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WHS Senior Management Commitment Statement
We believe that the well-being of people employed at work, or people affected by our work, is a priority
and must be considered during all work performed on our behalf.
People are our most important asset and work health and safety is everyone’s responsibility.
The safety of the public is given equal priority to that of our workers.
The objectives of this policy are to, as far as reasonably practicable:


achieve a safe and incident free workplace



consider WHS in project planning and work activities



involve employees and subcontractors in the decision-making process through regular
communication and consultation



ensure employees and subcontractors identify and control risks in the workplace



monitor and review the elimination or control of potential risks



enhance employees’ WHS knowledge through a program of education and training.

The success of our WHS management depends on:


the commitment of all persons to achieving the policy objectives



planning work activities, with due consideration given to WHS



undertaking the risk management process in an effective manner



communication and consultation between our workers and subcontractors.

We are committed to fulfilling the objectives of this policy and expect the same of all workers and
subcontractors working on our behalf.

Michael Lakkis
Managing Director
18TH November 2018
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1. WELCOME TO GUARDIAN!
As a person employed by Guardian Venue Management International (Guardian) you have an important
role to play in looking after the workplace environment and the development and maintenance of a safe
work place. Guardian is committed to ensuring the health and safety of all our employees, contractors and
visitors at our work places. This handbook contains some basic information that may offer you some
assistance and guidance in looking after the environment and making the workplace a safer place to work.
The object of this WHS manual is to:
 Emphasise the importance that Guardian attaches to workplace health and safety.
 Alert you to the typical WHS hazards which you may encounter or create.
 Give you some practical advice in avoiding, environmental damage, accidents or putting your
health or the health of others at risk.
 Advise you on you communication pathways to express concerns or raise WHS hazards identified in
the work place.
This WHS handbook is not intended to be comprehensive or cover all of the WHS hazards you may
encounter while performing your duties, but it does highlight the most common ones you may encounter.
It is important to remember that ANY employee can unfortunately be killed or injured, for failing to wear
the appropriate personal protective equipment or taking unnecessary risks. The workplace environment
requires everyone to care for it. Make sure that you do your bit and ensure that there is no environmental
damage as a result of your work activities.

2. WORK PLACE WHS
WHS legislation places WHS responsibilities on employers, employees and contractors whose actions or
lack of action may impact on the health safety of the workplace .

2.1 EMPLOYER’S DUTIES
Guardian must meet its obligations, so far as is reasonably practicable, to provide a safe and healthy
workplace for workers or other persons by ensuring:
 Safe systems of work.
 A safe work environment.
 Accommodation for workers, if provided, is appropriate.
 Safe use of plant, structures and substances.
 Facilities for the welfare of workers are adequate.
 Notification and recording of workplace incidents.
 Adequate information, training, instruction and supervision is given.
 Compliance with the requirements under the work health and safety regulation.
 Effective systems are in place for monitoring the health of workers and workplace conditions.

2.2 EMPLOYEE’S DUTIES
Workers, Contractors and Visitors must undertake the following while on a Guardian run site or event:
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Take reasonable care for their own health and safety.
Take reasonable care for the health and safety of others.
Comply with any reasonable instruction from Guardian.
Cooperate with any reasonable policies and procedures of Guardian.

Employees must take reasonable care to protect their own health and safety and the health and safety of
others that may be affected by their actions at work.

3. CONSULTATION & COMMUNICATION
Communication and consultation are important to make sure workers and other contractors share
information, are provided with information about, and have input into, decisions relating to:






Hazards associate with their work and work site
WHS risks they may be exposed to
Measures to eliminate or minimise that exposure
They work site arrangements for the management of WHS
The procedure for reporting hazards to management

This procedure describes the methods of consultation and communication established by the company to
ensure that relevant information is shared to satisfy the Quality, WHS & Environmental standards.
Related Documents

Document Location

Consultation and Communication QP_016

QNOC

3.1 GUARDIAN HEALTH & SAFETY REPRESENTATIVE CONTACT
Carlos Andrade

Position:
Qualifications:
Email:
Phone:
Mobile:

Compliance & Operations Manager
Diploma in Security and Risk Management
carlos@guardianvm.com.au
(02) 9793-3577
0488-486-489

3.2 GUARDIAN SENIOR MANAGEMENT TEAM
If you are in doubt about a WHS matter ASK A Guardian Senior Manager or Site Supervisor. Never put you,
others or your workplace environment at risk. We are ALL responsible for maintaining the health and safety
of others and ourselves in the workplace environment. If you see a hazard or anything that you consider
wrong, inform your site supervisor or a Guardian Senior Manager immediately
Michael Lakkis
Pene Bloch
Carlos Andrade
Joseph Makimare
Nicholas Lakkis

Managing Director
Director of Operations
Compliance & Operations Manager
Operations Manager
Operations Manager

michael@guardianvm.com.au
pene@guardianvm.com.au
carlos@guardianvm.com.au
joseph@guardianvm.com.au
nicholas@guardianvm.com.au
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4. ACTS AND REGULATIONS
The WHS Act and WHS Regulations provide a framework to secure the health and safety of workers and
workplaces by protecting workers and other persons against harm to their health, safety and welfare
through the elimination of risks arising from work, in accordance with the principle that workers and other
persons should be given the highest level of protection against harm to their health, safety and welfare
from hazards and risks arising from work as is reasonably practicable. The WHS Act and WHS Regulations
promote continuous improvement and progressively higher standards of work health and safety.
The following WHS Acts and Regulations apply in New South Wales;



Workplace Health and Safety Act 2011
Workplace Health and Safety Regulation 2011

Similarly the Security Industry Act and Security Industry Regulations provide empolyers and employees
with a defined framework to adopt in the development of work practices and procedures. In New South
Wales the following Acts and regulations apply;



Security Industry Act 1997
Security Industry Regulation 2016

5. CODES OF PRACTICE
Codes of practice can be approved under the WHS Act. They are practical guides to achieving the standards
of health, safety and welfare required under the WHS Act and the WHS Regulations. The following Code of
Practice has been referenced for this WHS Manual;




Work Health and Safety (How to Manage Work Health and Safety Risks) Code of Practice 2015
Work Health and Safety (Work Health and Safety Consultation, Co-operation and Co-ordination)
Code of Practice 2015
Fair Work Commission Guidelines for Work Place Anti-Bullying

6. AUSTRALIAN/NEW ZEALAND STANDARDS
Australian Standards are published documents setting out specifications and procedures designed to
ensure products, services and systems are safe, reliable and consistently perform the way they are
intended to. They establish a minimum set of requirements which define quality and safety criteria. This
manual has been developed with the guidance of the following Standards;




AS/NZS 4421:2011 Guarding and Patrol Services
AS/NZ ISO 3100:2009 Risk Management Principles and Guidelines
ISO 9001 Quality Management System requirements

7. GUIDELINES
Primarily, they provide users quick access to concise chunks of relevant evidence. Hence, guidelines aid
managers and employees in the decision-making processes . Overall, the objective of guidelines is to
improve the consistency and outcomes of a particular process according to a set routine and practice.
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8. GUARDIAN CODE OF CONDUCT
The following Code of Conduct sets out the minimum work place expectations Guardian employees and
contractors must follow while working on Guardian run sites and events. Breaches of any of following may
lead to employees or contractors completing a disciplinary or corrective action plan or termination of
employment.
A Guardian employee or contractor;














Shall act at all times in a professional manner to bring credit upon him/herself, fellow colleagues
and Guardian Venue Management International Pty Ltd
Shall not without authority divulge Guardian Venue Management International Pty Ltd policies or
information to any persons, which is confidential to Guardian Venue Management International
Pty Ltd and its clients
Shall not knowingly make or sign any written statement knowing it to be false
Shall at all times maintain good relations with members of the Police service and general public
Shall maintain proper standards or appearance in dress and grooming to the satisfaction of
Guardian Venue Management International Pty Ltd and its clients
Shall protect the client’s property from theft or damage and render a professional service to the
client, its management and employees
Shall keep all company equipment assigned to them in good working condition and will not wear
the Guardian Venue Management International Pty Ltd uniform or use any equipment without
permission to do so
Shall carry out all assigned duties conscientiously and efficiently
Shall not work whilst under the influence of drugs or alcohol
Shall remain awake and alert at all times whilst on duty
Shall not accept any form of payments outside those paid by Guardian Venue Management
International Pty Ltd

9. WORKPLACE BULLYING OR HARRASEMENT
Workplace bullying can adversely affect the psychological and physical health of a person. Workplace
bullying is a psychological hazard that has the potential to harm a person, and it also creates a
psychological risk as there is a possibility that a person may be harmed if exposed to it. If effective control
measures are put in place to address and resolve workplace issues early, a workplace can minimise the
risk of workplace bullying and prevent it from becoming acceptable behaviour in the workplace.




Workplace bullying is repeated and unreasonable behaviour directed towards a worker or a
group of workers that creates a risk to health and safety.
Repeated behaviour refers to the persistent nature of the behaviour and can involve a range of
behaviours over time.
Unreasonable behaviour means behaviour that a reasonable person, having considered the
circumstances, would see as unreasonable, including behaviour that is victimising, humiliating,
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intimidating or threatening.
Examples of behaviour, whether intentional or unintentional, that may be workplace bullying if they are
repeated, unreasonable and create a risk to health and safety include but are not limited to:












Abusive, insulting or offensive language or comments.
Aggressive and intimidating conduct.
Belittling or humiliating comments.
Victimisation.
Practical jokes or initiation.
Unjustified criticism or complaints.
Deliberately excluding someone from work-related activities.
Withholding information that is vital for effective work performance.
Setting unreasonable timelines or constantly changing deadlines.
Setting tasks that are unreasonably below or beyond a person’s skill level.
Denying access to information, supervision, consultation or resources to the detriment of the
worker.
 Spreading misinformation or malicious rumours.
 Changing work arrangements such as rosters and leave to deliberately inconvenience a
particular worker or workers.
If the behaviour involves violence, for example physical assault or the threat of physical assault, it should
be reported to the police.
Related Documents

Document Location

Discrimination and Harrasment Policy CY_005

QNOC

10. EMPLOYEE ATTITUDES TO WHS IN THE WORKPLACE.
Developing a good workplace safety culture is a critical part of implementing workplace health and safety.
A workplace safety culture needs to be an intrinsic part of how an organisation operates and part of the
culture of each individual organisation: it is not a separate ‘add-on’. It is not a short term fix, but a longer
term commitment.
There are significant benefits of having a good workplace safety culture, including:









Improved morale
Improved performance
Increased productivity
Reduced staff turnover and associated costs of recruitment and training
Work satisfaction
Empowered and committed people
Reduced injuries and the associated costs, including workers comp premiums and lost productivity
Good prospects as an investment opportunity
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Flow on effects in continuous improvement across the organisation.

11. GETTING TO WORK SAFELY
Take care when travelling to work. Be on the lookout for unexpected hazards. When driving, road traffic
regulations are to be observed and obeyed at all times, particularly speed limits.






Take care at children’s crossings.
Take care when roads are slippery.
Use your lights during winter or when visibility is low.
Make sure your vehicle is well maintained and roadworthy.
Wear seatbelts at all times you are in the vehicle

12. HOUSEKEEPING
Housekeeping is an important component of health, safety and environmental management. As such it
must be approached in a systematic manner in order to maintain a clean, safe and tidy workplace. The
workplace must be regularly inspected with any hazards identified, assessed and eliminated or controlled.
Good housekeeping in the workplace is mandatory, and all employees must do their part daily, in this
activity to keep the workplace clean and free of risk to health and safety. These include:
 Keeping stairways, landings and access ways clear and unrestricted at all times
 Keeping work areas clear of tripping hazards
 Cleaning up any spills, if it is safe to do
 Smoking in designated areas and using ashtrays provided to discard
Remember it is the responsibility of everybody in the workplace to consider the safety of themselves,
fellow

12.1. HYGIENE
All workplace environments need to be hygienic and safe for employees and visitors, even those which are
not involved in the production and handling of food and personal products. Guardian Implement a
workplace hygiene policy (QP_023) as an effective way to ensure that all employees follow the same
standards. Below are some key areas the workplace hygiene policy addresses.




Personal Hygiene - Personal hygiene refers to the cleanliness, appearance and habits of
employees, which can occasionally be a sensitive issue for managers and business owners. An
official policy helps to ease any awkwardness by establishing precisely what is expected from
Guardian employees and contractors. Criteria includes:
o Regular showering.
o Use of deodorant or perfume.
o Grooming of facial hair.
o Hand washing and the use of hand sanitisers also has great importance as a protection
against the spread of illnesses.
Work Area Cleanliness – Guardians Hygiene Policy also make provision for each employee to be
responsible for cleaning and maintaining their own workstation or work areas. The hygiene policy
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includes regular cleaning of surfaces with disinfectant to reduce the risk of bacterial contamination.
Policies typically also include keeping the area tidy and free of clutter.
For more information on Guardian’s Hygine policy (QP_023), simply request a copy via email from any one
of the Guardian Senior Management team.
Related Documents

Document Location

Discrimination and Harassment Policy CY_005

QNOC

12.2. SMOKING
Smoking is not permitted while on duty in public areas or buildings. Smoking is not permitted in any office
or site amenities. All external designated no smoking areas are to be observed.
Employees and all visitors from the general public, who may enter the workplace unexpectedly or by
invitation.

13. FATIGUE MANAGEMENT
Fatigue is more than feeling tired and drowsy. In a work context, fatigue is mental and/or physical
exhaustion that reduces your ability to perform your work safely and effectively.
Signs of fatigue include:
 Tiredness even after sleep.
 Reduced hand-eye coordination or slow reflexes.
 Short term memory problems and an inability to concentrate.
 Blurred vision or impaired visual perception.
 A need for extended sleep during days off work.
Methods implemented by Guardian to identify factors which may contribute to or increase the risk of
fatigue include:
 Consulting with workers.
 Examine work practices.
 Examine work WHS records and reports.
 Work scheduling.
 Site audits.
Everyone in the workplace has a work health and safety duty and can help to ensure fatigue does not
create a risk to health and safety at work. Fatigue is not only caused by work-related activities – it is
affected by all activities carried out when a person is awake.
For more information on Guardian’s Fatigue Management Policy, simply request a copy via email from any
one of the Guardian Senior Management team.

Related Documents

Document Location

Fatigue Management Policy CY_001

QNOC
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14. MANUAL HANDLING
A hazardous manual task, as defined in the WHS Regulations, means a task that requires a person to lift,
lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving any, or a
combination, of the following:






Repetitive or sustained force
High or sudden force
Repetitive movement
Sustained or awkward posture
Exposure to vibration.

These factors (the characteristics of a hazardous manual task) directly stress the body and can lead to
injury.

14. 1. LIFTING
Prevention and planning are perfect solutions for most hazard abatement in the workplace. With proper
safety training and the use of these safe lifting techniques, your team should be able to greatly reduce the
risk of back and lifting injures.









Before lifting, assess what it is you are lifting and where it is going. Recognize how heavy the object
is and determine if you can lift it by yourself. Never hesitate to ask for help if it is too heavy.
Make sure to check the pathway you are taking to your final destination. There should not be any
trip hazards or debris in your path.
To safely lift the object, get as close to the object as possible. This will create more leverage for you
and less strain on your muscles.
Next, position your feet shoulder-width apart and angle one foot slightly forward for better
balance.
When you go to bend down for the object, keep your back straight and use your legs and hips to
lower yourself to the object. Never bend at the waist because this will cause immediate strain on
your lower back.
As you bend down to pick up the object, use the hand of the leg that is angled forward and place it
on the side of the object furthest from you.
After you have a firm, comfortable grip, tighten your core and focus on keeping a straight back as
you lift the object with your legs and hips. Looking forward will help keep your back straight and
extend your legs. Always remember to keep the object close to your body.

14. 2. RETRIVAL & DISPOSAL OF NEEDLES
If you are removing it yourself:

Wear latex or plastic gloves for protection. Thicker gloves, such as gardening gloves, make it
difficult to pick up the needle and syringe.

Take an approved disposal container and lid to the site. These containers are available from all
Needle and Syringe Programs and most local councils. If you do not have one, use a hard plastic
container such as an empty detergent bottle. Do not use glass bottles, as these can break.

Place the needle and syringe, needle end first, into the container. The container should be on a
stable surface and not held by hand.
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Secure the lid on the container.
Take the gloves and put them in a plastic bag. Tie a knot at the end of the bag and place it in a
rubbish bin.
Wash your hands with soap and water.

If you do not want to dispose of the needle and syringe yourself, or if it is in an awkward place, contact the
24 hour Disposal Help-line for more information or to arrange for it to be removed.
Disposal Help-line 1800 552 355

15. U.V PROTECTION
Sunburn is the most common ill effect of exposure to the sun. Continued or prolonged exposure to the sun
may lead to the formation of skin cancers. If you are working in an outside environment you should:
 Wear a broad brimmed hat, and
 Keep your skin covered by clothing, and
 Use a broad spectrum 30 plus sun screen, and
 Wear sun glasses (be sure to use safety glasses where the task requires it), and
 Have regular (at least annual) checks by a skin cancer specialist.
In addition, it is important to recognise the effects of climatic conditions, for example, heat stress and
exhaustion can occur in working environments where there’s excessive heat, particularly in conjunction
with high humidity and direct exposure to the sun. Make sure you drink regular and adequate amounts of
water in these conditions.

16. HAZARD MANAGEMENT
All employees have a role to play in hazard management, which includes but is not limited to the following:


Before carrying out any task or activity you must make sure that your employer has explained all
the hazards and risks associated with the task or activity and how you are to control them (ask your
employer how to do the job safely).
 Do not take any unnecessary risks. Always wear personal protective clothing and equipment
supplied by your employer. Never report for, or work under the influence of drugs or alcohol.
 If you have to smoke, only do so in designated smoking areas. Continuously be on the lookout for
potential hazards and assist all members of the work team with health, safety and environmental
compliance.
 These measures are designed to protect the workplace and the environment but can only be
achieved when all parties are responsible for their own conduct as well as those around them.
 Remember you or others can cause a hazardous situation by an act and/or omission. Do not hide it,
report it.
Through consultation with others at the workplace hazards can be controlled. Do not ignore hazards or you
will be putting yourself, others and the workplace environment at risk.
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Mechanical
Electrical
Chemical
Ergonomic
Biological
Radiation
Work Practices
Manual Handling

2. Risk Assessment

Conduct Risk Assessment, using the Risk Score Calculator to determine
the Likelihood (L) and Consequence (C) of injury and/or health effects from
exposure to the hazard.

3. Identify Controls

Determine appropriate controls to eliminate, lessen or control the risk to a
satisfactory level.

4. Document outcomes where
appropriate

Develop Safe Work Method Statements or process controls that document
the hazards and controls for each task within a specified activity.

5. Monitoring

Monitor the successful implementation of SWMS through site inspections,
internal audits, Telegram site apps etc.

16.1. HIERARCHY OF CONTROL
Control measures, which make the workplace safe and environmentally friendly, are likely to be more
effective than measures, which protect employees or the environment from a hazardous work place. When
adopting measures to control a hazardous risk, the hierarchy should be followed when selecting the
approach to be taken. Measures from the top of the hierarchy give better results and should be adopted
wherever possible. Measures from the bottom of the hierarchy are more difficult to maintain and should
be regarded as temporary measures until preferred ones can be implemented.

16.2. CONTROL MEASURES
1. Elimination - completely removes the hazard and is the ideal control solution. Examples of
elimination include ceasing to use a hazardous substance and changing a process to remove the
need for a hazardous action.
2. Substitution - is where a hazard is replaced by a less hazardous alternative. For example, instead
of using a hazardous item of plant or equipment, substitute it for a less hazardous item that serves
the same purpose.
3. Isolation - involves separating the hazard from people or the environment by the use of physical
barriers to contain/enclose the hazard or by distance and/or time. An example is using a fully
automated process rather than a manual.
4. Engineering Control - If elimination, substitution or isolation cannot be used the next preferred
measure is engineering control. This can include modification of tools and equipment, guarding and
local exhaust ventilation.
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5. Administration Control - Where the health and safety risk remains, administrative control should
be used as a last resource. This involves the introduction of work practices, which reduce risk by
limiting the exposure to the worker from the hazard. Measures include:
 reducing the number of workers exposed.
 reducing the period of exposure.
 rotating workplace activities.
 special procedures to be followed for the use of chemicals and evacuation procedures.
6. Personal Protective Equipment (PPE) - must be accompanied by instruction and training in the
correct use of such PPE. This includes maintenance and storage. (Refer to PPE later in this handbook)

16.3. BARRICADES AND HOARDINGS
When working in an area that has a potential risk to other people in the workplace or the general public,
the area must be barricaded off by one or more of the following methods. The barricades should be used in
conjunction with signage alerting persons to the relevant hazard (eg formwork stripping above etc).


Bunting Tape: is used to stop persons entering specific, relatively small areas. Bunting tape is easily
put up and taken down, but should only be used for a short duration and where the risks being
barricaded off are relatively low.
 Para Webbing : is used to stop unauthorised persons entering a designated area where there is a
risk of possible injury. Para webbing provides a physical barrier and is harder for people to pass
through.
 Fencing: are designated to prevent unauthorised access to work areas and also prevent materials
and tools etc unintentionally escaping from the work area, thus making the work area more secure.
Access should be provided into the hoardings/fences at appropriate positions and where possible
this access should open inwards and have a closure mechanism on them. If the workplace requires
trucks to enter, gates must be installed.
Suitable signage must be hung from all these forms of barricades and should be visible to people who are
entering the site and those working on the site.

17. WHS REPORTING
Guardian is committed to preventing work-related deaths and injuries. Notifying the regulator of ‘notifiable
incidents’ can help identify causes of incidents and prevent similar incidents at your workplace and other
workplaces.
The WHS law requires:
 A notifiable incident to be reported to the regulator immediately after becoming aware it has
happened.
 If the regulator asks written notification within 48 hours of the request.
 The incident site to be preserved until an inspector arrives or directs otherwise (subject to some
exceptions).
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Failing to report a ‘notifiable incident’ is an offence and penalties apply.
Jurisdiction

Regulator

Telephone

Website

New South Wales

Safe Work NSW

13 10 50

safework.nsw.gov.au

17.1 HAZARD/ACCIDENT REPORT
Incidents resulting in an injury must be recorded and or documented in an Incident/Accident Report Form.
This must be filled out by the injured party and provided to Guardian Senior Management or Health &
Safety Representative.
What happened: an overview

When did it happen
Where did it happen

What happened
Who did it happen to

How and where are they
being treated (if applicable)
Who is the person conducting
the business or undertaking
(there may be more than one)
What has/is being done
Who is notifying




Provide an overview of what happened.
Nominate the type of notifiable incident—was it death, serious injury
or illness, or ‘dangerous incident’ (as defined above)?
Date and time.
Incident address.
Details that describe the specific location of the notifiable incident—for
example section of the warehouse or the particular piece of equipment
that the incident involved—to assist instructions about site disturbance.
Detailed description of the notifiable incident.
 Injured person’s name, date of birth, address and contact number.
 Injured person’s occupation.
 Relationship of the injured person to the entity notifying.
 Description of serious injury or illness—i.e. nature of injury
 Initial treatment of serious injury or illness.
 Where the patient has been taken for treatment.
 Legal and trading name.
 Business address (if different from incident address), ABN/ACN and
contact details including phone number and email.
Action taken or intended to be taken to prevent recurrence (if any).
 Notifier’s name, contact phone number and position at workplace.
 Name, phone number and position of person to contact
for further information (if different from above).

All reports must be factual (who and what was seen, heard, touched, smelt, tasted) and objective (without
emotions). It is to be written:
 In the first person
 Chronologically (in the order it happened)
 Clearly and legibly
 Concisely (briefly)
 With limited spelling and grammatical errors
Guardian employees and contractors will not use subjective, biased, defamatory or discriminatory language
when describing a person.
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17.2 REGISTER OF INURIES
All employers must keep a Register of Injuries at each workplace for workers to record any workplace
injury or illness.





The Guardian register of injuries is kept in electronic form and is accessible to workers via email or
phone request to the Guardian Health & Safety Representative.
An injured worker (or someone acting on their behalf) must notify Guardian in writing, or verbally,
of any work-related injury or illness as soon as possible after an injury has happened.
Employers (Guardian) need to provide written confirmation to the injured worker that they
received notification of the injury or illness.
Employers (Guardian) need to provide a signed and dated copy of this entry to the injured or ill
worker.

18. EMERGENCY/EVACUATION PROCEDURE
Ensure you are familiar with the emergency/evacuation system employed when an evacuation is initiated,
applicable to your workplace site / venue (including the assembly area). It will be discussed and explained
to you thoroughly at the workplace induction. If you are not sure ASK!
In the event of an emergency, remember to:




Keep calm
Raise alarm
Obtain help and inform the emergency services of:
o Where the emergency is
o What has happened
o What is being done
o Who is calling
 Do not hang up without receiving instructions on how to proceed
 If a person is injured, do not move them unless they are in further danger if you do not move them.
Remember; only render assistance within your First Aid capabilities.
There should always be an appropriately qualified first aid person at the workplace.
First aid kits complying with the applicable legislation must be provided at all work locations. At the
workplace induction the location of this first aid facility will be made known to you including who the
workplace first aid officer is and how they may be contacted. Ensure you are familiar with this location and
the procedure for contacting the first aid officer for both minor injuries and serious emergencies.
If you are not sure – ASK
In the event of an injury, comfort and reassure the patient until medical aid arrives. An injured person
should not be moved unless there is danger of further injury before medical aid arrives.
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The following treatments should be given priority:
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
d) Control any severe external bleeding
Note: Always request or seek out assistance if necessary. Artificial respiration and heart massage should
only be administered by persons appropriately qualified in CPR.
e) Contact the first aid facility and explain the injuries/illness to the first aider
f) Follow any instructions given by the first aider

18.1 FIRE FIGHTING EQUIPMENT
Fire prevention in the workplace can be assisted by:


Maintain a workplace environment free of accumulated waste by disposing of waste on a regular
basis.
 Having flammable materials kept or handled in safe manner that minimises the risk of fire
 Use of appropriate warning signs
Firefighting equipment & selection
When a fire breaks out, sound the alarm and then attack the fire with the appropriate equipment if it is
safe to do so. Employees are expected to acquaint themselves with the location of the firefighting
equipment and alarms in the area they are working.
Fire Blankets- Ideal for small fires and is easy to use. Works by restricting the concentration of oxygen to
the fire to the level where combustion can no longer occur.
Fire Extinguishers- There are a number of different types of portable fire extinguishers, each can be
identified by the colour coding and labelling. Check that the extinguisher you intend to use is suitable for
the type of fire encountered eg a water extinguisher must never be used on any fire involving electrical
equipment.
COLOUR

TYPE

SOLIDS,
wood,
paper, cloth
etc

Flammable
Liquids

Flammable
Gasses

Electrical
Equipment

Cooking
Oils and
Fats

Water
YES

NO

NO

NO

NO

Special
Notes
Dangerous
if used on
‘liquid
fires’ or
‘live
electricity’
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YES

Not
practical
for home
use

NO

Use
caution
when using
in confined
spaces

YES

Safe on
high and
low
voltages

FOAM
YES

YES

NO

NO

DRY
POWDER
YES

CARBON
DIOXIDE
(CO2)

NO

YES

YES

YES

NO

YES

YES

HMS 40938

There are four (4) basic steps for using modern portable fire extinguishers.
The acronym PASS is used to describe these four basic steps.
1. Pull (Pin)
Pull pin at the top of the extinguisher, breaking the seal. When in place, the pin keeps the handle
from being pressed and accidentally operating the extinguisher. Immediately test the extinguisher.
(Aiming away from the operator) This is to ensure the extinguisher works and also shows the
operator how far the stream travels
2. Aim
Approach the fire standing at a safe distance. Aim the nozzle or outlet towards the base of the fire.
3. Squeeze
Squeeze the handles together to discharge the extinguishing agent inside. To stop discharge,
release the handles.
4. Sweep
Sweep the nozzle from side to side as you approach the fire, directing the extinguishing agent at
the base of the flames. After an A Class fire is extinguished, probe for smouldering hot spots that
could reignite the fuel.

18.2 ACCESS AND EGRESS
All passage ways or other nominated space used for normal movement about the workplace or intended
for emergency egress must be kept free of any obstruction that could hinder or prevent the safe and rapid
egress of a person in an emergency. Where access and egress need to be defined, the said boundaries must
be clearly marked.
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Whilst moving around the workplace:



Use designated walkways wherever possible
Do not leave the workplace without informing your supervisor. You may need to be
found/accounted for in event of an emergency
 When sent to another part of the workplace, travel by the most direct route with due regard for
your health and safety
 Beware of mobile equipment and motor vehicles
A competent person for any task means a person who has acquired through training, qualification or
experience, or a combination of them, the knowledge and skills to carry out that task.

19. COMPETENCY TO CARRY OUT WORK
You must not carry out any work activity that you are not competent to perform (and hold the appropriate
certificate of competency where required) unless you are a trainee under the direct supervision of a
competent person. (Holding the appropriate certificate of competency where required).

20. ACKNOWLEDGMENT OF ISSUE
Book issued to:
Name of employee (your name): __________________________________________________
Address (your address): _________________________________________________________
I acknowledge receipt of this Workplace Health and Safety Handbook and I will undertake to make myself
aware of and to understand the contents. I agree to abide by the conditions stated in this handbook and/or
any other direction by Guardian in relation to the Workplace Environment, Health, Safety and Welfare of
persons in the workplace generally.
Employee’s Signature: __________________________________________________________
Date: ________________________________________________________________________
Issuing Person’s Signature: ______________________________________________________
Issuing person (print name): ______________________________________________________
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