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DATE

Name

Address

RE: SUB CONTRACT WORK FOR KURRI HOMEWORK 

Kurri Kurri Community Centre Incorporated

Dear

Attached is our terms of engagement including a safety manual, Occupational Health and Safety guidelines and client requirements for Kurri Homework.

Please thoroughly read this manual.

Complete the back page detailing all requested information regarding insurance’s and administrative information then sign and return the back page to our office and keep the manual for your records.

Please ensure that the contract has been witnessed before returning.

If you have any questions, please contact our office.

Thank you for your prompt response and co-operation in this matter.

Yours faithfully

Jim Zehnder

PROJECT MANAGER

KURRI HOMEWORK

OHS & R

MANAGEMENT

SYSTEM

ON SITE SAFETY MANUAL

ISSUED TO: ………………………………………..

ISSUE No: ………………………………………….

Please read and become familiar with this manual

Please sign both copies of the Employee/Sub-Contractor declaration (pages 26 & Attachment; A)

And RETURN Attachment: A to the Kurri Homework office.

KURRI HOMEWORK

GENERAL ON SITE SAFETY

INSTRUCTIONS

1. INTRODUCTION

Kurri Kurri Community Centre through Kurri Homework has determined that in order to prevent accidents and personal injury, a very high standard of safety will be maintained on all sites.

That is why every Contractor will receive on site induction and training from the supervisor in accordance with this Occupational Health, Safety and Rehabilitation System.

Kurri Homework, directly and through its sub-contractors, intends to provide the environment, equipment, systems and personnel to promote accident free construction sites.

However, the main ingredient in accident prevention will be the desire and actions of each worker in willingly adopting safe work methods and conforming with all safety regulations.

That is your responsibility. It will require a Co-operative effort because,

SAFETY IS EVERYBODY’S BUSINESS.

If you see a hazardous situation, fix it, or tell the person(s) involved, or report it to the Project Manager or Kurri Homework representative on site so that it can be fixed.

If you are uncertain of the correct and safe way of doing the job Ask! don’t take chances. The right commitment and attitude to safety is required.

This on site safety manual contains general safety instructions that apply to ALL Kurri Homework work sites.

Specific circumstances may require additional safety instructions to be issued on particular projects.

All safety instructions are to be applied in conjunction with relevant legislation, regulations and special written instructions from Kurri Homework Supervisors and or Managers.

Where any conflicts exist between legislation, regulations etc and these instructions then the higher standard of safety shall apply.
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NOTE: These Safety Instructions should be read in conjunction with the relevant Acts and Regulations, both State and Federal.

These instructions will take effect from January 2002 and implement the Kurri Homework Occupational Health, Safety and Rehabilitation System.

This information is important to help you work safely and to keep the work place safe for you and your workmates.

If you do not read English well enough to properly understand the booklet, please advise your Site Foreman.

KURRI HOMEWORK

OCCUPATIONAL HEALTH, SAFETY &

REHABILITATION POLICY

KURRI HOMEWORK strives to create conditions in which the personal goals and aspirations of our employees and sub-contractors can be matched with the goals of the business and where we all accept responsibility for the welfare of our fellow employees.

It is Kurri Homework Policy, therefore to promote the highest standards of safety and the elimination of injury, loss or damage by

· Making the Kurri Homework OHS&R Management System an essential and integral part of management accountability.

· Having every employee and sub-contractor accept safety as an individual responsibility and as a pre-requisite in the planning of all activities.

· Having every employee and sub-contractor read and sign this on site safety manual and personally implementing its procedures and standards.

· Determining specific safety performance targets for all project teams and appropriate managers as part of the overall performance evaluation and review programme.

· Carrying out appropriate education and training in line with the Kurri Homework OHS&R Management System as an integral part of the organisation’s technical training programme.

· Using teamwork and critique for problem identification and performance improvement.

Kurri Homework intends to meet these commitments by ensuring that safe work practices and procedures are adopted which comply with or exceed the requirements of all Acts, Regulations and other statutory provisions governing Occupational Health, Safety and Rehabilitation.

General instructions for achieving these objections on site are contained in this on site safety manual and are supported by the Kurri Homework OHS&R Management System which provides detailed responsibilities, procedures, systems and arrangements for implementing this safety policy.
Steve Gilbey
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2. President
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3. CARE OF INJURED PERSONS

Under no circumstances should an injured person or machinery be moved unless there is danger of further injury before medical aid arrives.

IF YOU FEEL ABLE TO RENDER ASSISTANCE

THE FOLLOWING TREATMENTS SHOULD BE GIVEN PRIORITY:

D. DANGER:


Ensure you do not endanger yourself whilst helping.

R. RESPONSE:

Attempt to get a response from the patient.

A. AIRWAY:


Ensure the patient has a clear airway.

B. BREATHING:
Ensure patient is breathing, if not, artificial respiration will be necessary.

C. CIRCULATION:
Check pulse, if none, external heart massage may be necessary.


Control any severe external bleeding.

D. Comfort and reassure the patient until medical aid arrives.

3.1 ACCIDENT PROCEDURE

Ensure you are familiar with the accidental procedure applicable to the site project you are working on. It will be discussed and explained to you thoroughly at the Site Induction.

4. REPORTING INJURIES & ACCIDENTS

Each occupational injury or illness, however small must be reported immediately to the Project Manager or Kurri Homework representative (telling a workmate does not constitute a report.)

Each occupational injury or illness, regardless of the degree of severity, must be recorded in the work injury record book.

Each occupational injury, damage to equipment and materials, including motor vehicle accidents, shall be reported to the Project Manager at once, so that an investigation may be immediately actioned to established the cause of the accident and determine that a safe condition prevails.

Report unsafe or hazardous conditions to the site supervisor so that corrective actions can be taken to prevent accidents. In the event of an accident occurring the contractor or sub-contractor shall within one working day provide to the senior Kurri Homework representative on site a copy of the Accident Report which the contractor or sub-contractor is required to lodge in compliance with Statutory Regulations.

4.1 FIRST AID

At the site induction the location of the First Aid Room and/or First Aid Box will be made known to you including who the Site First Aid Officer is and how she/he may be contacted.

IF AT ANY TIME DURING WORKING HOURS YOU ARE UNSURE OF THE LOCATION OF THE FIRST AID BOX ASK THE SUPERVISOR.

DUE DILIGENCE

You must take all due care and diligence in all matters on site. Working in an environment that is exposed to sewerage, waste water, clients on medication and clients who are ill exposes YOU to possibilities of infection.

YOU must take all necessary precautions including where considered appropriate vaccinations and Personal Protective Equipment.
5. GENERAL

5.1 MANUAL HANDLING

All employees shall be instructed/shown how to lift in the correct manner by the supervisor or his appointed instructor as listed below.

· Never attempt to lift beyond your capacity, if in doubt test the objects’ weight before handling it; if it appears too heavy or bulky, obtain a mechanical lifting aid and/or someone to help.

· Ensure access is available.

· Get a good footing and never try to lift anything that you consider is too bulky for you.

· Place your feet about shoulder width apart in a good comfortable, balanced position close to the load being lifted.

· Bend knees and grasp the load.

· Keep back straight – not vertical but straight. It should not be arched or bent. Tucking chin in to lock spine.

· Take a firm hold of the load with the palms of the hands NOT just the fingers. NB use gloves to protect against any sharp protruding objects.

· Lift gradually by straightening the legs, let the strong thigh muscles do the work NOT the lower back muscles.

· Do not twist the body or turn one of your feet when lifting. If you have to change direction, turn with both of your feet, not your body.

· Carry the object close to your body and watch where you’re going.

· When lowering, maintain a good grip and keep the back straight. Watch out for pinching your fingers.

5.2 CONDUCT

No person shall present themselves for work under the influence of alcohol or drugs. These people are a hazard to themselves and others.

No person shall be allowed to bring any alcoholic beverages or non-prescribed drugs on to site at any time.

Fighting on site will not be tolerated.

Urinating in places other than ablution blocks will not be tolerated.

Horseplay, practical jokes and rowdiness will not be tolerated.

Pets will not be permitted on site.

Infringement of the above rules will be a cause for dismissal.

5.3 PERSONAL PROTECTION

HEAD PROTECTION MUST BE WORN (WHERE SIGN POSTED)

FOOT PROTECTION MUST BE WORN

BREATHING APPARATUS MUST BE WORN (WHERE SIGN POSTED)

EYE PROTECTION MUST BE WORN

(including UV protective eye ware)

UV PROTECTION MUST BE WORN (SLIP, SLOP, SLAP)

All sub-contractors are expected to provide and use their own personal protective equipment.


Wear clothing which is suitable for the job at hand and keep it as clean as practicable. Avoid wearing loose or torn clothing, particularly around moving machinery.


Steel toe capped footwear conforming with relevant Australian Standard must be worn by all personnel on site.

4.3
CONTINUED

Hard hats must be worn by all personnel at all times wherever any person could be struck by any falling material or other object, and in all areas designated as hard hat areas.

Hearing protection must be worn wherever high noise levels have been identified; eg. Jackhammer, grinding, explosive power tools, pile driving, impact tools.

Eye protection is compulsory in designated eye protection areas, or when using power or machine tools, or when in the vicinity of electric arc welding, or when working outside UV protection glasses should be worn.

Wear gloves when handling any material or substance which might cause harm to your hands, eg. Epoxies, concrete, bricks, wire cages, steel work. Avoid wearing gloves near moving machinery.

Use filter masks or respirators as appropriate in dusty or fume-filled conditions. The correct fit and wearing of personal protective equipment is important.

Sun protection cream should be used when exposed to direct sunlight.

5.4 HYGIENE

Keep all eating areas and other facilities clean, place all rubbish, particularly food scraps in the bins.

Always use the sanitary facilities provided and keep them clean at all times.

5.5 HOUSEKEEPING

Good housekeeping on the job is mandatory, and every sub-contractor must do his part daily to keep the job clean for safety and efficiency.

All tools and equipment must be locked away at the end of each day.

All electrical equipment must be disconnected at the end of each day.

Keep materials stacked in designated areas.

4.5
CONTINUED

Keep materials stacked in designated areas.

Remove all nails from timber or ply at the time of stripping.

Do Not leave timber or ply with protruding nails on the floor.

Waste bins shall be provided for removal of rubbish.

Keep stairways, landings and access ways clear and unrestricted at all times.

Break off hardened nails left in concrete floors and columns with the correct tool, not by hitting with a hammer.

Keep work areas clear of tripping hazards.

Wipe up oil or grease as soon as it is spilled. Cover area with suitable material to absorb any residue.

Place a suitable warning on any projection that constitutes a hazard.

5.6 ELECTRICITY

Earth Leakage Devices and Tests:

On all construction work sites, current operated core balance earth leakage devices, shall comply with Approval and Test Specification AS3190.

Earth Leakage Protection:

All leads and portable electric tools, lighting, plant or equipment used on Kurri Homework sites shall be protected by an approved earth leakage protection device.

Where any permanent power outlets are to be used a portable earth leakage circuit breaker E.L.C.B. (orange box) must be connected between the outlet and the lead.

Single Phase final sub circuits connected by construction wiring and supplying lighting or site sheds shall be protected by a core balance earth leakage device.

Tagging of all electrical leads:

All leads and portable electric tools, lighting, plant or equipment used on Kurri Homework sites shall be inspected and tagged by a authorised inspector EVERY 3 MONTHS and logged in an appropriate log book that is available for inspection by Kurri Homework Management and Work Cover inspectors.

Leads to be off the ground:

All power leads run to each work station must be attached to support poles and or secure fixtures 2.4m above the ground when more than 5.0m from the point of supply. (using plastic tape to secure to fixtures)

Maximum lengths of flexible cord

Cord extension

Set rating

A
Conductor

Area sq.

mm
Maximum length

Of flexible cord

metres

10
1.0

1.5
25

35

15
1.5

2.5
25

40

20
2.5

4.0
32

40

5.7 MOVEMENT ON SITE

Use recognised walkways wherever possible when travelling to and from your job site.

Do not leave your job site without informing the supervisor.

When sent to another part of the site to work, travel by the most direct route with due regard for safety.

Beware of mobile equipment, overhead cranes and motor vehicles while moving around the site.

Observe any “local” safety requirements stipulated by way of signs.

Obey any instructions given by, a Crane Chaser or Rigger who is directing crane operations in your area.

5.8 UNSAFE CONDITIONS

If in your opinion an unsafe condition exists and requires urgent attention; correct it yourself if possible. If you cannot do so, make it as safe as you can and report the condition to your supervisor immediately.

5.9 WARNING SIGNS

Warning signs are placed for your protection. Read them and heed their warning.

The removal, shifting or destruction of any warning sign is forbidden without authorisation.

Should any sign be removed or destroyed accidentally, notify your Supervisor immediately and ensure the hazard covered by the sign is not left unprotected in the meantime.

All containers shall be clearly marked with their contents.

5.10 SMOKING

Smoking is NOT permitted on the Kurri Homework construction site, site offices and amenities or where appropriate signs are displayed. Smoking will only be permitted in designated smoking areas assigned by the Kurri Homework Site Foreman.

5 ACCESS
5.1 LADDERS

Only approved ladders shall be used. They shall comply with relevant Australian Standards or a code of practice approved under relevant legislation. No electrically conductive ladder shall be used around live power cables.

Before using any ladder, check for faulty rungs or side rails. Do not use if damaged. Report any damage to your Supervisor.

Approved Australian Standard markings must be fixed to all approved ladders.

A ladder should be placed with its foot approximately one quarter of its length away form the wall or construction to be accessed. Where possible, place the ladder clear of walkways and traffic ways.

Keep ladders in good condition, position them in a safe manner and extend them in minimum of one metre beyond the landing place. All ladders must be tied or otherwise secured in position at the top and bottom. The ladder must be held at the base by an assistant while the ladder is being secured.

Ensure that ladders fitted with a reinforcing wire are used with the wire at the rear.

No step ladders above 3 metres high shall be used.

No step ladder shall be used within three meters of safety barriers unless full enclosure barriers are in use.

Clean mud or grease off boots before climbing.

Use both hands when climbing up or down.

All tools and materials should be carried in suitable packs with shoulder straps or be hoisted by rope.

No ladders shall be used to support planks.

5.2 SCAFFOLDS

All scaffolding shall be erected, altered or dismantled strictly be compliance with the relevant scaffolding regulations using authorised persons only.

No scaffold is to be erected above 4 Metres unless by a scaffolder with a current licence to do so.

A Scaff tag shall then be attached on a scaffold (which has reached a height that by relevant scaffolding regulations requires a guard rail) after being inspected by an authorised person.

Defective scaffolding components shall not be used or kept where they may be used.

Ladder access shall be provided to, and made secure at, every platform working level.

Materials should be moved between levels by means of a hand line, hoist, or by other mechanical means.

Always check that wheels of a mobile scaffold are all locked before using the scaffold.

No person is to be on a mobile scaffold when it is being moved.

6 SPECIAL HAZARDS

6.1 EXCAVATIONS AND TRENCHES

Trenches over 1.5 metres deep in all materials shall be shored or sloped in an approved manner or in accordance with relevant legislation and codes of practice.

In each trench one metre deep or where employees are working, ladders shall be provided in accordance with relevant legislation and codes of practice to provide safe egress from the trench.

6.1
CONTINUED

Excavations and trenches shall be inspected daily by a competent person. If there is evidence of slides or cave-ins, all work in the exposed area shall cease until necessary precautions have been taken for the protection of employees.

Excavated material or other material shall not be stored nearer than one metre from the edge of any excavation.

All excavations shall be barricaded, flagged and where necessary appropriate warning signs prominently displayed.

All excavations and trenches shall comply with the requirements of local Government and Statutory Authorities and approved codes of practice.

6.2 FLOOR OPENINGS, HOLES AND EDGES

Erect and maintain handrails, guard rails and barriers at all places (including excavations and trenches not actually being worked in) where a person could fall to a lower level.

Protect all openings into shafts, ducts, stair or lift wells with substantial full height guards. Do not remove them without authority.

Protect all pits, shafts or floor penetrations with secured covers.

When working in shafts or in lift or stairwells, ensure that there are no workmen below.

Do not jump down from platforms or into trenches. Use ladders or steps.

Floor openings or holes shall be protected by approved guard rails or covers. If covers are used they must be used in conjunction with steel mesh of an approved size built into the hole or opening. The covers shall be strong enough to support the loads to be imposed upon them shall be secured to prevent accidental displacement and shall be marked.

“DANGER HOLE BENEATH”

6.3 HAND TOOLS

Always use the correct tool for the job, do not improvise. Use eye protection when the job requires it.

Hand tools shall be used for their intended purpose only. The design capacity of hand tools shall not be exceeded by unauthorised attachments.

All tools on issue to employees and all tools used by them in their normal work should be inspected periodically to ensure that they are in safe working condition. Any tools which do not meet this standard are to be repaired or replaced.

6.4 POWER TOOLS

ALL POWER TOOLS AND LEADS USED ON ANY KURRI HOMEWORK SITE ARE TO BE INSPECTED BY AN ELECTRICIAN EVERY THREE (3) MONTHS AND TAGGED ACCORDINGLY.


Electrically powered tools and equipment shall be earthed at all times when in use, except double insulated tools.


Angle grinders used as a cutting tool must be fitted with a “D” handle (or similar approved), dead mans switch and safety guards.


Operating switches or levers requiring constant pressure for operation shall not be tampered with to make the tool operate without constant hand or finger pressure.


Grinding wheel speeds shall confirm to the manufacturers’ recommended speeds. Eye and/or face protection conforming with relevant Australian standards shall be used at all times.


Do not use saws or other power tools unless fitted with correctly adjusted guards, riving knife, cut-outs or other safety devices.


Always switch off power and remove plug before making any adjustments or blade changes.


Do not use a power tool you have not been properly instructed on. If you are unsure, ASK.

6.5 COMPRESSED AIR

Employees required to handle compressed air hoses, receivers etc must always shut off all air and bleed lines before disconnecting couplings. Use compressed air only for the jobs for which it is intended.

The use of combustible oil, grease, etc should be avoided in the presence of high pressure air containers and hose connections.

Blowing down of clothing or any part of the body with compressed air can cause serious injury.

Check air hoses for leaks or bad connections before placing them under pressure.

Safety clips must be used on all quick release couplings to prevent separation under pressure. Where safety chains are provided they must be used.

Always release air slowly into any system, ensure that control switches on air tools are in the off position.

When the job is completed, turn off the main isolator and bleed the air from the system.

6.6 HOT WORK

Ensure appropriate and effective ventilation. Make sure fumes are being removed at their source, before they enter the general environment or the welders breathing zone. Take special care in confined spaces.

Do not use excessive voltage or current.

Check the integrity of the leads.

Do no allow the leads to run through water, and do not use equipment when the leads are coiled.

Clear the work area of combustible materials before work and clean up welll after work.

Inspect all cables, connections, gauges and torches for damage and defects daily and maintain all equipment in peak working order.

Avoid clothing and P.P.E. becoming moist.

Maintain good natural posture while welding. If poor posture is unavoidable, take frequent rest breaks and remember to stretch.

When welding on site, have due regard to persons nearby who may be affected by the flash. 

Alert all people within sight when about to commence welding.

Ensure all necessary Personal Protective Equipment is worn.

When grinding, ensure sparks are directed away from combustible materials.

Use soft, fine grained grinding discs as they are quieter and faster.

6.7
CRANE OR HOIST WORK

Obey any instructions given by a Dogman, Crane Chaser or Rigger who is directing crane operations on site in your work area.

Only certified or permitted persons are allowed to carry out slinging operations and direct crane movements.

If in the event that the crane driver has a full view of operations or is in close proximity to the person directing him, then hand or whistle signals may be used in lieu of radio communication.

Where a crane driver is working without visual contact of the operations and radio problems occur, then a second person who is in a position to view both driver and the person initiating the signals shall be used to relay hand replaced N.B Only to be used in an emergency.

When operating mobile cranes attention shall be given to side and overhead clearance, particularly in the vicinity of power lines.

The Project Manager or someone officially designated by him shall review the specific operation of a crane when the crane must operate in the vicinity of an overhead power line where any part of the crane can come within 6 metres of the overhead line. This must be done prior to the crane moving into the exposed area. Overhead lines within the work areas shall be marked with warning signs two metres above the ground.

No container shall be used for the hoisting of goods unless the container is designed for that purpose and has the SWL clearly marked.

NOTE: This policy is particularly relevant in respect to 200 litre or similar drums.

Outriggers shall be used at all times, except when travelling. If the crane is travelling with a load, every reasonable effort shall be made to keep the outriggers extended as far as is practical.

Riding on crane hooks or load is strictly forbidden.

Erection, dismantling, rigging and boom changes shall be made by a competent person under the supervision of a qualified Supervisor.

All cranes or hoists are to be operated only by operators holding the appropriate certificates or permits.

All cranes and hoists to be checked by operators daily.


All singe and safe working loads to be visible on all cranes and hoists.


All lifting gear to have current certificate from a recognised testing authority.

All cranes and hoists and equipment to be fully serviced and maintained in good working order.

All lifting gear is to be inspected regularly by a suitable qualified person. Records of inspections are to be maintained on site.

Clear and standard crane signals must be used at all times by licensed personnel.

Swing areas of cranes to be barricaded to prevent access. Appropriate signs are to be used.

All cranes and hoists that by regulation are subject to registration, inspection or approval will be inspected on arrival to site.

6.7 WORKING AT HEIGHT

All persons working at height must be protected against falling. Where it is not practicable to provide scaffolding or guard rails due to the nature of the work, approved safety harnesses and attachments must be used in compliance with relevant regulations or codes of practice.

Any person working at height above 2 metres must be protected against falling.

No person may work at height using a safety harness unless they have been properly instructed and trained in its use.

Approved inertia reel devices and static lines may be used where suitable.

Care should be taken to ensure that anchorage points selected minimise potential free fall and pendulum effect.

When working aloft, riggers tools should be kept to minimum, and should be secured in a properly constructed riggers belt, provided with a belt pouch or in a suitable bag.
Where workers or other persons are likely to be exposed to the danger of being struck by falling objects the work area(s) shall be barricaded off and warning signs be displayed at all approaches to the area stating “DANGER – KEEP CLEAR – WORKMEN OVERHEAD” or equivalent wording.

6.8 WORKING ON ROOFS

Planning by Site Foreman

In overall job planning, the site foreman must consider safe work issues such as:

a. The most appropriate method of preventing falls by workers carrying out:

(i) The roof work – eg. Laying the roof sheets.

(ii) Accessory work – eg. Laying the roof sheets.

(iii) Perimeter work – eg. Eaves, gutters, box gutters at permanent edge.

(iv) Manual raising or lowering of materials, tools and equipment.

b. Provision of personal protective equipment for sunlight, glare and heat or cold. 

c. Assessment of manual handling tasks which could cause back strains and other injuries.

d. Provision of safe access including elimination of trip and slip hazards.

e. Electrical safety, including the location of nearby power lines and systems of work which comply with the recommendations in the Code of Practice: Electrical Practices for Construction Work.
f. Positioning of roof sheet packs to minimise the need for roofing workers to drag them back form beyond the leading edge of the previously laid sheets.

g. Duties of the crew, with the most experienced roof workers allocated to the more complex tasks, in particular the laying of the first sheet.

h. Special health and safety issues if fragile roof materials are encountered or the work involves removal of asbestos cement sheets.
Preparation by Site Foreman

The site foreman MUST ensure the workplace and access to the workplace is safe before work starts, including:-

a. Assessment of wind and weather.

b. Organisation of:

(i) Fall prevention equipment

(ii) Crane placement schedule

(iii) Access

(iv) Personal protective equipment on site

(v) Formulation of specific instructions for the workers

(vi) Protection of portable electric tools by earth leakage devices

(vii) Means of rescuing persons from safety harnesses following arrested falls.

c. Inspection of existing roofs for:-

(i) Safety mesh

(ii) Structural soundness, including inspection from below

(iii) Fragile roofs or fragile panels in solid sheet roofs (including identifying and highlighting them).

Prevention of Falls

Provision should be made to prevent persons falling if work is to be carried out within two metres of any edge on a new or existing roof from which any person could fall two metres or more.

The method selected is generally determined by individual job factors including the nature of the work, the size of area to be roofed, availability of equipment and interaction with other trades. The need to minimise the risk of falls and the risk of injury when a fall occurs should also be taken into account when selection protective measures.

The recommended method is safety mesh and guardrail. Other available methods include individual fall arrest systems, scaffolding, safety nets or a combination of these methods. These other methods should only be used if the recommended method cannot be used. The use of on-ground prefabrication also helps reduce risks.

Prefabrication

To reduce the risk of falls, whenever practicable roofs should be prefabricated on the ground, with the completed roof or sections being placed into position by appropriate lifting procedures.

Access

a. The site foreman who is in control of a workplace is responsible for ensuring that the access from the ground to the work area on the roof is safe and without risk to health.

b. Access requirements should take into account any tools and equipment the roof worker may be required to carry to and from the work site Mechanical lifting aids should be provided where appropriate.

c. If temporary ladders are used for access:-

(i) The ladders should have non-slip feet and be secured against displacement at the top.

(ii) Workers who use the ladder should have a safe place to stand when getting off the ladder.

(iii) The stiles of the ladder should extend at least one metre above the stepping off point.

(iv) Metal or wire bound ladders must not be used near power lines.

d. A ladder access tower is recommended if access to a roof is between 6 and 15 metres above the ground or other access point. Above 15 metres consider suitable alternative access.

e. Arrange means of access to the work site from the ladder or landing platform to eliminate the risk of injury. Pay special attention to any openings in the roof, such as smoke ventilation or box gutter sump installation.

Brittle and Fragile Roofs

a. If a roof or part of a roof covering comprises fragile or brittle material, the owner or occupier of the building must maintain a warning sign at any place where persons can gain access to the roof.

The sign should be not less than 375mm and make of a strong and rigid material. It should be securely fixed in an upright position where it can be seen clearly by persons wanting to gain access to the roof.

Provision of Personal Protection Equipment

Before starting roof work, the employer must assess conditions likely to affect the health and safety of employees and arrange for the provision and use of appropriate PPE. The following points need to be considered.

a. Footwear

To reduce the risk of falls resulting from slips, rubber soled shoes with herringbone or similar non-slip tread pattern and with or without a steel cap, are recommended for work on metal roofs.

b. Eye Protection

If the work involves the sue of metal cutting discs or grinders eye protection complying with AS 1377 – Eye Protectors for Industrial Applications should be provided and used.

Sunglasses complying with AS 1067 – Sunglasses and Spectacles – Non Prescription Types should be used to reduce glare in bright conditions. The sunglasses should be of a type that do not easily dislodge when the wearer bends over and should have lenses big enough to reduce side glare.

If insulating foil is to be installed before the roof covering, use of anti-glare type foil is recommended.

c. Sunburn Prevention (“slip, slop, slap”)

A broad rimmed hat should be warn when working on roofs in the sun

6.10 POTENTIALLY HAZARDOUS SUBSTANCES

Many substances which are used in every day life of on construction sites have the potential to be hazardous if procedures for safe use are not carefully followed.

Information instruction and training on precautions to be taken to ensure the safe use, handling, storage etc, of potentially hazardous substances will be supplied by your employer who will obtain the relevant Material Safety Data Sheets (M.S.D.S.) from manufacturers, suppliers etc.

You must follow all of the precautions prescribed by your employer and the manufacturer, supplier, etc. to ensure safe use of substances. Before using any product you must read all warnings and instructions on containers to ensure that all the correct purpose and in the correct manner.

If you have any doubt whatsoever about; the correct procedures for the safe use, handling, storage etc. of any substances, immediately seek further information or advice from your Foreman or Supervisor.

DO NOT USE any substance for which you do not know the correct procedures for safe use, handling, storage etc.

Flammable liquids ie. Petrol must be stored in approved metal containers and suitably labelled.

Smoking is not permitted within 10 metres of any flammable liquid on site.

EXPLOSIVE POWER TOOLS

· Investigate the use of alternative fixing. Explosive power tools should be used as a last resort.

All operators must have a certificate stating they are qualified to operate the particular tool being used.

Explosive power tools are not permitted to be used for securing of Bondeck (or similar materials) where a person or persons can access the area below.

Puddle/spot welding or other approved means of fixing will be required.

Suitable warning notices must be displayed at the work place.

VEHICLES, PLAN AND EQUIPMENT

No person shall drive or operate any vehicle, plant, mobile or other equipment, unless they have the appropriate certificate or permit.

No vehicle driven on a Kurri Homework Site is to exceed the posted speed limit. If no speed limit is posted than a speed limit of 5 KPH is to be enforced.

Information, instruction and training on precautions to be taken to ensure the safe use of vehicles, plant and equipment.

If you have any doubt whatsoever about the correct procedures for the safe operation of any vehicle plant or equipment, immediately seek further information or advice form your Foreman or Supervisor.

DO NOT USE any vehicle, plan or equipment for which you do not know the correct procedures for safe operation. You must not operate any vehicle plant or equipment which you are not confident that you can effectively control.

Pre-start checks must be done on a daily basis or when taking over a vehicle, plant or other equipment from another operator.

When transporting men, it is the driver’s responsibility to ensure that each man is seated before moving off.

When carrying a load, it is the driver’s responsibility to ensure that the load is safe before moving off.

No person is to travel on the rear of a truck or utility. Refuelling of mobile and portable equipment shall be carried out in an approved manner (ie by bulk tanks or suitability equipped vehicle). A responsible person will be in attendance at all times during refuelling.

Vehicles, plant and equipment should always be parked on level ground with the handbrake applied.

Obey project speed limit signs.

· All plant and equipment to be fully serviced and maintained in good working order. All plant and equipment to be inspected on arrival on site then monthly by a suitable qualified person. Records of inspection are to be maintained on site.

Particulars of operator’s licence, certificate of competence and equipment approval numbers will be entered on a central register before such persons commence work. This register will include equipment hired or owned by sub-contractors.

Where plant or equipment is shed down for servicing, repairs, tests or adjustments, no employee shall carry out on the plant or equipment until it has been rendered inoperative, in a manner that will prevent its accidental re-activation.

FIRE FIGHTING EQUIPMENT

· Employees are expected to acquaint themselves with the location of fire fighting equipment and alarms in the area where they are working. You are expected to know what type of equipment is used for what type of fire (eg gas fire, oil fire, electrical fire etc) and the equipment. If a fire breaks out, sound the alarm, ensure all people move to a safe distance and if you feel capable, attempt to attack the fire with the appropriate equipment.

UV PROTECTION

Exposure to the ultra-violet radiation in sunlight is potentially harmful. The following areas should be considered-sun-screen, eye protection, head and neck protection and clothing which provides adequate coverage.

UNAUTHORISED PERSONS ON SITE

Children under the age of 16 years (who are not workers) will not be permitted onto the workplace. This includes children in the custody of truck drivers.

All visitors must report to supervisor to obtain authorisation to go onto the site.

KURRI HOMEWORK

Occupational Health Safety & Rehabilitation

Management System

STATEMENT OF RESPONSIBILITIES

Kurri Kurri Community Centre is responsible for ensuring compliance with all relevant Acts and Regulations and this manual. On a day to day basis the following applies:-

We will make every effort to inform you of dangers on the job site and any relevant matters that you may need to be aware. If YOU notice any matters of an unusual nature YOU must notify the Project Manager.

Project Manager and Safety Manager: Mr Jim Zehnder. Is responsible for the Management and compliance with Occupational Health, Safety & Rehabilitation legislation, regulations, standards and codes, providing literature and training as required.

Contact Phone Number: (02) 4937 5118 or 0427 375118

· Site Foreman & First Aid Officer: Mr. Bill Borland, Mr. Greg McLeod, Mr. Matt Staley & Mr. Steve Kostrzewski. To ensure sub-contractors and employees comply with site health and safety requirements, and are aware of accident & emergency procedures providing some instruction as required.

Contact Phone Number: (02) 4937 5118

· This information is supplied by Kurri Homework and is to be read in conjunction with the Kurri Homework Occupational Health, Safety & Rehabilitation Management System.

SAFETY EQUIPMENT LOCATIONS

SAFETY ITEM
LOCATION
COMMENTS & ACTION



First Aid Box
In Kurri Homework vehicle
Always notify the First Aid Officer of items used from the First Aid Box

Fire Fighting

Equipment
As instructed
In case of fire use Extinguishers and call for assistance.

Nearest Telephone.

(other than mobile)
In client house or as instructed
Dial 000 for Ambulance, Fire & Police assistance.

Main Switch Board,

ELB
As instructed
If an electrical fault is noticed switch off power at switch board immediately!

Hazardous Substances.
As instructed
Other than 5Ltrs of unleaded fuel no Hazardous Substances are to be kept on site

Hazardous Areas
As instructed
Hardhat & steel toe foot wear hazard at all times on site.

Non Smoking Zones
As instructed
As instructed by site supervisor

KURRI HOMEWORK

Responsibility to clients of Kurri Homework by contractors

· Consumers are the focus of the Homework Modification Scheme operations and it is important that their rights are acknowledged and promoted at every opportunity.  As service users, however, consumers also have responsibilities to the agency that they should be aware of.

Consumers of Homework have the following rights and responsibilities:
Consumer Rights
· the consumer, or with their permission their carer or advocate, has access to all information about themselves held by Homework;

· in cases where a consumer has a legal guardian or advocate appointed to act on their behalf, the rights of the guardian or advocate are to be acknowledged and respected to the extent stipulated in the guardianship or advocacy arrangements;

· the consumer, and with their permission their carer or advocate, should be involved in decisions about their assessment.  They should be aware of all the options available and any fees to be charged;

· consumers should be made aware of the standard of service which they can expect.  Services should be provided in a safe manner which respects the dignity and independence of the consumer, is responsive to the social, cultural and physical needs of the consumer and the needs of the carer;

· consumers’ access to services should be decided only on the basis of need and the capacity of the service to meet that need.  Consumers have the right to refuse a service and refusal should not prejudice their future access to services;

· consumers have a right to complain about the service they are receiving without fear of retribution;

· complaints by consumers should be dealt with fairly, promptly and without retribution;

· Consumers have the right to appeal any decisions made regarding themselves in relation to complaints or service provision;

· Consumers have the right to withdraw consent for service provision at any time;

· consumers may involve an advocate of their choice to represent their interests;

· consumers’ views should be taken into account in the planning and evaluation of the service;

· consumers’ rights to privacy and confidentiality must be respected.
Consumer Responsibilities
· consumers should act in a way which respects the rights of other consumers and Homework staff;

· consumers need to take responsibility for the results of any decisions they make;

· consumers are to play their part in helping Homework to provide them with services.

Consumer Complaints
Feedback from consumers is important in ensuring that services are continuing to meet consumer's needs and for planning appropriate services.  An important source of feedback is consumer complaints and these are welcomed and encouraged by Homework.

All consumers should be made aware of their right to complain, and should fully understand the complaints procedure and the use and availability of advocates.

Consumers have a right to complain about the service they are receiving without fear of retribution and can expect complaints to be dealt with promptly.

The Project Manager should take steps to ensure that consumers feel comfortable to continue accessing the service after making a complaint.

The consumer has the right to use an advocate of their choice to negotiate on their behalf with Homework, or if necessary, the Management of the Auspicing body eg Kurri Community Centre Inc. The advocate may be a family member or friend, or an agency such as the Older Person's Rights Service or Disability Rights Service.

All complaints are to be recorded on the Complaints Record Form which is to be completed by the Project Manager.  

Person/s affected by the complaint should be fully informed of all facts and given the opportunity to put their case.
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EMPLOYEE/SUB-CONTRACTOR

DECLARATION

I ………………………………………. Of ………………………………………………………


NAME





ADDRESS

Have read all the information in the Kurri Homework ON SITE SAFETY MANUAL and agree to follow the safety procedures outlined herein.

I agree to Co-operate with the Kurri Homework Management System in any way I can, and to personally be aware of, report and/or rectify any unsafe practices conducted on site.

Declared at ………………….. on this ………… Day of ………………………. 20………..

SIGNED ……………………………………… WITNESS …………………………………..

NAME ………………………………………… NAME ……………………………………….

Please sign both copies, keep one copy of this declaration and the On Site Manual for your records and forward the other copy of signed declaration to our Office.
















Sponsored by Kurri Kurri Community Centre Inc
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