding proposed rehabilitation duties may
also be required. The consultant can advise on the best approach to this area.
An organization should ensure that it recognizes those parts of its processes which represent a significant
strain injury risk, that new facilities and tasks are designed to the best available standards of knowledge
and that a reasonable Program of improvement of existing workplace and task design exists. In this regard,
the organization should consider both routine operations and tasks as well as non-routine and peripheral
tasks.
Despite the overriding significance of the design standards of the task and the workplace there remains an
important role for operating and supervisory personnel. Operating personnel should be provided with
training which assists them to understand the origin of strain injury, the effects of ageing, the significance
of body posture and dynamics in the performance of physical work, how to adjust and arrange their work
to minimize the risks to themselves and the importance of the early reporting of strain injury symptoms.
Supervisory personnel should have the same level of understanding as operators and be required to
reinforce and maintain necessary precautions, e.g.:
• Gradual introduction to heavy physical work for new, transferring or returning employees;
• The use of a ‘warm up’ period prior to starting heavy physical work;
• The adjustment of workplaces;
• The adoption of preferred postures and work practices;
• A positive response to early reports of strain injury symptoms.
The effective rehabilitation of personnel with strain injuries may require a high degree of flexibility in
relationship to task restrictions, hours of work, the provision of assistance and similar. Effective
rehabilitation will require the cooperation of the injured employee, the supervisor, the occupational health
advisor and the employee’s treating doctor.
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5.2 ELEMENT: MACHINERY AND TOOLS (40)
1. Evidence of an effective Program of machinery safeguarding improvement and use of design standards
for new machinery. (5)
2. Achieved standards of machinery safeguard design and maintenance. (5)
3. Machinery controls: type, design and identification. (5)
4. Isolation procedures: availability, standard, knowledge and use. (5)
5. Maintenance and engineering staff knowledge of safeguarding requirements.(5)
6. Availability and use of up-to-date standards, regulations and other reference works. (5)
7. Evidence that special training needs satisfied for explosive-powered tool use. (5)
8. Powered and non-powered hand tools: condition and use. (5)
This Element is concerned with the control of injury risks from both fixed and mobile items of machinery
and equipment and from powered hand tools. The usually lesser risks from non-powered hand tools are
included for convenience. The Element is particularly concerned with the standards of physical
safeguarding of elements of the machines or tools which can lead to entanglement and to injury due to
shear, nip and crushing movements. It is not concerned with those aspects of risk control which involve
operator certification or even non-certification training, for example that given to the operators of mobile
earthmoving and construction equipment. For this see Element 1.16 (Task training plans and records).
This Element is also concerned with achieved standards of isolation procedures for such machinery and
equipment. Owing to their lethal nature, specific attention is paid to the operational training requirements
for explosive powered tools. Machinery has the capacity to permanently incapacitate and kill and remains
a significant safety problem in our community. The standard of machinery safeguarding design on both
local and imported machinery is commonly below that required by codes of practice. As the final
responsibility to provide a safe place of work, and in particular guarded machinery, rests with the
occupiers of premises it is important for an organization to develop its own safeguarding and isolation
procedure skills.
5.2 ELEMENT: MACHINERY AND TOOLS (40)
GUIDELINES
1. With the assistance of the consultant, the coordinator should establish a set of relevant references
including:
— Australian standards on machinery safeguarding;
— State inspectorate data sheets on machinery safeguarding (where available);
— State machinery regulations;
Explosive-powered tools regulations;
These materials should be provided to anybody responsible for the design, modification and installation of
machinery within the organization e.g. engineers and maintenance staff. At the same time, a training
Program in machinery safeguard design and isolation procedures should be provided to these personnel.
Depending on the complexity of the organization and the nature of its operations, it may be necessary to
implement formal design reviews to ensure that designed and purchased equipment complies with these
regulations and standards. Consideration should be given to the wording of purchasing contracts to
achieve higher standards of safeguarding design from the manufacturers.
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2. The consultant’s advice should be sought on the need for and means of carrying out a survey of
machinery risks in the organization with a view to establishing a Program of improvement. An initial
survey report should be written to relevant responsible managers including recommendations for the
implementation of an improvement Program. See also Elements 2.4 Physical risks survey and 2.6 work
practices review.
3. The consultant should be asked to review existing isolation procedures and recommend improvements
to methods and training. There is evidence to suggest that a high proportion of serious machinery injuries
result from the lack of adequate isolation procedures.
4. Particular attention should be paid to the safeguarding standards and methods of use of common
powered tools such as grinding wheels and circular saws. The use of these could be regarded as critical
tasks requiring special training practices (Element 2.7 Safe Work Practices).
5. Impact hand tools impose a significant risk of serious eye injury. Inspection Programs should include
the condition of handles, non-working as well as working metal surfaces. The impact surfaces of metal
tools should have the burrs dressed back. Some forged tools can develop crystalline surface cracks (even
on no impact surfaces) which can result in projectile partides. Routine inspections should be undertaken to
enforce a tool-dressing policy (Element 2.8 Risk control measures: inspection & maintenance).
Wherever impact tools are in use it is good practice for operators and those in the vicinity to wear an
appropriate form of eye protection. The coordinator should seek the assistance of the consultant to ensure
that appropriate eye protection is available and that an effective implementation Program exists. This
implementation Program will possibly include eye protection requirements under Elements 5.4
(Compressed fluids), 5.7 (Electricity), 5.8 (Electro-magnetic radiation), 5.10 (Chemicals) and 5.11
(Biological hazards).
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5.3 ELEMENT: VEHICLES AND MOBILE EQUIPMENT (40)
1. Evidence of design/condition improvement Program and/or design standards/requirements for new
purchases. (8)
2. Relevant and complete routine inspection and maintenance practiced. (8)
3. Effectiveness of site traffic control practices. (8)
4. Achieved standards of driver/operator training and certification. (8)
5. Driver/operator safe working procedures known and complied with. (8)
Vehicles play an important role in many organisations. This Element is concerned with vehicular energy
which leads to injury and damage when vehicles and mobile equipment such as those listed crash or hit
pedestrians:
• Motorcycles, motorcars, vans, trucks;
• Materials handling vehicles such as forklift trucks, pallet movers;
• Tractors and agricultural equipment;
• Excavation and earthmoving equipment such as bulldozers, backhoes, scrapers;
• Vehicles used for high work purposes, such as cranes and cherry pickers;
• Rail-borne vehicles (trains, gantry cranes).
Vehicles contain other sorts of possibly injurious energy such as toxic or asphyxiant (Element 5.10
Chemicals) exhaust gases and noise/vibration (Element 5.6). Also many vehicles contain hydraulic energy
in their hydraulic systems and pneumatic energy in braking systems and also in the compressed air in tires
(Element 5.4 Compressed fluids). They are also a focal point for other energies which are associated with
their use, for example the gravitational hazard (Element 5.5) in people (e.g. a driver falling off the tray of
a truck) and the hazardous chemicals (Element 5.10) in the fuel or in the load. Agricultural vehicles such
as tractors and other equipment also have a requirement for guarding of power take offs, etc. and these are
considered as an item of concern under Element 52 Machinery and tools. These other energy types are
considered at the appropriate Element as noted.
The design and condition of vehicles of all sorts is important from an ergonomic point of view in terms of
the location and relevance of controls and the minimization of vision blind spots, especially towards the
rear. Also improvements in visibility and audibility can be brought about by changing the colour of
vehicles, the use of flashing lights and audible reverse warnings. It is to be expected that mobile
equipment operating areas will be in some way demarcated and that careful consideration will be given to
pedestrian/vehicle traffic control, including marked pedestrian crossings, warning signs, barricades to
prevent direct pedestrian access onto a thoroughfare and similar. Vehicle maintenance standards are also of
concern, particularly where they relate directly to the health and safety of either employees or the public.
Driver training
Standards might be expected to include collision-avoidance training, advanced driver training and specific
training relating to any special hazards involved in the use of the vehicle (particularly agricultural,
excavation and high work vehicles). Particular attention should be paid to training standards (Element 2.7
Safe Work Practices). Evidence that maintenance and driver/operator training standards are responsive to
the results of vehicular accident investigations is also expected.
5.3 ELEMENT: VEHICLES AND MOBILE EQUIPMENT (40)
GUIDELINES
1. The coordinator should initially identify the scope of this Element within the organisation by listing the
types of vehicles and mobile equipment employed. The personnel responsible for purchase, maintenance
and operation of the vehicles and equipment should be identified and an initial survey conducted with the
consultant to assess the current standards of design, maintenance, traffic control and training.
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2. The consultant’s advice should then be sought on how best to approach a Program of improvement.
3. Design/condition improvements may require either an increased level of maintenance or a detailed
ergonomic review depending on the nature and sophistication of the vehicles and equipment being
employed. Sub element Number 2 may require inspection checklists and maintenance Programs to be
devised. The consultant should be particularly asked to review site traffic control practices and the
standard of driver/operator training and certification and to provide a report on the effectiveness of these.
5.4 ELEMENT: COMPRESSED FLUIDS (40)
1. Achieved standards of use, handling and storage of compressed gas cylinders. (7)
2. Achieved standards of separation/protection of compressed gas cylinders from vehicles and mobile
equipment. (6)
3. Pressure vessel certificates and condition. (6)
4. Routine checks on hydraulic, pneumatic and other fluid hose condition and use. (7)
5. Safe Working Procedures known and complied with. (7)
6. Personal protective equipment: suitability, condition and use. (7)
Fluids are either liquids or gases. They abound in industry in the form of hydraulic and pneumatic power
systems, compressed fluids in processes (e.g. acids, steam, etc.) and industrial gases such as compressed
oxygen, nitrogen, liquid petroleum gas and similar. The energy content in such compressed fluid is
directly proportional to their pressure and volume. Particular care needs to be taken with the
transportation, use, handling and storage of portable gas cylinders, particularly those with unprotected
valves. If a valve is damaged the resulting uncontrolled release of gas can lead to widespread destruction
in the path of the flying cylinder. Vessels such as air receivers and boilers require routine checks and
statutory requirements for certification of the structure exists in all Provinces. Split-rim vehicle tires
require very special precautions when they are being deflated or inflated. The energy content is sufficient
to kill if these precautions are not followed. Hoses containing fluid under pressure need to be carefully
secure to prevent them from flying in the event that a coupling fails, the hose condition needs to be well
maintained to avoid bursts and specific precautions need to be taken on removal and installation of such
hoses.
Special practices need to be developed where pressures are such that severe injury could be caused. For
example normal workshop compressed air pressures can kill if the air is introduced into a body orifice and
special eye protection requirements will exist to protect against flying particles dislodged by released
compressed gases or from flying hoses which have failed under pressure.
5.4 ELEMENT: COMPRESSED FLUIDS (40)
GUIDELINES
1. Compressed gas cylinders should be stored away from thoroughfares, especially those used by mobile
equipment (e.g. fork trucks, pallet movers, etc.), both full and ‘empty’ cylinders should be restrained at all
times (usually chained) including when they are being transported from one point to another. Particular
precautions may need to be taken on oxyacetylene sets including restrictions on the angles of the cylinders
and the use of flashback arresters. The advice of the consultant should be sought in all detailed matters
concerning this. It is likely that critical points will require routine checking and should be considered as
part of the developments under Element 2.8 (Risk control measures: inspection & maintenance).
2. The coordinator should ensure that a single register of all pressure vessels is established and that
statutory inspection requirements are complied with.
3. Where pressurized fluid hoses are used the coordinator should seek the advice of the consultant to draw
up an inspection checklist relating to condition, securing, etc. This inspection checklist should be
incorporated in the checks developed under Element 2.8 (Risk control measures: inspection &
maintenance).
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4. The coordinator should seek the assistance of the consultant to establish the need for Safe Working
Procedures and equipment, e.g. split-rim tire cages, workshop compressed air use, hydraulic and
pneumatic system maintenance and similar. This survey can also establish the need for and current
suitability of personal protective equipment (especially eye protection).
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5.5 ELEMENT: GRAVITATIONAL HAZARDS (40)
1. Achieved standards of storing and stacking practices and facilities. (4)
2. Ladders and moveable platforms: conditions and use. (4)
3. Availability design standards and condition of fixed platforms, steps, staircases and ramps. (4)
4. Procedures available and known for work at height (4).
5. Condition of high-work equipment. (4)
6. Maintenance procedures for and condition of hoists, cranes and jacks. (4)
7. Slings, chains, hooks, shackles: maintenance, storage, usage and condition. (4)
8. Head protection areas: appropriately defined, placarded and complied with. (4)
9. Foot protection practices: suitability and compliance. (4)
10. Availability, use and knowledge of up-to-date standards, regulations and other reference works by
engineering and maintenance departments. (4)
Two of the most significant reasons for serious injury are falls of objects and people. Serious consideration
needs to be given to the standards of handling and storage of objects, especially those above head level.
Specialized lifting and hoisting equipment such as cranes, jacks, slings, hooks, etc. require appropriate
checks and usage practices. Particular precautions need to be taken where qualified riggers are not
employed.
The provision of access for people requires careful design and maintenance. A fall through even a modest
height can result in a fatality or severe brain or spine damage. Common standards of construction of
special access facilities such as fixed ladders and platforms are not always adequate for the effective
control of falls. Special precautions need to be taken with the use of portable access equipment such as
ladders and individual organisations need to give consideration to the special requirements resulting from
their operations, particularly where surfaces can become contaminated with particles or liquids. It is also
not uncommon to find routine access where no special footholds or provisions for climbing have been
made.
Consideration needs to be given to the declaration of head protection areas wherever significant overhead
activity or equipment exists and to the use of safety footwear where heavy articles are being handled or
stored.
The organisation should ensure that design and maintenance standards are maintained at the highest
possible level. Where design is concerned, compliance with access regulations and standards should be
considered the minimum.
5.5 ELEMENT: GRAVITATIONAL HAZARDS (40)
GUIDELINES
1. The coordinator should seek assistance from the consultant for a review of stacking and storage
practices and facilities (both internal and external and including office areas). This review should consider
the use of retaining lips on overhead racks and shelves, the securing of individual items which are stored
overhead and restrictions on the unit masses of items stored overhead.
2. The consultant will provide the coordinator with a ladder register to facilitate inspection and
maintenance. The coordinator should oversee the implementation of this register.
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3. The assistance of the coordinator should be sought in a survey of the availability and design adequacy
of fixed platforms, steps, staircases and ramps. Any significant risks which are made evident by this
survey should appropriately be documented (see Element 1.13 Documentation and evaluation of risks).
Wherever possible a Program of improvement should be implemented using the normal repair and
maintenance facilities of the organisation. The improvement Program could represent a useful educational
activity for engineering and maintenance personnel.
4. The consultant should assist to identify significant high-work activities and review current practices and
equipment which is used. As necessary, the consultant’s assistance should be sought in the establishment
of effective procedures, the identification of any certification or non-certification training requirements,
the availability and condition of any high-work equipment which is required. Inspection of equipment and
procedures should be established under Element 2.8 (Risk control measures: inspection & maintenance).
In some States, statutory requirements exist for the inspection of items such as riggers’ belts.
5. The inspection of hoists, cranes, jacks and associated equipment is a matter requiring specialist
knowledge. The consultant should assist to establish the need for formal inspection procedures and
develop associated checklists. Heavy lift equipment may require specialist inspection and non-destructive
testing. Simple equipment can usually be inspected visually as long as the person carrying out the
inspection is aware of the precise points to be checked and the acceptance or non-acceptance criteria. The
organisation of inspection may include the use of an inspection register, which can be provided by the
consultant.
6. The consultant can advise on the introduction or improvement of head and foot protection. The
introduction of any change to personal protective equipment requirements needs careful planning to
ensure maximum understanding and cooperation of those affected. It is therefore desirable to seek the
assistance of the consultant in the implementation of any change.
7. The consultant can advise on the availability of up-to-date reference materials and as necessary conduct
a training Program for relevant personnel. These materials should be available to and well understood by
engineering and maintenance staff.
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5.6 ELEMENT: NOISE AND VIBRATION (40)
1. High noise areas/tasks defined and placarded. (5)
2. Noise control: achievements and planned improvements. (5)
3. Noise levels and control considered at design/purchase stage. (5)
4. Hearing protection: suitability, condition and use. (5)
5. Knowledge of noise induced hearing loss amongst noise-exposed personnel. (5)
6. Audiometric testing: pre- and during- employment and pre-termination. (5)
7. Identification and control of continuous and impact vibration exposure. (5)
8. Availability and use of texts, regulations and other reference materials. (5)
The hearing loss effects of noise are well known. Noise can have other adverse effects such as fatigue and
irritability and can consequently adversely affect health and safety in a less obvious manner. An
organisation should first ensure that it protects workers from the most immediate and damaging effects of
noise while at the same time establishing a Program of noise control of existing equipment as well as
requiring higher in-built standards of noise control of new equipment.
Where necessary audiometric testing Programs should be undertaken; employee training Programs should
ensure that a high level of awareness and understanding of noise problems exists. There may also be a
need for the organisation to assess the power levels of non-audible infra- and ultra-sound. Vibration is
often closely associated with noise because the origin and control of both are very similar.
Vibration can have various effects on a human body including damage to the spinal discs of drivers of
vehicle and mobile equipment due to bumps and vibrations while travelling as well as due to the impact
effect of jumping off the vehicle. Hand operated equipment with high vibration levels can result in nerve
and circulation damage of the hands.
5.6 ELEMENT: NOISE AND VIBRATION (40)
GUIDENLINES
1. In most States, noise or hearing conservation regulations require the surveying of workplaces and
special precautions where noise exposure exceeds defined limits. Noise exposure is expressed as a ‘noise
dose’ which depends both upon the level of noise and the duration of exposure. Noise level is measured in
units of the decibel measured on the ‘A’ scale (the dBA). Specialized measuring equipment is required to
measure either sound level or noise dose. Currently the allowable dose limit is unity which is defined as
exposure to 90 dBA for an eight-hour period. Where employees are exposed to doses in excess of unity,
noise exposure control (either at source or by rotation of people away from high noise areas) is required as
well as the use of hearing protection. Such personnel require pre-employment audiometric testing as well
as periodic testing during employment. It is advisable to also conduct pre-determination testing.
While hearing protection is often used as the initial means of controlling noise, it is by no means certain
that it is particularly effective even when the protective equipment has been carefully selected according
to scientific guidelines. The discomfort associated with using it may also lead to a lack of cooperation
amongst those required to do so.
Noise (and also vibration) control can also be carried out at source by modification of the design or by
interrupting the transmission path between the source and the employee. Both of these generally require
specialist knowledge to be successful.

VERSION 1.1 for Discussion

| 22 January 2015 | ©2015 Moose Inc. & Safety Projects International

Page 88 of 97

2. The assistance of the consultant should be sought to assess the noise environment and report on the
need for definition of high-noise areas, noise control and audiometric testing. The report should include
advice to the organisation concerning the potential for at-source or transmission path noise control and
guidance to the organisation in establishing controls at the design and purchase stage of new equipment.
The consultant’s advice should be sought on the need for education of personnel involved in a noise
control Program and on the provision of reference materials to them.
3. Where hearing protection is required, the advice of the consultant should be sought as to the type which
is suitable having regard to the nature and level of noise and the most appropriate means of introducing a
hearing protection Program into the organisation. It is to be expected that this will include an awarenessraising training Program for the affected employees as well as information concerning the effective use
and maintenance of hearing protection.
4. Where audiometric testing is required the advice of the consultant should again be sought as to how best
to make this available to the organisation. Nonprofessional audiometric screening testing can be carried
out in some States, the purpose of which is to conduct a preliminary assessment of an employee’s hearing
in relationship to a pre-determined threshold. Such tests are generally not acceptable in a court of law.
Where an employee fails a threshold screening test it will probably be necessary to have a test
professionally conducted by an ear, noise and throat surgeon or an audiologist.
5. The consultant’s advice should be sought on the need for assessment of vibration exposures amongst the
workforce. One of the most common exposures to vibration occurs on forklift trucks and similar items of
mobile equipment (including road vehicles). The level of vibration can be controlled by paying attention
to the surface condition over which they travel as well as the design and maintenance of the seating and
suspension. Where such sources of vibration exist the coordinator should ensure that the condition of
travelling surfaces, seats and suspension is included in inspection checks (see Element 2.8 Risk control
measures: Inspection & maintenance). Consideration could be given to the use of seating specially
designed for the purpose of minimization of vibration. Impact vibration typically occurs when the drivers
of vehicles and equipment jump to the ground from the seats or cabins. The need to jump to the ground is
a result of the design of the vehicle and/or cabin and can be considered as a selection criterion when new
vehicles are being purchased.
6. The consultant can provide a listing of relevant regulations, standards and other reference materials
needed within the organisation to assist in the development of a hearing protection and noise control
Program.
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5.7 ELEMENT: ELECTRICITY (40)
1. Routine checks on use and condition of electric leads and cables. (7)
2. Register of portable electrical equipment and routine wiring checks. (7)
3. Routine checks on condition and loading of fixed electrical wiring and installations. (7)
4. Special electrical safeguard requirements identified and satisfied (e.g. earth leakage relays). (7)
5. Isolation procedures for electrical work established and known. (6)
6. Electrical work procedures established and complied with: isolation, ladders, boots, gloves, hats etc. (6)
The obvious damaging effects of electricity are electrocution and as an ignition source for fires. The
control of risk from electricity depends upon compliance with wiring loading limitations, maintenance of
the quality of insulation, the use of emergency reaction equipment and observance of isolation and
personal clothing requirements during work with electrical installations.
In many organisations the most significant risks exist where portable electrical tools are used. Routine
checks on the condition of fixed and portable installations are required to control this risk. Depending on
the nature of the operations of the organisation special attention may need to be given to other aspects of
protection from electrical power.
5.7 ELEMENT: ELECTRICITY (40)
GUIDELINES
1. Exposed electric leads/cables and portable electrical equipment requires checking of the continuity and
condition of insulation and the condition of wire connections. The way in which exposed cables and the
leads of portable electric equipment are used is also of concern. If these are draped over or permanently
affixed to metal structures or consistently used in wet areas and run over by trolleys or other types of
equipment then clearly a high likelihood of an electrical accident will exist. The consultant can assist with
the establishment of usage guidelines and these together with condition criteria should be used as the basis
of routine inspections (Element 2.8 Risk control measures: inspection & maintenance). The consultant will
provide a register which can be used to record and detail the necessary inspections.
2. The consultant can advise on the need for, frequency and content of periodic fixed wiring condition and
loading inspections. It will be necessary for these to be carried out by a qualified electrician or engineer.
3. Where portable equipment is used in high-risk situations (such as those described above) the
organisation should seriously consider the introduction of earth leakage relays. Advice in this regard can
be obtained from the consultant or from a qualified electrician or engineer.
4. The coordinator can expect that trade instructions to electricians in electrical isolation procedures and
other special requirements for electrical work (such as the use of nonmetal ladders, non-conducting shoes,
etc.) is particularly comprehensive. Consequently, it is unlikely that any special effort will be necessary to
establish satisfactory standards of work in this regard. The advice of the consultant should be sought on
any special need to progress this particular area.
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5.8 ELEMENT: ELECTRO-MAGNETIC RADIATION (40)
1. Radiation sources identified and documented. (4)
2. Screening of purchases and new equipment designs for radiation sources. (4)
3. Use and routine maintenance of design control measures. (4)
4. Routine surveys of radiation field strengths. (4)
5. Definition and placarding of risk areas/items. (4)
6. Personnel exposure monitoring. (4)
7. Knowledge of exposed workforce about radiation. (4)
8. Isolation procedures for work on/with radiation sources established and known. (4)
9. Personal protective equipment: suitability, condition and use. (4)
10. Availability and use of up-to-date reference standards and other materials. (4)
There are many known or suspected health effects of both ionizing and nonionizing electro-magnetic
radiation. Common sources of such radiation include:
• Strong light sources e.g. arc welding, the sun;
• The electro-magnetic field surrounding electricity transmission lines;
• Microwave sources such as ovens, communication equipment;
• X-ray equipment used for inspection and testing purposes;
• Radio-frequency welding units;
• CRT screen-based equipment e.g. computers;
• Radioactive sources used for process measurement or other purposes.
It is not uncommon for applications technology to be introduced in advance of the knowledge of
hazardous effects and the ready availability of measurement equipment and acceptance criteria. As
knowledge, equipment and social acceptance criteria are developing relatively rapidly it is important for
any organisation to ensure that it has access to current professional advice in this area. In some Provnces
there exists a statutory requirement for a radiation safety officer to be appointed where radio-active
materials are being handled or radio-active sources are being made use of.
5.8 ELEMENT: ELECTRO-MAGNETIC RADIATION (40)
GUIDELINES
1. The coordinator should conduct a survey to establish the type and location or use of all electromagnetic
radiation sources in the organisation. This list should be discussed with the consultant to determine what
need there is for specialist measurement and control equipment.
2. The radiation emitted from arc welding is perhaps the most common source of radiation to be
considered and the types of control are also widely known. These include screens around arc welding to
control the spread of the radiation and the use of special eye protection by those engaged in the welding. If
necessary, the consultant can advise on required developments and improvements in this area.
3. Microwave ovens may be a common feature of lunch rooms. The advice of the consultant should be
sought on the methods of detecting leakage and checking the oven design features.
4. Radioactive sources, and microwave sources (including radio frequency welders and similar devices)
are known or believed to affect reproductive systems (e.g. to cause fetal deformity). Consequently extreme
caution needs to be exercised wherever any of the sources exist and the coordinator should not hesitate to
seek the advice of the consultant as a matter of some urgency even where there is uncertainty about the
existence of such sources.
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5. The consultant can provide advice on the existence of relevant statutes, regulations, codes of practice
and other significant reference works. As knowledge in this area is changing relatively rapidly the
organisation should ensure that it makes use of the consultant’s services in this regard and reviews its need
and precautions on a regular basis.
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5.9 ELEMENT: TEMPERATURE (40)
1. Identification and documentation of potential thermal stress areas/tasks. (4)
2. Screening of new equipment/process designs for thermal stress risks. (4)
3. Use and routine maintenance of thermal environmental control measures. (4)
4. Periodic monitoring of thermal environment. (4)
5. Special thermal stress area work practices: developed, known and used. (4)
6. Identification and documentation of risks of exposure to hot/cold solids and fluids. (4)
7. Routine maintenance of equipment containing hot/cold solids and fluids. (4)
8. Personal protective equipment for work with hot/cold solids and fluids: suitability, condition and use.
(4)
9. Special practices for work with hot/cold solids and fluids: developed, known and used. (4)
10. Availability and use of up-to-date reference standards and other materials. (4)
Both high and low atmospheric temperature conditions and hot and cold fluids and solids can have
adverse effects on the human body. Working in a hot environment can result in discomfort and decreased
productivity, heat exhaustion, heat stroke and heat cramps. Heat stress is affected by the clothing worn, the
physical workload being performed and acclimatization of the person concerned. The environmental
factors involved include air temperature, air movement, the radiant heat load (if any) and the air humidity.
Employees who are overweight, unfit or who have heart, skin or circulatory system diseases are more at
risk of heat stress, as are those who are suffering from some illness or making use of some forms of
medication. While the variables involved are complex simple guidelines have been developed. For
example the ACTU policy regards 30°C as a point at which precautions need to be taken for nonacclimatized employees, 38°C as a point at which precautions need to be taken for acclimatized personnel
and 50°C as an upper limit at which nobody other than emergency personnel should be required to work.
The more precise assessment of heat stress conditions involves more complex measurements. Work in
cold conditions involves similar variables. These are not usually of such great concern in Canadian
conditions although special precautions obviously need to be taken by operators of freezers, snow ski lifts
and similar.
Exposure to hot or cold solids and fluids can produce direct tissue injury. Recognition and control is
important for risks from leaks, exhausts, splashes and the proximity of solid objects.
The organisation should identify all possible exposures to high or low temperature conditions and assess
them in a planned manner. Assessment should be based on current community criteria and control of risks
developed, if necessary, with specialist guidance.
ELEMENT TEMPERATURE (40)
GUIDELINES
1. The coordinator should seek the consultant’s assistance to establish the existence of high/low
temperature areas or tasks and the existence of high/low temperature fluids or solids in the operations of
the organisation. The resulting report should, as necessary, recommend an approach to measurements,
engineering improvements to minimize risks, consideration of the need for special work procedures and
training requirements for personnel.
2. The consultant should also be asked to provide lists of appropriate reference materials and standards
and as necessary conduct training Programs for appropriate personnel in the organisation.
3. Control of the thermal environment includes improved ventilation and air conditioning, the screening of
any radiant heat paths, providing local air movement and reducing humidity. The heating effects of
physical work can be controlled by reducing the work rate or mechanizing the work. The adverse effects
of a high heat stress environment on an employee can be minimized by the use of suitably light clothing
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and the drinking of copious quantities of water (possibly including an electrolyte replacement). in a
potential heat stress environment there is a need for specialized first-aid training and facilities and for
appropriate awareness training of the affected work force (Elements 1.17 Specialist training and 4.1
Medical emergencies).
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5.10 ELEMENT: CHEMICALS (40)
1. Chemical purchasing procedure established and maintained. (5)
2. Chemical register established and maintained. (5)
3. Transportation, storage, handling and disposal practices established and maintained. (5)
4. Ventilation systems: available, routine condition and usage inspections. (5)
5. Personal hygiene requirements established and supervised. (5)
6. Personal protective equipment: suitability, condition and use. (5)
7. Medical monitoring requirements established and maintained. (5)
8. Availability and use of up-to-date reference standards and other materials. (5)
This element is concerned with the toxic (including narcotic), caustic, corrosive, asphyxiant, flammable
and explosive properties of chemical substances. The conditions and circumstances within which these
properties become important in an OH&S Program are many and varied. In the majority of cases some
specialist knowledge is required in order to understand and identify the hazardous properties and
particularly to implement effective control measures. The purpose of this Element is to ensure that
hazardous chemicals are identified and effective control measures applied. Control measures include the
following:
• Specific task ventilation for airborne contaminants;
• dust control;
• Control of static electricity and other sources of ignition for flammable and explosive chemicals;
• Confined space entry procedures;
• Personal protective equipment and hygiene requirements;
• The medical monitoring of exposed personnel;
• Purchasing controls to ensure unknown hazardous chemicals do not get used in the workplace prior to
precautions being planned.
Levels of exposure to toxic chemicals which are acceptable in the community change considerably with
community awareness and the availability of new research into the effects of such chemicals. It is
particularly important for the organisation to have access to recent sources of information concerning
these matters.
Apart from raw materials used within the organization’s processes, potentially hazardous chemicals
include solvents, fuels, paints, pigments, resins and catalysts, gases and some minerals. Consideration also
needs to be given to the chemical products of combustion during and following a fire or within internal
combustion engines.
5.10 ELEMENT: CHEMICALS (40)
GUIDELINES
1. The coordinator should request the consultant to establish by means of a preliminary survey the major
types of hazardous chemicals and substances used or generated within the organisation. This preliminary
survey should be the basis of any further detailed investigations and reports necessary to control particular
problems.
2. The consultant should assist the coordinator to establish an appropriate purchasing procedure to ensure
that:
a. Any necessary purchasing restrictions upon particularly hazardous chemicals are effectively imposed;
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b. Hazard information concerning any newly-purchased chemical is obtained prior to the use of the
chemical to facilitate the implementation of preliminary precautions at that time.
Information sought from suppliers of chemical substances should cover the following points:
c. Chemical composition of each chemical supplied (separately listed and appended) not requiring
confidential information concerning proportions but definitely requiring the name of the chemical
constituents;
d. Available toxicity and fire hazard information on a material safety data sheet (in accordance with
current national standards).
Material safety data sheets obtained in this fashion should be accumulated into a single chemical register
for use within the organisation. It may be that individual departments will require a chemical register of
their own in some more complex organisations. As information in this field is changing rapidly and as
many material safety data sheets contain information which is outdated, it is necessary for the chemical
register to be reviewed by a person with appropriate expertise and access to current data.
3. The coordinator should obtain the assistance of the consultant in evaluating the adequacy of existing
practices in the organisation in relationship to the transportation, storage, handling, usage and disposal of
materials. As necessary the consultant will advise on the adequacy of precautions currently being taken,
particularly in regard to:
a. Storage facilities for flammable and explosive materials;
b. Ventilation system design and use;
c. Work practices with hazardous materials;
d. Personal protective equipment;
e. Employee awareness training and personal hygiene practices.
4. The coordinator should particularly ensure that the information resulting from this research is given to
the occupational health adviser (Element 1.5), that the chemical register is a subset of Element 1.13
(Documentation and evaluation of risks), any necessary training is included in Element 1.16 (Task training
plans and records) and 1.17 (Specialist training). Relevant technical information should be conveyed to
activities in Elements 2.1 (Health & safety standards of new plant, equipment & work methods), 2.2
(Equipment & materials disposal), 2.3 (Product liability), 2.5 (Work environment measuring &
monitoring), 2.6 (Work practices review), 2.7 (Safe Work Practices), 2.8 (Risk control measures:
inspection & maintenance), 2.12 (Occupational health monitoring) and Category 4.
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5.11 ELEMENT: BIOLOGICAL HAZARDS (40)
1. Exposed areas/tasks/personnel defined. (8)
2. Suitable prevention practices established and maintained. (8)
3. Required routine biological monitoring of equipment and facilities practiced. (8)
4. Required medical monitoring of employees practiced. (8)
5. Personal protective equipment: suitability, condition and use. (8)
Biological hazards are more prevalent in some industries than others. Humidifier and Legionnaires’
disease can occur in any workplace where air conditioning systems exist. Acquired Immuno Deficiency
Syndrome (AIDS) can be incurred by people in occupations involving close physical contact between
people (e.g. emergency crews trained for mouth-to-mouth resuscitation). Zoonoses are communicable
diseases and parasitic infestations which are transmitted between vertebrate animals and humans.
Generally, exposure to Zoonoses is to be found amongst people working with animals, in abattoirs and
handling unprocessed animal products. Bacterial poisoning or infections can occur wherever any form of
food is handled (for example in canteens and restaurants).
As a large proportion of organisations will have air conditioning systems, first-aid personnel and canteen
personnel exposure to biological hazards is not purely an animal-oriented industry problem. The incidence
of disease from this area of hazard is not great. Nevertheless an organisation should implement an
appropriate risk control Program.
5.11 ELEMENT: BIOLOGICAL HAZARDS (40)
GUIDELINES
1. Air conditioning Systems. Legionnaires’ disease is due to an organism which may contaminate the
water in cooling towers or evaporative condensers in air conditioning systems. The organism may also
infect water supplies in buildings without air conditioning systems. Still and recirculating water supplies
connected with air conditioning plants require weekly inspection to maintain them clean from mineral
scale, sludge and organic matter, treatment with a biocide to kill organic matter and the replacement of
proportions of the water with fresh water at frequent intervals. In cooling towers a biocide is required as
well as water filtration and frequent monitoring of the cooling water to ensure adequate concentrations of
the biocide. Humidifier Fever results from organisms which live in the wet areas of humidifiers. The
presence of the organisms can be controlled by suitable filtration of the intake air, regular weekly cleaning
and maintaining a fresh supply of water.
2. Zoonoses. There are a variety of diseases in this group, some of which can be fatal. Specialized medical
and veterinary assistance is required to identify risks and implement preventive measures. Most are
associated with the handling of cattle, sheep, horses, goats, pigs, wild native and feral animals, poultry,
dogs and cats. The nature of exposure and the required control measures depend upon the individual
disease. Where the possibilities of such exposures exist in the operation of the organisation the coordinator
should seek veterinary and medical advice as necessary.
3. AIDS. Good practical information concerning the precautions which should be taken by occupationally
exposed people is contained in the ACTU information paper on AIDS (see references) as well as from
local health departments. Apart from medical and hospital workers the major occupational exposure arises
out of first-aid practices which may lead to contact with blood, saliva or other bodily fluids. Mouth-tomouth resuscitation can be carried out using equipment which negates the need for skin contact. Other
personal protective and hygiene requirements are detailed in the ACTU paper.
4. Bacterial Transmission due to food handling etc. The control of risk of bacterial contamination of food
involves medical and sometimes pathological checks on the condition of food handlers and the insistence
of a hygiene discipline. Restrictions may need to be placed also upon the return to work of a food handler
after a period of illness or in a geographical location where bacteria may have been contacted.
The coordinator should ensure that any precautions required to effectively control the risks from
biological hazards are appropriately documented (Element 1.13 Documentation and evaluation of risks),
and included in any necessary training and inspection procedures.
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5.12 ELEMENT: WORK-RELATED STRESSORS (40)
1. Stress survey completed. (10)
2. Work stressor factors identified. (10)
3. Achievements in reduction of stressors. (10)
4. Effective rehabilitation of individuals suffering from chronic stress. (10)
Stress is a physiological response to what is formally defined as a stressor. Many aspects of work can be
stressors including the physical workload and the psychological and sociological aspects of it. Current
theory is that the same types of body reaction (i.e. stress) can occur following exposure to each different
type of stressor. Stressors include:
• Physical conditions such as noise and heat;
• Psychological conditions such as required work speed (machine-paced, piece rates, productivity bonus,
etc.) and monotony;
• Sociological conditions
responsibility/accountability.

such

as

personal

conflicts,

ill-defined

and

un-balanced

Stress reactions can include physiological, psychological and sociological short and long term effects.
Stress can affect people throughout the organisation and is not solely an executive problem. The approach
of a health and safety Program should be to identify stressors in the work environment and remove or
reduce them wherever possible. Concurrently, personnel suffering from chronic stress-related conditions
should be recognized and subject to appropriate rehabilitative treatment. Medical, psychological and
sociological treatment may be required for successful rehabilitation. Particular attention needs to be paid
to the reduction of stressors in the job of the chronic stress sufferer.
ELEMENT: WORK RELATED STRESSORS (40)
GUIDELINES
1. With the current level of knowledge, significant stressors are best identified through the existence of
stress effects. Stress effects include:
a. short term physical effects such as aches, pains and cramps and longer term effects such as heart
disease, high blood pressure, ulcers;
b. short term psychological effects such as fatigue, depression, low self-esteem, anxiety, and long term
psychological conditions such as depression, neurosis and insomnia;
c. short term sociological effects such as conflicts between individuals, over-dependence on
pharmaceuticals and drugs (pain killers, tobacco, alcohol) and long term sociological effects such as
chronic introversion and marriage breakdown. The existence of these stressors can be identified
subjectively by questionnaire. Analysis of urine samples and other physiological tests can also be used
where the problem appears to justify it to detect the body’s physiological change in response to stress.
2. The coordinator should seek the assistance of the consultant to establish an effective means of
surveying for the existence of significant stress amongst employees. Analysis of the results of the
questionnaire should enable general high stressor areas to be identified as well as individuals significantly
suffering from short term or chronic stress.
3. In areas of concern identified by the stress survey, attempts should be made to identify the significant
job stressor factors. At this stage a report should be written which summarizes the results of the
investigations and proposes either practical preventative measures (where these are evident) or approaches
to the identification of solutions.
4. Such approaches may include the formation of working parties in particular areas to obtain jointly
developed solutions or alternatively the use of an expert person brought in from outside to investigate
particular problem areas in depth and report on the necessary changes required. Stressor reduction may
involve changes to both the physical, psychological and sociological environment within which
individuals work. Both short and long term (i.e. permanent) changes should be identified.

