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1. Summary 

Why OHS management systems?  

Construction industry participant’s future standing 
as responsible corporate citizens will be affected 
by their ability to prevent workplace injuries and 
illness.  

Occupational health and safety (OHS) 
management is a significant corporate and 
management responsibility for CEOs, directors, 
managers, supervisors and employees.  

The New South Wales Government is committed 
to improved OHS outcomes with its construction 
projects.   

A managed systems approach is considered the 
most effective way to improve OHS performance 
with any enterprise and for all construction industry 
participants to maintain high OHS management 
standards.   

Better OHS management 
performance 

The benefits derived from better OHS 
management performance include: 

• increased safety awareness among personnel 

• a systematic approach to identifying and 
controlling OHS risks 

• efficient project performance, improved 
employee participation, satisfaction and morale 

• competitive advantage and improved corporate 
standing 

• improved relationships between stakeholders, 
such as clients, contractors, subcontractors, 
consultants, suppliers, employees and unions. 

The ultimate aim of better OHS management is 
fewer work-related, injuries and illnesses. 
Exercising a social responsibility with a 
commitment to a systematic OHS management 
approach is perhaps the most important aspect of 
improving performance for any organisation.  

Scope and purpose  

These OHS Management Systems Guidelines 
apply to all NSW Government Construction 
Agency construction projects, and provide the 
framework for applying a systematic approach to 
the management of OHS.  

The NSW Government Construction Agencies 
have agreed that: 

• Their construction contractors will be required 
to develop and implement OHS management 
systems and plans consistent with these 
Guidelines. 

• The contract value threshold which the 
contractors must have an accredited Corporate 
OHS Management System is $1 million.  

• These requirements will apply for tenders 
invited from 1 December 2004 and subsequent 
contracts.  

• Implementation, including accreditation of OHS 
management systems will be managed as part 
of the business activities of the NSW 
Government Construction Agencies.  

• The effectiveness of the Guidelines will be 
reviewed and assessed in 2008.   

These Guidelines are to be read and implemented 
in conjunction with the following NSW Government 
documents: 

• How to Prepare Site-specific Safety 
Management Plans and Safe Work Method 
Statements.  

• Guidelines for Auditing Project OHS 
Management Plans. 
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Definitions 
clients 
Organsiation inviting and receiving tenders and 
letting contracts.   
 
consultant 
Professional party that contracts with a client to 
provide design, management or other professional 
services related to construction.  
 
construction industry  
Includes all organised activities concerned with 
construction, including demolition, building, 
landscaping, maintenance, civil engineering work, 
process engineering work, heavy engineering work 
and mining. 
 
Construction Agency Coordination Committee 
The Construction Agency Coordination Committee 
consists of representatives of key agencies 
involved in construction procurement and assists 
the Government in the development of consistent 
and effective construction procurement practices, 
and in promoting the application of these practices 
by agencies. 
 
contractor 
Organisation that contracts with a client to carry 
out construction and related services. 
 
Government agency 
NSW Government department, authority, 
corporation or entity established by an Act of the 
NSW Parliament. The terms ‘Government 
agencies’, ‘agency’ or ‘agencies’ are used 
interchangeably in these Guidelines. 
 
NSW Government Construction Agencies 
Government agencies responsible for construction 
procurement projects and represented on the 
Construction Agency Coordination Committee 
(CACC). 
 
principal contractor 
Contractor that contracts with an agency as the 
client, and is appointed as principal contractor (as 
defined in OHS Regulation 2001) for nominated 
work.  

project 
An undertaking with a defined beginning and 
objective by which completion is defined.  A project 
may be completed using one contract or a number 
of contracts.  
 
service providers 
Includes principal contractors, contractors, 
subcontractors, consultants and suppliers.  
 
subcontractor 
Organisation that contracts with a contractor as the 
client to carry out construction and related 
services.  
 
supplier 
Organisation that contracts with a client to provide 
a product and/or service.  
 
.
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2. Application of the Guidelines 

Tender requirements for 
contracts 
Contracts valued at $1 million or more 
Tenders will only be accepted by agencies from 
tenderers with an accredited Corporate OHS 
Management System, for contracts valued at $1 
million or more, or where the agency otherwise 
determines  

Such contracts will also require:  

• the contractor to prepare and implement an 
acceptable Project OHS Management Plan.  

• the contractor to ensure that its service 
providers prepare and implement compatible 
Site-specific Safety Management Plans.   

Contracts valued at below $1 million 
Tenders will only be accepted by agencies from 
tenderers that are able to prepare and implement 
an acceptable Site-specific Safety Management 
Plan, for contracts valued at below $1 million 
where the agency does not determine the work 
requires more. 

Such contracts will require: 

• the contractor to prepare and implement an 
acceptable Site-specific Safety Management 
Plan. 

• the contractor to ensure that its service 
providers prepare and implement compatible 
Site-specific Safety Management Plans.     

 

S ite -s p e c if ic  S a fe ty   
M a n a g e m e n t P la n s  

S a fe  W o rk    
M e th o d   

S ta te m e n ts  

P ro je c t  O H S    
M a n a g e m e n t P la n  

A c c re d ite d  C o rp o ra te   
O H S  M a n a g e m e n t S ys te m  

C o n tra c ts  v a lu e d  a t  $ 1  m illio n  
o r  m o re   

S ite -s p e c if ic  S a fe ty  
M a n a g e m e n t P la n s

S a fe  W o rk   
M e th o d   

S ta te m e n ts

C o n tra c ts  v a lu e d  a t  
b e lo w  $ 1  m ill io n  

 

OHS Regulation 2001 – Chapter 8 
OHS management plans 

OHS Regulation 2001 requires a site-specific OHS 
management plan for all construction work with a 
cost exceeding $250,000.    

Government agencies will require Site-specific 
Safety Management Plans for all construction work 
valued at below $1 million, and where the 
Government agency determines the work requires it, 
an accredited Corporate OHS Management System 
and Project OHS Management Plan.   
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Accreditation of OHS 
management systems  

 

Accreditation review 

NSW Government Construction Agencies will 
review and accredit Corporate OHS Management 
Systems, and with other agencies and their agents 
will conduct audits of Project OHS Management 
Plans and Site-specific Safety Management Plans.  

Accreditation will be granted if a management 
system meets the requirements of, and 
accreditation criteria defined in, these Guidelines.  
See checklist at Appendix A.  

NSW Government Construction Agencies will 
nominate which of their personnel or agents are 
authorised to carry out accreditation reviews. As a 
minimum these personnel and agents must 
possess any three of the four qualifications 
required for audit team members. See the 
Guidelines for Auditing Project OHS Management 
Plans for details of audit team qualifications. 

After reviewing an organisation’s Corporate OHS 
Management System, the accrediting agency will 
provide a copy of the review report and 
accreditation recommendation to the organisation 
as well as retaining a copy for their own files.  

The organisation will be given an opportunity to 
comment on the review report and 
recommendation. The agency must properly 
consider any comment by the organisation before 
making a decision on accreditation. 

Organisations that (at the time of release of these 
Guidelines) have accreditation for their Corporate 
OHS&R Management System under the OHS&R 
Management Systems Guidelines released in 
November 1998, must resubmit the system for 
accreditation against these new Guidelines if they 
wish to tender for Government construction 
contracts after 1 December 2004.  

Organisations that have not yet obtained 
accreditation for their Corporate OHS Management 
System may submit their corporate system to the 
agency with which they are seeking to do 
business. 

Organisations must advise the accrediting 
agencies of any significant changes in their 
accredited Corporate OHS Management System. If 
significant changes occur, the organisation must 
resubmit its Corporate OHS Management System 
for re-accreditation. 

Accreditation registers 

Each agency will maintain a register of contractors 
with Corporate OHS Management Systems that it 
has accredited. 

Agencies may (but are not obliged to) accredit a 
contractor’s Corporate OHS Management System 
without a further review if it is accredited by 
another NSW Government Construction Agency.  

The CACC will maintain a central register of 
contractors with Corporate OHS Management 
Systems that are accredited by NSW Government 
Construction Agencies. 

Audits and performance reporting 

The implementation of Project OHS Management 
Plans and Site-specific Safety Management Plans 
will be subject to audit.  

As a condition of all contracts awarded, service 
providers must: 

• agree with the number and timing of audits to 
be conducted by the agency  

• make available, on request, all relevant OHS 
records, including those of their service 
providers, for the purpose of auditing 

• provide all reasonable assistance to any 
agency audit team during the audit process, 
including attending the audit. 

The audit results will be included, with other 
matters, in the Contractor or Consultant 
Performance Reports and other responses for the 
contract.  

Contractor or Consultant Performance Reports will 
be made available to other Government agencies 
on request, subject to the procedures for exchange 
of information between Government agencies.  

Contractor or Consultant Performance Reports will 
be considered in the allocation of tendering 
opportunities and in contracting work by 
Government agencies.  

WorkCover NSW   

Compliance audits conducted by WorkCover NSW 
will be based on these Guidelines.   
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Withdrawal of Corporate OHS Management 
System accreditation  

Failure by a contractor or its service providers to 
properly implement a Project OHS Management 
Plan or Site-specific Safety Management Plan, or 
repeated safety breaches, may constitute grounds 
for withdrawal of the contractor’s accreditation.  

Audits of a contractor’s and its service providers’ 
implementation of Project OHS Management Plans 
and Site-specific Safety Management Plans will be 
taken into account when an agency determines 
whether or not the contractor retains accreditation.  

The contractor and its service provider will be 
given an opportunity to comment on any such 
audits and the agency must properly consider 
these comments before withdrawing an 
accreditation. 

Agencies may (but are not obliged to) withdraw an 
organisation’s accreditation without further review 
if it is withdrawn by another NSW Government 
Construction Agency. 

Legal obligations 
These Guidelines, any associated guidelines or 
any previous guidelines do not in any way relieve 
service providers of their legal obligations.  

Service providers are and remain responsible for 
meeting their obligations under OHS, workplace 
injury management and workers compensation law 
and regulation, particularly the OHS Act 2000 and 
OHS Regulation 2001.   
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Service provider requirements 

Contract 
category 

Documentation required Agency & others 
auditing and 
monitoring 

 At tender stage Before work 
begins 

During contract During contract 

Contracts valued 
at $1 million or 
more  

OR 

Where the 
Government 
agency otherwise 
determines  

 

Tenderers must 
provide evidence 
of an accredited 
Corporate OHS 
Management 
System (see 
section 4).  

Contractor must 
prepare and 
implement an 
acceptable Project 
OHS Management 
Plan. This is to 
incorporate Site-
specific Safety 
Management 
Plans and Safe 
Work Method 
Statements (see 
section 4). 

Contractor must 
make sure that its 
service providers 
prepare and 
implement 
compatible Site-
specific Safety 
Management 
Plans and Safe 
Work Method 
Statements, where 
they are not 
included in its Plan 
(see section 5). 

 

Government 
agencies and the 
contractor will audit 
the contractor’s and 
its service providers’ 
OHS Project 
Management Plan 
and Site-specific 
Safety Management 
Plan performance, 
and this, with other 
matters, will be 
included in 
Contractor or 
Consultant 
Performance Reports 
(see Guidelines for 
Auditing Project OHS 
Management Plans). 

Contracts valued 
at below $1 
million  

AND  

Where the 
Government 
agency does not 
determine the 
work requires 
more. 

Tenderers must 
provide evidence 
they are able to 
prepare and 
implement an 
acceptable Site-
specific Safety 
Management 
Plan and Safe 
Work Method 
Statements 
(see section 5). 

 

Contractor must 
prepare and 
implement an 
acceptable Site-
specific Safety 
Management Plan 
and Safe Work 
Method 
Statements (see 
section 5). 

Contractor must 
make sure that its 
service providers 
develop and 
implement 
compatible Site-
specific Safety 
Management 
Plans and Safe 
Work Method 
Statements (see 
section 5). 

 

Government 
agencies and the 
contractor will audit 
the contractor’s and 
its service providers’ 
Site-specific Safety 
Management Plan 
performance, and 
this, with other 
matters, will be 
included in 
Contractor or 
Consultant 
Performance Reports 
(see Contractor 
Performance 
Reporting and 
Consultant 
Performance 
Reporting and 
Exchange of Reports 
between Government 
Agencies 
Guidelines).  
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Site-specific Safety Management Plans
Safe Work Method Statements

Project OHS Management Plan
Accredited Corporate OHS Management System

Government agency requirements  

Contract 
category 

What is required   

 Preparing 
tender 
documents  

Reviewing 
tenders  

During contract Contractor and 
consultant 
performance 
reporting  

Contracts valued 
at $1 million or 
more  

OR 

Where the 
Government 
agency otherwise 
determines.  

Agencies will 
assess the 
characteristics, 
including OHS 
risk and dollar 
value of the 
proposed 
contract, and 
include 
appropriate 
requirements in 
the tender 
documents (see 
section 2). 

 

Government 
agencies will 
verify that a 
tenderer has an 
accredited 
Corporate OHS 
Management 
System before 
considering and 
accepting its 
tender 
(see section 4). 

  
 

Before relevant work 
begins, the agency will 
review and comment on 
the Project OHS 
Management Plan 
submitted (see appendix 
B). 
 
Government agencies 
will audit the contractor’s 
and its service providers’ 
OHS Project 
Management Plan and 
Site-specific Safety 
Management Plan 
performance.  
 
(see Guidelines for 
Auditing Project OHS 
Management Plans) 

The results of 
service provider 
audits and their 
performance will be 
included, with other 
matters, in 
Contractor or 
Consultant 
Performance 
Reports and other 
responses  
(see Contractor 
Performance 
Reporting and 
Consultant 
Performance 
Reporting and 
Exchange of 
Reports between 
Government 
Agencies 
Guidelines).  

Contracts valued 
at below $1 
million  

AND  

Where the 
Government 
agency does not 
determine the 
work requires 
more. 

 

Agencies will 
assess the 
characteristics, 
including OHS 
risk and dollar 
value of the 
proposed 
contract, and 
include 
appropriate 
requirements in 
the tender 
documents (see 
section 2). 

 

 

Government 
agencies will 
verify that a 
tenderer is able 
to prepare and 
implement an 
acceptable Site-
specific Safety 
Management 
Plan and Safe 
Work Method 
Statements. 
 

Before relevant work 
begins, the agency will 
review and comment on 
the Site Specific-safety 
Management Plan and 
Safe Work Method 
Statements submitted  
(see section 5).  

Government agencies 
will audit or review the 
contractor’s and its 
service providers’ OHS 
management 
performance, with other 
matters.   

The results of 
service provider 
reviews and audits 
and their 
performance will be 
included, with other 
matters, in 
Contractor or 
Consultant 
Performance 
Reports and other 
responses.  
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3. What is an OHS management system? 

This section defines the minimum OHS management system standard required, at both the corporate and 
project levels.  An OHS Management System contains a corporate system, project OHS management plan, 
site-specific safety management plan and safe work method statements.   

 

Corporate OHS 
Management System

A Corporate OHS Management System will 
demonstrate an organisation’s OHS structure, 
policies and resources and identify who is 
accountable for this. It will also demonstrate the 
integration of OHS requirements with the general 
management procedures, practices and 
performance standards of the organisation. It 
should give clear guidelines for the organisation’s 
consultation and risk management processes, 
define who has responsibility for OHS, and outline 
how these policies, practices, standards and 
procedures will be communicated.  

The OHS Management System will also 
demonstrate the methods used to make sure that 
the organisation and its service providers in the 
supply chain (with their agents and employees) 
understand their OHS, workplace injury 
management and workers compensation 
responsibilities.  As a minimum it will address and 
provide all 12 key elements described in these 
Guidelines for the organisation. See Section 5. 

 

Project OHS 
Management Plan 

A Project OHS Management Plan is a document 
setting out the specific OHS resources, 
consultation and risk management processes, 
responsibilities, procedures and practices, for a 
particular project.  

The Plan describes how the organisation intends 
to implement its Corporate OHS Management 
System for the whole of the project, and 
incorporates Site-specific Safety Management 
Plans and Safe Work Method Statements. 

The Plan will address and provide all 12 key 
elements described in these Guidelines for the 
project. See Section 4. 

The Plan will identify and address project-specific 
OHS hazards – for example, peculiarities of 
access and egress, areas requiring protection of 
people from site hazards, unusual work practices, 
and the like. See section 4.  

 

Site-specific Safety 
Management Plan 

A Site-specific Safety Management Plan is a 
document that nominates who is responsible for 
site-specific OHS aspects of work and who will be 
available to deal with OHS incidents. It will identify 
the OHS hazards associated with the work, and 
detail the risk management processes to be 
implemented for the identified hazards.  

The Site-specific Safety Management Plan will 
also identify a statement of responsibilities, 
processes for implementing OHS training, incident 
management processes, Site Safety Rules and 
Safe Work Method Statements. See Section 5.  

 

Safe Work Method 
Statements 

A Safe Work Method Statement is a document that 
will identify the controls that will be put in place to 
control and minimise the health and safety hazards 
and risks associated with a specific activity, job or 
task. See section 5. 
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Site-specific Safety Management Plans
Safe Work Method Statements

Project OHS Management Plan
Accredited Corporate OHS Management System

4. Documenting a Corporate OHS Management System 

Documenting the system 
OHS system documentation will describe OHS 
policies and procedures covering all the activities 
of the organisation, including how the documents 
will be managed, and who will be responsible for 
keeping and updating them. 

The OHS Management System documents will 
generally consist of the following components. 

OHS policy 

The OHS policy sets out the organisation’s 
commitment to occupational health and safety. The 
most senior person within the organisation, such 
as the Chief Executive Officer or Managing 
Director, should endorse the policy.  

The OHS policy should include a commitment to: 

• risk management processes  

• compliance with relevant OHS, workplace 
injury management and workers compensation 
legislation and regulation 

• establishing measurable objectives and targets 
for continuous improvement  

• OHS training  

• consultation 

• disseminating OHS and related information 

• implementing the OHS policy. 

OHS manual  

The manual broadly describes how the 
organisation will comply with each system element, 
and will refer to the other system documents for 
descriptions of the processes required.  

OHS procedures 

Each system element involves a number of 
activities, and the way these activities are to be 
performed will be specified in system procedures. 
At least one procedure is usually required and 
written for each system element.  

Procedures may be written in a text format, or 
presented as flowcharts or diagrams. They should 
spell out for each activity: 

• proposed risk management processes and 
how they will be recorded 

• the purpose of the activity 

• what should be done, and by whom 

• when, where and how it is done 

• what materials, plant, equipment and 
documents are to be used. 

Work procedures and instructions 

Technical procedures or work procedures address 
work-related activities. Examples are plant 
maintenance procedures, Safe Work Method 
Statements and site safety inspection procedures.  

These documents are particularly important for 
training and informing, as they describe the steps 
to be taken in performing tasks. Written 
instructions allow OHS requirements for particular 
tasks (applicable to most projects) to be built into 
day-to-day operational procedures.  

Work procedures and instructions should be 
provided for all tasks with OHS risks to help 
achieve best practice in OHS management and 
performance. They must be available and used at 
the work site in order to help control the work 
processes and associated risks.   

Forms and records  

Various forms are used to help keep a record of 
health and safety performance.  

The checklist in Appendix A also provides 
guidance in preparing a documented System. 
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Key systems elements of an OHS 
management system 

The 11 key elements and seven optional elements 
described in the Occupational Health Safety and 
Rehabilitation Management Systems Guidelines, 
released in November 1998, have been integrated 
into the following new set of 12 key system 
elements, which must be covered by the Corporate 
OHS Management System described in these 
Guidelines. 

See Section 5 for information on the components 
of Site-specific Safety Management Plans and 
Safe Work Methods Statements.  

 

Twelve key elements  

1. Management responsibility, p 11 
(Management responsibility*)  

2. Communication and consultation, p 12
(New element)  

3. Service providers, p 13 
(Subcontracting and purchasing*)  

4. Purchasing, p 15 
(Subcontracting and purchasing, Client 
supplied product and product identification 
& traceability*)  

5. Design, p 16 
(Design*) 

6. Risk management, p 17 
(Process control*) 

7. Training, p 19 
(Training*) 

8.   Inspection, testing and servicing, p 20 
(Inspection and testing, inspection and test 
status, measuring equipment for 
inspections and testing and servicing*) 

9. Incident management and corrective 
action, p 22 
(Control of OHS&R issues, corrective 
action and statistical techniques*) 

10. Handling, storage, packaging and 
delivery, p 24  
(Handling, storage, packaging and 
delivery*) 

11. Internal reviews, p 25 
(Internal reviews*) 

12. Documentation and records, p 26 
(OHS&R records and documentation*) 

* Represent the key and optional system elements 
of the OHS&R Management Systems Guidelines 3rd 
Edition released in November 1998.  
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Site-specific Safety Management Plans 
Safe Work Method Statements 

Project OHS Management Plan 
Accredited Corporate OHS Management System 

1 Management responsibility 

This element is about defining the 
organisation’s policies, objectives, 
responsibilities and commitment to OHS, 
as well as identifying and providing the 
resources needed for implementation and 
verification. 

The system starts at the top 

The requirement is to develop an OHS 
'management system', not merely a site 'safety 
program’. Responsibility for the system starts at 
the senior management level and with a corporate 
OHS policy that applies to all projects. 

Defining responsibilities 

The first step after establishing the OHS policy is 
to define responsibilities, authorities and who is 
accountable for all activities, personnel and 
positions which can have an effect on OHS, from 
the initial tender process through to completion of 
a contract and handover of the product. 

Corporate management must provide appropriate 
levels of competent supervision and contract 
management, that are trained, know their 
responsibilities and have sufficient authority, to 
make sure that OHS requirements are met during 
this period. 

Identifying a Senior Management 
Representative 

A Senior Management Representative must be 
identified and made responsible for implementing 
and maintaining the OHS System/project plans 
and monitoring compliance. 

Specific issues for which responsibilities 
should be defined 

Corporate management must clearly detail the 
responsibilities and authorities of personnel for 
each specific task. It is important to make clear 
who can make decisions on OHS issues, 
especially regarding the actions required with 
actual and potential non-compliances, non-
conformance or other problems (see box). 

 

 

 

Some specific OHS matters for which 
responsibilities and authorities need to be 
defined in both job descriptions and 
documented procedures: 
• defining the organisation's OHS policies and 

objectives 
• identifying personnel responsible and qualified 

for OHS processes 
• identifying internal audit and review 

requirements 
• allowing for enough time and sufficient 

resources to implement the organisation's OHS 
management system 

• managing compliance with OHS, workplace 
injury management and workers compensation 
legislation, regulations, standards and codes 

• managing compliance with the organisation's 
OHS management system 

• managing OHS design issues 
• acquiring and disseminating OHS and related 

information 
• establishing and implementing consultation 

arrangements with employees, workplace 
committees and others’ representatives on 
OHS matters  

• planning and conducting OHS training, 
including induction, task and refresher training 

• developing and implementing emergency 
procedures 

• assessing the organisation's service providers’ 
ability to comply and compliance with OHS 
requirements 

• compliance with safe working rules 
• identifying hazards, and assessing and 

controlling OHS risks 
• preparing and implementing Safe Work Method 

Statements 
• verifying (by inspections and tests) that work 

areas, work methods, materials, plant and 
equipment comply with OHS legislation, 
regulations, standards and codes 

• stopping, rejecting or quarantining unsafe work 
methods, work areas, materials, plant and 
equipment  

• reporting incidents and illness/injury, and 
providing and collating incident, illness/injury 
information and statistics 

• investigating incidents and illness/injury’s, and 
initiating corrective and preventive actions 

• developing and implementing injury 
management programs and co-ordinating the 
rehabilitation of injured personnel 

(This is not necessarily a complete list. Also see 
section 5) 
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2 Communication & consultation 

This element is about establishing 
processes for sharing relevant OHS 
information with employees and service 
providers in the supply chain, providing 
them with an opportunity to express their 
views on OHS issues and allocating 
adequate time to resolving such issues. 

Why communication and consultation are 
important  

Workforce participation in planning and managing 
OHS improvements is an effective means of 
tapping into the knowledge of employees and 
service providers about their activities and the 
ways in which OHS management and performance 
can be improved. 

Organisations must consult with their employees 
and service providers to enable them to contribute 
to decisions that may impact on health and safety 
at work. 

When is OHS consultation required? 

Consultation is required before taking any decision 
that may affect the health, safety or welfare of 
employees while they are at work, with their 
employees and affected service providers. This 
includes: 

• when work-related health and safety hazards 
are identified, risks are assessed, and the 
assessment of those risks is reviewed 

• when decisions are made about measures to 
be taken to eliminate or control those risks 

• when introducing or altering procedures for 
monitoring those risks (including health 
surveillance procedures) 

• when decisions are made about the adequacy 
of provisions for the welfare of employees and 
others 

• when changes that may affect health, safety or 
welfare are proposed for the place where 
people work, to the systems or methods of 
work, or to the plant/equipment or substances 
used at work 

• when decisions are made about procedures for 
consultation. 

 

How to consult  

To meet consultation and communication 
requirements organisations should: 

• facilitate the establishment of OHS Committee 
or OHS Representatives or other 
arrangements for OHS consultation agreed by 
management and employees  

• ensure that all workgroups will be represented 
by either the OHS Committee or 
Representative  

• elect the OHS Committee or OHS 
Representative 

• ensure that each member of the OHS 
Committee or OHS Representative undertakes 
OHS consultation training  

• record, publicise and encourage employer 
representatives to participate in the work on a 
regular basis 

• consult on the job through daily communication 
between managers and employees 

• provide access to relevant OHS information 
through notice boards, tool box meetings, 
circulars and safety alerts 

• liaise with their service providers to coordinate 
OHS consultation and communication on work 
sites, and regularly communicate with unions. 

 

 

 

 

Communication and consultation are 
important to make sure employees and 
service providers share information, are 
provided with information about, and have 
input into, decisions relating to: 
• hazards associated with their work  
• OHS risks they may be exposed to  
• measures to eliminate or minimise that 

exposure 
• the work site arrangements for the 

management of OHS  
• the procedure for reporting hazards to 

management. 

OHS Regulation 2001 – Chapter 3 
Workplace consultation 

Provides that the employer must consult with 
employees. 

OHS Consultation Code of Practice 

Provides guidance material that is a model for 
consultative mechanisms. 
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3 Service Providers   

This element is about selecting and 
managing service providers, defining 
measures to assess the capacity of all 
service providers in the supply chain to 
comply with specified OHS standards, and 
monitoring their compliance.  

All organisations must show not only their 
commitment to the implementation and monitoring 
of their OHS Management System, but also how 
they intend to select and monitor their service 
providers and employees’ compliance.   

Organisations should demonstrate:  
• clear chains of responsibilities  
• adequate supervision  
• how they consult with their employees and 

service providers  
• the formal arrangements for interfacing with 

their service providers 
• the formal arrangements for interfacing and 

communicating with labour hire companies   
• how they and their service providers comply 

with OHS, workplace injury management and 
workers compensation requirements. 

Communication and consultation is vital when 
working with service providers. OHS issues to 
discuss and resolve with subcontractors may 
include:  
• Site Safety Rules 
• Safe Work Method Statements  
• changes to work site conditions  
• introduction of new processes, materials and 

substances onto the work site 
• OHS training 
• hazard identification and risk assessments.  

Principal contractors 
The OHS Regulation 2001 provides that a principal 
contractor must be appointed or identified for all 
construction work: 
• costing over $250,000, or  
• of high risk (as defined in OHS Regulation), or  
• involving demolition or asbestos work for which 

a licence is required under the OHS 
Regulation 2001.   

Contractors appointed, as the principal contractor 
by an agency must show how their Corporate OHS 
Management System procedures address the 
additional responsibilities of a principal contractor 
as well as their normal responsibilities as a 
contractor, workplace controller and employer. 

A principal contractor also has responsibility for the 
following with work on a work site and for service 
providers nominated by the agency: 
OHS Induction training 
Principal contractors must make sure that all 
persons carrying out the work on site are provided 
with OHS induction training prior to commencing 
such work.  The principal contractor must keep 
records of such training.  See key element 7.   
Certificates of competency 
Principal contractors must make sure that the 
relevant certificates of competency, licenses or 
permits required to carry out particular work on site 
are sighted prior to commencement of that work.  
See key element 10.  
Consultation 
Principal contractors must facilitate consultation 
between all service providers on site and their 
employees, as well as between the service 
providers.  See key element 2.  
Hazardous substances register 
Principal contractors must keep a register of all 
hazardous substances present at the work site, 
(including all those used by all service providers on 
site).  See key element 10.  
Service provider compliance 
Principal contractors must monitor on site service 
provider compliance with legislation, OHS 
management plans and Safe Work Method 
Statements. 
Site-specific Safety Management Plans and 
Safe Work Method Statements  
Principal contractors must provide copies of their 
OHS management plans and Safe Work Method 
Statements to all applicable service providers on 
site.  See key element 3 and section 6.  
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Subcontractors/consultants 

Working with service providers in the supply 
chain 

Working with service providers in the supply chain 
adds another dimension to the risk management 
process.  OHS legislation obliges service providers 
in the supply chain to manage risks to the health 
safety and welfare of all persons working at the 
service providers place of work.  

Risks to some service providers can be higher, 
and need special attention, because they:  

• are on a site for a short period of time 

• are working with various people on various 
sites  

• sometimes work in isolation from the main 
project activities. 

The benefits of working closely with service 
providers on work site OHS issues may include:  

• better management of on-site safety 

• improved identification of hazards and control 
of OHS risks 

• improved development and compliance with 
OHS management plans and Safe Work 
Method Statements 

• fewer non-compliances and non-conformances 

• fewer project delays.  

 
Selecting service providers  

Selecting service providers on their ability to 
comply with OHS requirements is an important 
aspect of service provider management. 

To assist this a selection panel could be 
maintained of qualified service providers that have 
been confirmed as capable of meeting base 
requirements. Some aspects to look for in 
selecting service providers include:  

• past performance and demonstrated capability 

• quality of past work 

• safe work practices, including past use of OHS 
management plans and Safe Work Method 
Statements 

• ability to comply with OHS, workplace injury 
management and workers compensation legal 
requirements  

• having an accredited Corporate OHS 
Management System 

• compliance with workers compensation and 
other insurance arrangements 

• records of the various levels of OHS induction 
training (general construction industry, work 
activity and specific site) conducted 

• evidence of any WorkCover NSW certificates 
of competency, licences or permits relevant to 
the proposed work. 
 

Monitoring service providers in the supply 
chain  

Organisations must show how they monitor and 
review the performance of their service providers.  
This can be achieved through such things as:   

• performance reporting  

• monitoring compliance with Safe Work 
Method Statements  

• monitoring compliance with workers 
compensation and other insurance 
requirements 

• monitoring compliance with OHS, 
workplace injury management and workers 
compensation requirements 

• monitoring compliance with induction and 
work activity training requirements. 

OHS Regulation 2001 – Clause 229 
Responsibilities of subcontractors  
Subcontractors must not commence work at a 
workplace unless they: 
• have been provided with a copy of the 

relevant parts of the principal contractor’s 
OHS management plan  

• have undertaken risk assessment of the work 
to be carried out and provided a written safe 
work method statement(s) to the principal 
contractor, including the risk assessment  

• have made sure that they and their 
employees have undertaken OHS induction 
training  

• maintain and keep up-to-date the safe work 
method statement(s)  

• provide the principal contractor with updated 
safe work method statements, and other 
information in relation to hazardous 
substances.  
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4  Purchasing 

This element is about making sure that all 
materials, equipment and plant purchased 
or hired conform to the required OHS 
standards. 

Purchasing and hiring 

Purchasing and hiring activities involve bringing 
materials, plant, equipment and services onto the 
construction work site.  

Substandard materials or poorly maintained leased 
plant or equipment may cause serious 
illness/injury.  

Organisations must define and implement systems 
to safely manage purchasing and hiring for the 
work site. For example: 

• all plant, equipment, goods or substances 
bought or hired must be assessed against 
required OHS standards (as exist for 
chemicals and other hazardous substances, 
for most building materials such as cement 
and glass, and for plant and equipment) 

• before new plant, equipment, goods or 
substances are introduced into the workplace, 
OHS hazards must be identified and risks 
controlled, and consultation with the personnel 
involved must occur. 

The four principles of hazard control should also 
be applied to purchasing and hire decisions.  See 
key element 6, Risk management.  

Supply 

Organisations must make sure that the products 
supplied, such as plant, equipment, materials, 
goods and substances, are safe and without risks 
to health and safety when properly used.  

Adequate information must be provided to the 
people who are supplied with the product. This 
includes information about:  

• the purpose of the product  

• the testing and inspections required 

• installation, commissioning, operation, 
maintenance, cleaning, transport, storage and 
dismantling information 

• systems of work needed for the safe use of the 
product 

• the knowledge, training or skill needed to 
undertake inspection and testing 

• emergency procedures. 

Organisations that erect or install plant or 
equipment, or use materials, goods or substances, 
at a workplace must obtain the necessary 
information from their suppliers to enable the 
elimination or control of OHS risks before their 
installation or use.  

Client-supplied products 

Sometimes the client may provide products for use 
for a project by a service provider (such as 
materials and equipment to be incorporated into 
the constructed work, or software, data or 
services).  

When this occurs, the service provider needs to 
know the product is safe to use, and any special 
safety precautions that are necessary. The same 
procedures used for receiving products from other 
suppliers will apply. 

Product identification and traceability 

Organisations must keep sufficient records to 
enable products to be identified and traced if future 
health and safety issues arise.  

For example, identifying on drawings where ‘clean’ 
fill was used and where it came from would allow 
tracing later if testing subsequently found the fill to 
be contaminated. Traceability of components 
allows safety analyses to be undertaken if 
subsequent testing reveals a substandard product. 

Disposal and decommissioning  

The safe disposal of used or left over goods and 
substances or the decommissioning of hired plant 
and equipment should be planned and the 
disposal/decommissioning processes required 
identified prior to purchasing or hiring.  
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5 Design 

This element is about defining processes 
to identify and eliminate (or at least 
minimise) OHS risks relating to design at 
any stage of a project.  

Consideration of OHS issues in the design phases 
of a construction project is essential to optimising 
OHS outcomes. Design decisions made at the 
early stages of a project influence construction 
processes and the health and safety of personnel 
on site during and after construction. 

A number of Acts, regulations and codes, including 
the Building Code of Australia, set out basic 
requirements for OHS in design. 

Organisations' corporate OHS management 
systems and OHS management plans should 
cover and include procedures that address the 
following. 

Management of the design process  

The design process should include consideration 
of OHS requirements, hazard identification, and 
the evaluation and control of health and safety 
risks, in relation to: 

• use and maintenance, especially risks arising 
out of the nature of the design of a facility, 
including operational risk management 

• the construction method (and, when removal 
and disposal will be required, the demolition 
method) 

• the construction work site, such as existing 
services below ground and geo-technical 
issues 

• compliance with OHS legislation, regulations 
and codes of practice 

The design process should also include the 
development and provision of design related 
construction risk and operational risk management 
information about:  

• the facility to be constructed that may affect 
health and safety  

• plant and equipment that may affect health and 
safety. 

Design procedures  

Organisations, their clients and designers should 
consult about the hazards identified during all 
stages of the design.  This includes hazards 
identified with construction, use, maintenance and 
disposal, and determining and describing how they 
will to be managed. 

Design procedures should: 

• adopt a hazard identification and OHS risk 
assessment approach 

• apply the hierarchy of hazard controls to 
design out or otherwise manage hazards 

• involve consultation with end users about 
hazards and OHS risk management 

• verify that the designed ‘product’ or facility is fit 
and safe for purpose 

• aim to achieve reasonable and safe 
‘constructability’; safety with use; longevity of 
‘product’; reduced, simplified and safe 
maintenance; and safe disposal. 

 

 
Construction Hazard Assessment 
Implication Review (CHAIR) 

CHAIR is a tool used to assist designers, 
constructors, clients and other key 
stakeholders to come together to reduce 
construction, maintenance, repair and disposal 
OHS risks relating to design.  

The CHAIR framework is intended to be 
applied to projects where the design process is 
no longer simple, the design is unique, or the 
project is unusual or high risk.  

CHAIR is available on the WorkCover NSW 
website www.workcover.nsw.gov.au 
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6 Risk management 

This element is about defining processes 
to identify OHS hazards, assess risks and 
plan work processes to control those 
risks. It also covers Safe Work Method 
Statements and hazardous management 
processes.  

For effective OHS management, organisations 
must establish procedures for: 

• identifying work site and work activity OHS 
hazards 

• assessing risks associated with these hazards 
and devising ways to eliminate or minimise the 
risks  

• implementing and prioritising control measures 
following risk assessment and monitoring risk 
control measures. 

Four ways to control hazards  
 

Work processes  

A ‘work process’ may be a specific activity or a 
number of activities. It may include measures such 
as temporary work (for safe access and exit), 
emergency procedures, plant maintenance, and 
protective or preventive measures (to make work 
sites safe). 

All construction related work processes have some 
potential to be hazardous to those involved or on 
the work site. Poorly planned or poorly controlled 
processes are most likely to cause illness or injury. 

How to identify a hazardous process  

• identify illness/injury and incidents that have 
occurred in the past, and recognised high risk 
work (See key element 3 and below). 

• consult with personnel and advisers to identify 
what they consider to be safety issues. 

• inspect the work area for specific hazards. 

• review all applicable information, such as 
Material Safety Data Sheets to identify the 
OHS hazards involved and precautions 
required. 

Effective procedures should be developed and 
implemented at the place of work to identify 
hazards: 
• prior to using work site premises for the first 

time   

• before installing, erecting, commissioning or 
altering plant or equipment 

• before changes to work practices are 
introduced 

• while work is being carried out when new or 
additional information becomes available, or 
hazards become apparent.  

1   Eliminate or control the hazard  
Elimination should always be the first preference as it is a permanent 
solution.    Where hazards cannot be eliminated then control them to 
minimise the risk.   

Think about – changing processes to eliminate the hazard 
altogether, such as fixing faulty equipment.  

2   Substitute  

If you can’t eliminate the hazard altogether, replace the hazardous 
plant, equipment, substance or process with a less hazardous one.  

Think about – using a different, less dangerous piece of plant or 
equipment, substance or process.  

3   Introduce engineering controls  

If you can’t eliminate the hazard or change the equipment, product or 
material, introduce engineering controls to place a barrier between 
people and the hazard.  

Think about – fitting guards to machinery, isolating or enclosing 
hazards, and using mechanical aids. 

4   Introduce administrative controls  

Introduce procedures and provide instructions to reduce the 
exposure to the hazard.  

Think about – implementing hazard training, varying work methods 
and times, using lock out or tag out systems, providing personal 
protective equipment and training people in the correct use of 
resources

OHS Regulation 2001 – Chapters 2, 4 & 8 Risk 
management and control - Requires plant 
designers, employers and self employed persons 
to adopt a risk management approach to 
managing workplace health and safety, and to 
construction work OHS hazards and risks.  

Risk Management at Work Guidelines 2001 -
Provides guidance material that is a model for the 
systematic management of workplace hazards.  

Code of Practice for Risk Assessment - Assists 
employers in their obligations under the 
Occupational Health and Safety Regulation 2001 
to identify any foreseeable hazards that may arise 
in the workplace and to assess the risk of harm 
arising from the identified hazards. 
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Minimum documentation for effective risk 
management  

Organisations must document:  

• methods for identifying OHS hazards, and 
assessing and controlling OHS risks 

• practices to minimise the risk of illness/injury 
and incidents occurring, and ensure 
compliance with the relevant OHS legislation, 
regulations, standards and codes 

• Safe Work Method Statements 

• general site safety procedures and rules 

• emergency procedures 

• training requirements, including induction, work 
activity and refresher training. 

Using Safe Work Method Statements for 
identifying, assessing and controlling OHS 
risks 

For effective OHS management, frameworks must 
be established by organisations for identifying 
OHS hazards in each work process, for assessing 
each associated risk, and for devising measures to 
control them. 

The use of Safe Work Method Statements, work 
instructions or technical procedures can provide 
such a framework, enabling the necessary 
planning to be undertaken, and written instructions 
to be made available on how to perform each task.  

Organisations and their service providers in the 
supply chain must prepare and implement Safe 
Work Method Statements for all their work 
processes assessed as having OHS risks.  

General site safety procedures 

General site safety procedures and rules must be 
in force on every work site. These include rules for 
protective clothing, safe access and egress, traffic 
and personnel movement, induction training and 
work activity. See section 5. The procedures and 
rules must be documented and appropriately 
communicated to all people working on the site. 

Organisations must provide and maintain adequate 
amenities for the welfare and personal hygiene 
needs of people on the work site. 

Hazardous processes 

Particular risk control measures (such as 
specialised facilities, proven work methods and 
specialised training) are required for hazardous 
processes.  

Organisations should confer with their service 
providers, and together identify and document any 
hazardous processes, and implement appropriate 
measures to control the associate risks. 

 

 

 

 

Particular attention should be paid to work:
• involving structural alterations, temporary 

supports and/or demolition of structures  
• at height, particularly over 3 meters 
• involving excavation, particularly to a depth 

greater than 1.5 metres 
• in tunnels and confined spaces 
• involving the use of explosives and powered 

tools  
• near traffic or near or with mobile plant  
• on or around or near electrical wiring 
• with or near hazardous substances, 

including chemicals 
• on or near occupied public sites or public 

thoroughfares 
• with cranes 
• hot work 
• over or adjacent to water where drowning 

could occur 
• with compressed air use or gas installations 
• with lasers 
Examples of hazardous processes include: 
• spray painting 
• asbestos work 
• abrasive blasting 
• welding 
• electroplating 
• work with molten metal 
• lead work 
• electrical work 
• traffic control 
• excavations  
• deep excavation  
• tunnelling  
• work in confined spaces  
• scaffolding 
• formwork  
• work at heights  
• work with dangerous goods/explosives 
• lifting, handling, loading and unloading 
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7 Training 

This element is about establishing 
procedures and allocating resources to 
identify and provide for the training needs 
of personnel. 

Training is important for all personnel working on 
construction projects, and in particular on 
construction work sites, to keep them informed 
about OHS risk management.  Conditions on 
construction work sites are often hazardous and 
change frequently, and the safety of many can be 
put at risk by incorrectly performing a simple task.  

A properly designed training program will consider 
the training needs for each stage of a construction 
process. It will allow for regular and ongoing OHS 
communication, for example through ‘tool box’ 
meetings. It will facilitate the delivery of appropriate 
training by appropriately qualified personnel.  

Requirements for training 

Training programs must cover OHS induction, task 
training, emergency procedures, OHS committee 
and OHS representative consultation training as 
well as ongoing training needs.  

 

 

 

 

Organisations must: 
• identify the OHS training needs of 

management, supervisors and other 
employees in accordance with the OHS 
management plans and the OHS risk 
identification and control measures identified 
for the project; 

• require that all their employees and service 
providers undergo induction and necessary 
task and ongoing training to conform with OHS 
requirements; 

• maintain records of OHS training provided and 
keep these records for at least three years 
after project or contract completion. 

Refresher training 

To ensure the required knowledge and attitude are 
maintained, refresher training will be required on 
longer-duration projects or for particular high-risk 
activities, such as work underground or in confined 
spaces, plant operation, use of hazardous 
substances and manual handling.  

OHS induction training 

An appropriate induction program builds 
understanding and responsible attitudes, as well 
as knowledge about Site Safety Rules, and OHS 
issues, hazards, risks and procedures. 

Induction training must cover OHS matters 
associated with:  
• general construction work 

• each specific work activity to be undertaken 

• the specific work site. 

Site-specific training must explain the Site Safety 
Rules, relevant Safe Work Method Statements, 
risk management procedures and consultative 
arrangements at the work site. 

Programs for general construction work and 
specific work activity based training must be 
checked regularly to make sure they are current. 

 

Training is particularly required when: 

• personnel and service providers 
commence work (induction) 

• new plant, work processes or systems are 
introduced 

• new OHS hazard or risks arise or more 
information is found about a particular risk 
or management of a particular risk 

• investigations identify a need for retraining

• an OHS Representative or Committee 
member is elected (for that person) 

• regulatory requirements or work site 
conditions change 

• site personnel are required to work with 
hazardous substances or processes 

OHS Regulation 2001 – Part 8.2  
OHS Induction training – construction 
work  

Requires principal contractors, self 
employed persons and employers to 
provide OHS induction training for all 
construction personnel.  
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8 Inspection, testing & servicing 

This element is about establishing 
procedures for planning and conducting 
OHS inspections, testing and monitoring 
on work sites, and for plant and 
equipment use, processes and incoming 
products. It also covers servicing of plant 
and equipment. 

Regular inspection and testing must be carried out 
to verify that appropriate OHS management is in 
place, and that construction work processes are 
proceeding safely and in accordance with OHS 
management plans and requirements.  

The work site activities, work methods, materials, 
plant and equipment will be subject to planned 
inspections and test programs to verify compliance 
and conformity. Inspection and testing will also 
occur at key stages of the project, including receipt 
of products, during high-risk activities and on 
completion of construction. 

Checklists and records are commonly used to 
measure compliance and conformity. 

 

Inspection and Testing Plans 

An Inspection and Testing Plan should be 
developed for each work process/product before 
that work begins, allowing for the OHS risks 
involved. It should take into account. 

• the timing and nature of particularly high-risk 
work 

• the identified work site hazards, and the risks 
and controls associated with these hazards 

• the likelihood of unforeseen hazards or risks 
emerging in between inspections 

• any instructions provided by the designers, 
manufacturers or suppliers of products 

• any regulatory requirements, such as 
registration of plant. 

An Inspection and Testing Plan will specify: 

• particulars of the inspection and test program, 
including hold/witness points, methods and 
acceptance criteria for OHS with processes 
and products 

• personnel to whom the responsibility for an 
inspection or test and acceptance has been 
assigned, and their qualifications 

• the type and form of the records to be 
maintained  

• where records will be kept, allowing that these 
will be made available to any party who has a 
legislated or contractual right of access. 

 

Inspection checklists and measures 
should:  
• cover all the OHS risks known to be 

present on the work site 

• verify that risk controls are working 
effectively 

• provide scope for identifying and 
managing new or previously unforeseen 
OHS risks 

 

Inspections and tests are particularly 
required with OHS for:  

• plant and equipment 

• incoming products 

• work site conditions 

• work methods and monitoring 
adherence to Safe Work Method 
Statements 

• work site access and exits 

• personal protective equipment 

• protective measures 

• monitoring adherence to safe working 
rules, including Site Safety Rules 
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Incoming products 

Inspection and tests usually start with incoming 
materials, manufactured products, plant and 
equipment. In some cases inspection and tests are 
carried out at the supplier’s or other premises. 

The levels of direct inspection and testing required 
by an organisation will depend on the extent of the 
quality control exercised by their suppliers and 
subcontractors, and on the importance of the 
particular component or work activity.  

As a minimum, an incoming materials inspection 
on the work site should check for correct type and 
quantity, safe packaging, correct labelling, correct 
documentation, provision of OHS information, and 
that no transit damage has occurred.  

Plant and equipment 

Plant and equipment must be regularly inspected 
and maintained, in accordance with regulatory 
requirements and the instructions provided by 
manufacturers, designers or suppliers. In 
particular, lifting equipment and fall arrest 
equipment must be checked regularly.  

These inspections and tests must be carried out by 
suitably qualified personnel in accordance with 
approved procedures and requirements. 

Inspection and test status 

A method of identification is required to show that 
incoming products, construction work generally, 
plant, equipment, temporary work, protection 
systems and work environments have passed the 
required inspections and tests. 

A system of tags, colours, stickers, stamps, 
barriers, special storage areas or records should 
be used to indicate inspection and test status, to 
indicate special precautions are to be taken, and to 
designate unsafe areas. 

Measuring equipment  

So that accurate measurements can be made 
during inspections and tests, measuring and 
testing equipment should be regularly maintained 
and calibrated, and maintenance and calibration 
records kept.  

Servicing 

Where ongoing servicing is provided, such as 
maintenance of plant and equipment or follow-up 
repairs, then OHS requirements must be identified 
and addressed in any service management plan 
and procedures.  

Such servicing should generally be carried out in 
accordance with the manufacturer’s instructions, 
paying particular attention to maintenance of safety 
devices and the use of appropriate lock-out, 
isolation, danger tags, and ‘permit to work’ 
systems. 

Records  

There are regulatory requirements for keeping 
records of some types of inspections, testing and 
servicing, for example:  

• electrical equipment inspection reports  

• plant inspection and testing records 

• plant maintenance records 

• maintenance and calibration records for 
measuring equipment. 
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9 Incident management & 
corrective action  

This element is about establishing 
procedures to manage incidents, to 
control the use of products and work 
practices, which do not meet OHS 
requirements, and to appropriately 
address OHS issues through corrective 
action and injury management 
procedures. 

An OHS issue exists when materials, construction 
methods, plant or equipment, temporary work, 
protective systems, work practices, work site 
conditions or other work do not meet OHS 
requirements. This includes the issues with events 
such as illness/injury and incidents.  

 

  

 

Incident management 

Incident management involves taking action to:  

• promptly detect, identify and document any 
non-compliance 

• report illness/injury and incidents  

• eliminate unsafe work practices and unsafe 
areas 

• quarantine non-complying materials and other 
products 

• advise appropriate parts of the organisation, its 
service providers and relevant authorities  

• rectify irregularities, non-conformances and 
non-compliances 

• consult with personnel about proposed 
changes that may affect their health, safety or 
welfare at work. 

Corrective action 

Incidents, illness/injury, and OHS inspections, 
audits and reviews, provide definite pointers to 
unsafe work practices and processes.  

Incidents and illness/injury and their causes should 
be recorded, investigated and analysed. The 
results should be used to bring about 
improvements in policies, standards, procedures, 
processes and work practices, and progressively 
lift OHS performance. 

Procedures should be established and used for 
recording and implementing corrective actions. 
These procedures should include consultation with 
personnel and advisers so their views on any 
proposed measures can be taken into account 
before implementation. 

Matters that could lead to OHS issues:  

• non-compliance with OHS risk management 
processes 

• non-compliance with OHS policies, 
procedures, instructions, standards or 
specifications 

• causes of an illness/injury or incident, 
including a near miss  

• breakdown of plant and equipment 

• inadequate OHS information and or 
documentation 

• poor use of resources  

• poor planning  

• inadequate training 

• complaints  

• delays  

• poor injury management 

• security breaches 

(This is not a complete list but only a guide) 
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Ongoing process 

Corrective action should not only arise from an 
inspection, audit or review is carried out or an 
illness/injury or incident occurs. Work site activities 
should be regularly assessed for OHS issues and 
potential risks to health and safety, and action 
taken to minimise risks, by the organisation, in 
consultation with affected employees and service 
providers, to avoid illness/injury and incidents. 

Organisations must establish procedures for 
recording the results of these assessments, and 
the corrective action taken. 

With the reviewing of past errors and issues, and 
anticipating possible future errors and issues, 
organisations and their service providers should 
continue to improve the level of OHS performance 
achieved. 

Workplace injury management 

Workplace injury management encompasses all 
measures for facilitating an early and safe return to 
work of employees who have been injured or 
become ill. 

 

Improving health and safety 
performance  

 

An injury management and return to work program 
is a requirement of all employers under the 
Workplace Injury Management and Workers 
Compensation Act as amended. The return to work 
program should address:  

• treatment of injury and illness 

• rehabilitation and return to work 

• retraining 

• claims management 

• employment management practices. 

Statistical techniques  

Statistical techniques should be applied to 
illness/injury, incident, injury, disease and 
compensation data, both at the work site level and 
at the planning level within the organisation, with a 
view to monitoring the trends so corrective and 
preventive action can be taken where necessary to 
improve OHS performance, including injury 
management.  . 

 

Investigate the causes of illness/injury’s 
and incidents, record the results of the in 
investigation  

Develop and take corrective action:  
eliminate the causes so illness/injury’s 
and incidents don’t occur  

Analyse workplace activities for potential 
hazards to health and safety.  

Develop and take preventative action: 
eliminate the hazards to reduce the 
likelihood of accidents  

Analyse the results of OHS reviews and 
audits for potential system and practice 
improvements  

Communicate system and practice 
improvements to those working with the 
system 
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10 Handling, storage, packaging 
and delivery 

This element is about establishing 
procedures to facilitate compliance with 
legislative and other requirements for 
handling, storage, packaging and delivery 
of products, including materials. 

Materials handling and manual handling are major 
activities on construction work sites. Organisations 
should plan and implement procedures to make 
sure that plant, equipment and materials are 
handled, stored, packaged and delivered in 
accordance with legislative and other requirements 
and good OHS practice.  

Highest priority given to safety issues 

OHS risks associated with the use and movement 
of products need to be identified and managed. 
This may be achieved by action such as: 

• conducting hazard identification and risk 
assessments before products are moved 

• developing and implementing Safe Work 
Method Statements 

• minimising the use of hazardous substances 
and dangerous goods 

• arranging appropriate storage, handling and 
licensing of dangerous goods and hazardous 
substances 

• checking that operators of plant and equipment 
have the appropriate licences 

• planning safe entry and exit points for 
materials storage sites and work sites 

• using mechanical devices to lift and move 
products instead of manual handling. 

Manual handling 

Particular attention needs to be given to identifying 
and assessing any manual handling risks prior to 
the commencement of related work.  

Hazardous substances and dangerous goods 

Procedures should allow to verify and ensure that 
dangerous goods, and chemicals and other 
hazardous substances are labeled, stored, 
transported and used appropriately, and are 
accompanied by a Material Safety Data Sheet 

(MSDS). A register must be kept of all hazardous 
substances brought onto a construction work site.  

Certification of plant operators 

Many materials handling activities are hazardous 
and require licensed operators such as riggers, 
crane operators and other plant operators.  

Procedures should be in place and used to check 
(before the work begins) that the operators of plant 
and equipment have the appropriate licence 
certificates. 

Using approved equipment 

Allowances must be made in procedures for the 
approved equipment required for use with some 
activities, such as those with cranes, loaders, 
conveyors and explosives magazines. 

Disposal and decommissioning 

Procedures should be in place and used for the 
safe disposal of used or leftover products and 
substances. The decommissioning of plant and 
equipment should be considered and planned for 
before purchasing or hiring.  

 

 

 

 

Risk assessment with hazardous 
substances and dangerous goods 

A risk assessment is required with each 
hazardous substance used on a construction 
work site. Before the work begins, an initial 
assessment should be undertaken using the 
Material Safety Data Sheet to verify that the 
proposed work methods are in accordance 
with the manufacturer’s instructions. 

Where the initial assessment indicates a 
significant health risk, a fuller assessment is 
required. This may include monitoring to 
determine and minimise levels of exposure. 

Dangerous goods and hazardous substance 
may need special arrangements for transport 
and storage.  

Some such materials, such as solvents and 
paint strippers, will require the personnel using 
them to be trained and experienced in their 
use. 
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11 Internal reviews 

This element is about establishing 
procedures for planning and undertaking 
internal reviews (including audits) to verify 
that on-site OHS processes and practice 
match the required plans and procedures.  

A schedule of internal reviews must be established 
and implemented to verify that OHS processes and 
practice match the required plans and procedures, 
and that the corrective actions resulting from 
reviews are effective. 

Procedures must be established and implemented 
for the systematic review the OHS Management 
System and OHS management plans and their 
implementation, and the responses required to 
these reviews.  

Reviews must be capable of identifying 
deficiencies in the System and plans and their 
implementation, and assessing the effectiveness of 
corrective actions.  Reviews should be scheduled 
to suit the importance of, and risks with, the 
element or area being reviewed.  

Results of internal reviews must be brought to the 
attention of the organisation’s personnel 
responsible for the area reviewed, who must take 
corrective action immediately.  

 

 

 

 

 

 

 

 

The reviews should: 

• be carried out at regular intervals  

• examine each of the key System 
elements  

• be capable of identifying deficiencies in 
the System and plans and their 
implementation 

• be carried out by persons with the skills, 
competency and knowledge of the 
System and plans 

• be fully documented, recorded, and 
reviewed by the senior management 

• be available for review by external 
auditors 

• result in corrective action being 
undertaken to rectify any deficiency in 
the System or plans 

• include follow-up actions to assess the 
effectiveness of any corrective action 
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12 Documentation and records 

This element is about establishing 
procedures for the control, approval, 
dissemination, withdrawal, storage and 
disposal of OHS documents, data and 
other records. 

The success of construction projects depends on 
accurate and detailed documents such as plans, 
specifications, standards and codes. These include 
documents dealing with OHS work practices. 

OHS Management System documents, including 
procedures, work instructions, checklists, forms 
and electronic data must be approved for 
adequacy before use, and be made available at all 
appropriate locations and to all applicable 
personnel. 

An organisation should have and implement 
procedures and processes to verify that at any 
point during a project: 

• documents and data are accurate, easy to 
understand and up-to-date 

• documents and data can be easily found when 
required, and the people who need them get 
them when they need them 

• documents and data are periodically reviewed 
and revised as required by competent 
personnel 

• changes are recorded and, unless otherwise 
required, superseded documents and data are 
removed from use. 

OHS records 

It is important to keep records to monitor the 
effectiveness of OHS management and to verify 
that people follow the required procedures. 
Records also provide evidence of compliance with 
the corporate OHS management system, with 
OHS management plans and with the various OHS 
requirements, standards, regulations and laws that 
apply. 

Identification, filing, retrieval and retention 

Procedures should be established and used to:  

• identify, collect, document, retain and protect 
OHS information and data 

• allocate responsibility for the retention of 
records 

• maintain a register to control the storage and 
disposal of records 

• audit compliance and show evidence that 
required actions have been taken on OHS 
records and record issues. 

 

 

 

Required records and documentation 
include:  
• training records 

• first aid treatment records  

• emergency procedures  

• hazard identification and risk assessments  

• incident and illness/injury reports  

• plant and equipment records 

• work permits  

• Material Safety Data Sheets 

• hazardous substances records 

• inspection, testing and servicing records  

• details of qualifications held by individuals 

• internal review reports 

• minutes of workplace OHS meetings 

• safety equipment records  

• OHS design review records  

• audit reports  

• injury and workers compensation 
management records 

• OHS Management System, OHS Project 
Management Plans, Site-specific Safety 
Management Plans, Safe Work Method 
Statements and Site Safety Rules 

(This is not necessarily a complete list, and 
other records and documentation may also be 
required) 
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5. Site-specific Safety Management Plans 

A Site-specific Safety Management Plan identifies 
the hazards associated with the particular work 
being undertaken on a site, along with the hazard 
and risk control measures that will be implemented 
to adequately protect people on the work site from 
the risk of injury or illness.  The Plan must include 
the six components described opposite. 

The Site-specific Safety Management Plan must 
be available on the work site for inspection by all 
people at that place of work before they 
commence work. 

The Plan must be documented and provided by 
the organisation to all the organisation’s service 
providers in the supply chain before they begin 
work, to help them use the Plan for their work 
and/or develop their own compatible Site-specific 
Safety Management Plans.  

Any changes to the Plan must also be provided to 
all the service providers in the supply chain.   

The Plan must be implemented, maintained and 
kept up to date during the course of the work on 
the site.  

 

 

 

 

A Site-specific Safety Management Plan 
will address of the following six 
components:  

1 Risk management – identification of the 
hazards and assessment of the risks 
associated with the work, and 
documentation of the risk control measures 
to be taken. 

2 Statement of responsibilities – a 
statement that nominates individuals who 
will be responsible for the site-specific OHS 
aspects of the work, and who will be 
available to deal with illness/injury and 
OHS incidents. 

3 Occupational health and safety training 
– a statement identifying the training needs 
of personnel on the work site, including 
OHS induction training for the work, and 
arrangements to address those needs.  

4 Incident management – a statement 
identifying the processes to be used and 
personnel available to prevent, prepare for, 
respond to and recover from illness/injury 
and incidents.  

5 Site Safety Rules – safety rules that 
should be displayed in prominent areas on 
the work site.  

6 Safe Work Method Statements – 
statements for all work activities identified 
as having health or safety risks, identifying 
the measures to be used to manage those 
risks. Particular attention should be paid to 
work activities with a high safety risk (for 
example working at heights, with or near 
hazardous substances, in tunnels or 
confined spaces, with cranes, with 
compressed air, with lasers, or in deep 
excavations). 

(Also see section 4, key elements 3 and 6) 
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1 Risk management  

The hazards associated with each work activity 
must be identified and the associated risks 
assessed, and measures for eliminating or 
minimising and monitoring the risk controls 
developed, documented and implemented.   

Section 4 (key element 6, Risk management)  

2 Statement of responsibilities 

The statement of responsibilities must list the 
names and positions of the people on the work site 
who will be responsible for OHS management, 
including: 

• identifying hazards and assessing the risks 
associated with the work, and documenting the 
risk control measures to be taken 

• managing compliance with OHS, workplace 
injury management and workers compensation 
legislation, regulations, standards and codes, 
Safe Work Method Statements and the Site 
Safety Rules 

• assessing and monitoring the capability of 
service providers in the supply chain, and 
verifying that they meet OHS requirements 

• displaying and making Site Safety Rules 
available to personnel on, and visitors to, the 
work site 

• providing the organisation’s service providers 
with its Site-specific Safety Management Plan 
and any updates 

• managing the OHS communication and 
consultation provisions in accordance with the 
regulatory and other requirements  

• conducting site-specific induction, specific 
work activity safety training and refresher 
training 

• making sure that before starting work on site 
all personnel attend suitable induction training 
courses (see Induction training at right) 

• preparing, maintaining and making accessible 
the register of hazardous substances 

• managing workplace injury management 
processes to suit procedures 

• maintaining first aid stocks and providing first 
aid 

• managing illness/injury and emergency 
processes to suit procedures 

• keeping OHS records.  

Section 4 (key element 1, Management 
responsibility)  

3 OHS training 

General safety training  

Training is critical for work on construction sites. 
The safety of many can be put at risk by personnel 
not being aware of their responsibilities or the Site 
Safety Rules, or not following Safe Work Method 
Statements.  

Training must build understanding and responsible 
attitudes as well as knowledge about the Site 
Safety Rules, and OHS activities, hazards, risks 
and procedures. 

Each organisation and its service providers must: 

• identify the OHS training needs of 
management, supervisors and other personnel 
for the contract 

• arrange for appropriate training, including 
refresher training  

• maintain appropriate records of OHS training 
provided to personnel for the contract. 

Induction training  

Before any person commences work on site they 
must be provided with OHS induction training. This 
must cover OHS matters associated with: 

• general construction work 

• the specific work activities to be undertaken 

• the specific work site. 

Site-specific induction must explain Site Safety 
Rules, relevant Safe Work Method Statements, 
risk management procedures and consultative 
arrangements at the work site. 
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4 Incident management  

Before starting work organisations must prepare 
and implement management procedures and 
nominate the people who will be available (both 
during and outside normal working hours) to 
prevent, prepare for, respond to and recover from 
illness/injury and incidents. 

There must be procedures for contacting these 
people, and any changes to these nominations and 
procedures must be notified promptly. 

These procedures must be clearly advertised on 
the work site, so that all personnel and visitors are 
aware of the contact names. 

5 Site Safety Rules  

Organisations must prepare and implement Site 
Safety Rules, display them on noticeboards and 
other suitable locations on the work site, and 
provide them to all personnel who may work on the 
site and visitors to the site.  

The Site Safety Rules must cover and include, but 
are not limited to, the following. 

Induction and safety training  

• Before starting work on site all personnel must 
attend induction training in health and safety 
aspects of general construction work. 

• Before starting work on site all personnel must 
attend adequate site-specific induction training 
and induction training for the particular work 
activity being undertaken. 

• All personnel on the work site must attend 
appropriate refresher training and be involved 
in regular discussion of work site OHS matters. 

• All visitors when on the work site must be 
accompanied by a person who has received 
the above training. 

Personal protective equipment  

• All personnel and visitors must wear 
appropriate personal protective equipment 
(PPE) when on the work site.  

Site access and security  

• All entry to, movement on, passage adjacent 
to, and exit from, the work site of persons, 
vehicles and equipment will be controlled in 
accordance with required procedures. 

 

Illness/injury and emergency procedures 

• All first aid facilities and illness/injury and 
emergency procedures will be clearly identified 
and used, including reporting illness/injury and 
incidents. 

Protection of all workers and the public 

• Effective barricades, fencing and overhead 
protection will be used. 

Elevated work 

• All work at heights will be done in accordance 
with the relevant legislation, regulations, 
standards, codes and procedures. 

Electrical work, overhead wiring, installations 
and equipment 

• All electrical work, plant and equipment must 
comply with OHS and electrical safety 
legislation, regulations, standards, codes and 
procedures, including inspection and tagging 
of leads and power tools. 

• The presence and location of all electrical 
cables will be identified before commencing 
adjacent work. 

Demolition, excavation, formwork and other 
structural frames 

• All demolition, excavation, formwork and work 
with other structural frames will be done in 
accordance with the relevant legislation, 
regulations, standards, codes and procedures. 

Hazardous materials and dangerous goods  

• A register of hazardous substances must be 
kept and maintained for all hazardous 
substances brought onto the work site.  

• All hazardous substances and dangerous 
goods must be used, handled and stored in 
accordance with requirements. 

Safe working  

• All requirements identified will be followed, 
including fire prevention and housekeeping 
procedures.  

• The consumption of alcohol and illegal drugs is 
prohibited on the work site.  
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6 Safe Work Method Statements  

Safe Work Method Statements must be prepared 
and implemented for all work activities assessed 
as having OHS risks. Particular attention should be 
paid to work activities with a high safety risk. See 
section 4 (key elements 1 and 6) that describes 
some high risk construction work. 

When preparing Safe Work Method Statements, 
the personnel who are to follow them must be 
consulted and involved. This will help improve, and 
encourage their ownership of, the required actions 
and procedures in the Statements. 

Safe Work Method Statements must: 

• be on the organisation’s letterhead and show 
the name and registered office address of the 
organisation 

• be signed and dated by a senior management 
representative of the organisation and those 
who participated in developing the Safe Work 
Method Statements 

Safe Work Method Statements must at least 
include: 

• a description of the work to be undertaken 

• the step-by-step sequence of activities and 
tasks involved in doing the work 

• the potential hazards and risks associated with 
each step of the work 

• the safety controls that will be put in place to 
minimise these risks 

• all precautions to be taken to protect health 
and safety 

• all health and safety instructions to be given to 
persons involved with the work 

• identification of the applicable sections of 
OHS, workplace injury management and 
workers compensation legislation, regulations, 
codes, standards and procedures applicable to 
the work, and where these documents are kept 

• the names and qualifications of those who will: 

- supervise the work 

- inspect and approve work area conditions, 
work methods, protective measures, plant, 
equipment and power tools for use 

 

• a description of what training is given to people 
involved with the work 

• the names of those who will be, or have been, 
trained for the work activities described in the 
Safe Work Method Statements, and the names 
and qualifications of those responsible for 
training them 

• identification of the resources, plant and 
equipment that is most likely to be used on the 
work site, such as ladders, scaffolds, grinders, 
electrical leads, welding machines, fire 
extinguishers, tools and materials 

• details of any WorkCover permits required to 
complete the work and where they are kept 

• details of the inspection and maintenance 
checks that will be, or have been, carried out 
on the plant and equipment listed for use. 

All the organisation’s service providers must be 
directed to comply with the Safe Work Method 
Statements that they have been provided with or 
they have developed. 

Safe Work Method Statements must be maintained 
and kept up to date. All relevant personnel must be 
consulted, provided with access to copies of it, and 
retrained in its use, when a Safe Work Method 
Statement is changed.  

During the course of the work, if further activities 
are identified as having OHS risks, acceptable 
Safe Work Method Statements must be developed 
for these activities before work commences. Safe 
Work Method Statements should be attached to or 
incorporated into the associated Site-specific 
Safety Management Plan and kept up to date. 
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Appendix A 
Assessment of Corporate OHS Management Systems 

This checklist may be used by NSW 
Government Construction Agencies when 
reviewing an organisation’s OHS Management 
System for accreditation.  Organisations may 
also use it as a guide when preparing their OHS 
Management Systems.   

Documentation 
Is the Corporate OHS Management System: 

� in an easily understood document?  
� accessible to all employees?  
� actively maintained and up to date?  

Does the System clearly define: 

� the organisation’s OHS policies and 
objectives?  

� organisational responsibilities?  
� position descriptions?  
� OHS procedures?  
� records and documents that must be kept?  

Management responsibility 
Does the System clearly define: 

� specific senior management responsibilities 
and commitment to continuous 
improvement?  

� specific responsibilities and accountabilities 
of management and other personnel 
responsible and qualified to deal with OHS 
matters, including CEO, executive 
management, OHS Senior Management 
Representative, OHS System Manager, 
other specialist OHS personnel, Project 
Manager, Site Manager, Site Supervisor, 
Team Leaders and other personnel?  

Does the System clearly define who is 
responsible for: 

� defining the organisation’s OHS policies, 
objectives and procedures?  

� checking that adequate human, technical 
and financial resources are allocated to deal 
with OHS matters? 

� managing compliance with OHS, workplace 
injury management and workers 
compensation legislation, regulations, 
standards and codes?  

� managing compliance with the OHS 
Management System?  

� acquiring, communicating and consulting on 
OHS information, such as OHS policies, 
management systems, plans and 
procedures? 

� establishing and implementing OHS 
consultation and communication 
arrangements? 

� managing OHS design issues? 
� planning and conducting OHS training, 

including induction training, work activity 
training and refresher training? 

� undertaking OHS hazard identification and 
risk assessments and implementing 
appropriate risk controls? 

� developing and implementing emergency 
procedures? 

� keeping the work site environment safe? 
� preparing Safe Work Method Statements? 
� verifying that employees and service 

providers implement safe work methods? 
� verifying, by way of inspections and tests, 

that work areas, work methods, materials, 
plant and equipment comply with OHS 
legislation, regulations, standards and 
codes? 

� stopping, rejecting or quarantining use of 
unsafe work areas, work methods, materials, 
plant and equipment? 

� reporting illness/injury and incidents and 
producing and collating related statistics? 

� investigating incidents and illness/injury?  
� implementing corrective actions to prevent 

recurrences of work site incidents and 
illness/injury? 

� workplace injury management and 
rehabilitation of injured employees? 

� maintaining OHS records and managing 
documentation? 

� undertaking internal reviews of the OHS 
Management System and its use on a 
regular basis? 
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Communication and consultation 
Does the System clearly define how the 
organisation plans to: 
� establish OHS consultative arrangements, 

including training? 
� publicise OHS consultative arrangements? 
� consult with appropriate people prior to 

decisions affecting their health and safety? 
� provide information to employees and 

service providers on relevant risks, risk 
control measures and reporting procedures? 

Service Providers  
Does the System clearly define how the 
organisation plans to: 
� specify appropriate OHS requirements in all 

contracts entered into?  
� assess and select its service providers in the 

supply chain on their ability to comply with 
OHS requirements?  

� provide its service providers with a Project 
OHS Management Plan or Site-specific 
Safety Management Plan? 

� monitor its service providers’ compliance 
with safe working methods? 

� manage any of its service providers’ poor 
performance? 

Purchasing 
Does the System clearly define the 
organisation’s procedures for: 
� pre-purchase identification of potential OHS 

risks that may be introduced to the work site 
from supplied plant and materials? 

� assessing suppliers’ ability to comply with 
the organisation’s OHS specifications for the 
provision of plant, materials and services? 

� verifying that client-supplied plant and 
materials meet OHS specifications? 

� checking that suppliers provide all relevant 
OHS information for their plant and 
materials? 

� maintaining records of supplied plant and 
materials identified as having potential OHS 
risks? 

Design 
Does the System clearly define the 
organisation’s procedures for: 
� documenting the responsibilities of those 

undertaking OHS design and design 
reviews? 

� verifying that design meets legislative  
requirements? 

� holding and recording OHS design review 
meetings? 

� identifying, investigating, assessing and 
controlling OHS risks associated with the site 
or inherent in the design? 

� identifying in OHS management plans the 
design related risks to personnel undertaking 
construction? 

� reviewing and approving changes and 
modifications to designs? 

� considering and documenting OHS issues 
relating to the maintenance and eventual 
removal or demolition of the designed 
facility? 

Risk management 
Does the System clearly define procedures: 
� for identifying OHS hazards, assessing risks 

and devising risk controls? 
� for selection of the most effective risk control 

measures? 
� for dealing with OHS hazards and related 

risks in the event of an incident or 
illness/injury? 

� for developing and implementing Safe Work 
Method Statements? 

� for reviewing service providers’ Safe Work 
Method Statements? 

� to enable compliance with relevant OHS, 
workplace injury management and workers 
compensation legislation, standards and 
codes? 

� for preparing and communicating Site Safety 
Rules? 

Training 
Does the System clearly define the 
organisation’s procedures for: 
� identifying the training needs of 

management, supervisors and employees? 
� providing employees, service providers in 

the supply chain and visitors to work sites 
with appropriate OHS induction training?  

� providing all personnel with relevant activity 
training and refresher training? 

� providing OHS committee and OHS 
representative consultation training? 

� providing training in emergency procedures? 
� keeping appropriate records of OHS 

training? 
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Inspection, testing and servicing 
Does the System clearly define procedures for: 

� developing and maintaining a schedule of 
inspection, testing and servicing for all 
projects (prior to commencement of work) 
based on the level of risk involved? 

� maintaining records of inspection, testing 
and servicing? 

Does the System clearly define procedures 
covering inspection, and where relevant, 
testing and servicing of: 

� incoming products, such as materials, plan 
and equipment? 

� work site environment? 
� work methods generally? 
� access and exits? 
� hazard and risk control measures? 
� adherence to Site Safety Rules? 
� electrical safety? 
� plant and equipment? 

Do inspection plans: 

� specify the standards against which 
inspection, testing and servicing will be 
conducted? 

� specify particulars of the inspection, testing 
and servicing programs? 

� assign responsibility for inspection, testing 
and servicing? 

� specify the competencies required by 
persons conducting inspection, testing and 
servicing? 

� specify arrangements for identifying the test 
status of plant, equipment and materials? 

� specify the requirements for the accuracy 
and calibration of testing equipment? 

� specify where the records will be kept? 

Incident management and 
corrective action 

Does the System clearly define the 
organisation’s procedures for: 

� detecting and documenting issues and 
incidences of non-compliance and non-
conformance? 

� quarantining and disposal of non-conforming 
materials and substances? 

Is it clearly shown how the organisation will 
communicate information about issues and 
corrective action:  

� throughout the organisation?  
� to clients? 
� to its service providers? 
� to the relevant authorities, including 

illness/injury notification to WorkCover 
NSW? 

Does the System clearly define the 
organisation’s procedures for: 

� incident/illness/injury reporting and 
investigation? 

� implementing corrective action? 
� monitoring the status and keeping records of 

corrective actions? 
� implementing injury management and return 

to work plans? 

Handling, storage, packaging and 
delivery 

Does the System clearly define the 
organisation’s procedures for: 

� appropriate licensing, certification and 
qualification of anyone who will be engaged 
in hazardous processes? 

� checking compliance with registration 
requirements of plant and plant design? 

� safe handling and storage of products, 
including hazardous substances and 
dangerous goods? 

� assessment and control of manual handling 
risks? 

� assessment and control of materials 
handling risks? 

� identification of hazardous substances and 
dangerous goods through appropriate 
labelling? 

� provision of information on hazardous 
substances (such as through Material Safety 
Data Sheets)? 

� maintenance of a register of hazardous 
substances and associated records of risk 
assessments of hazardous substances? 
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Internal reviews 

Does the System clearly define procedures for 
systematically reviewing (including auditing) 
OHS activities and management plans, 
including: 

� carrying out reviews at regular intervals? 
� identifying deficiencies in the OHS 

management system and plans? 
� specifying the responsibilities of those 

carrying out the review? 
� documenting reviews? 
� conducting periodic audits of implementation 

and compliance with the OHS Management 
System and plans? 

� implementing corrective actions? 
� Implementing follow-up procedures to 

assess the effectiveness of any corrective 
action? 

Documentation and records 

Does the System clearly define: 

� document control procedures for OHS 
documents and data, including their 
identification, approval, maintenance, 
dissemination, retention, withdrawal and 
disposal? 

� records management procedures for 
maintaining OHS records, including their 
identification, filing, retrieval and retention? 

Does the System clearly define record-keeping 
requirements for: 

� induction and training records? 
� skills, competency and licence register? 
� hazard identification, risk assessments and 

associated safe working procedures? 
� reports of incidents and illness/injury? 
� illness/injury and incident investigation 

reports?  
� illness/injury statistics, such as lost time 

frequency rates and duration rates? 
� maintenance, testing, servicing and repair of 

plant and equipment? 
� use of hazardous substances and 

associated monitoring? 
� inspection and test reports? 
� particulars of qualifications held by 

individuals? 
� internal review reports? 
� minutes of OHS meetings? 
� OHS design reviews? 
� OHS audit reports? 
� employee injury management records? 
� evidence of actions taken as a result of OHS 

meetings? 
� corrective action records? 
� work safety records generally? 
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Appendix B 
Project OHS Management Plan Review Checklist 

This checklist may be used by Government 
agencies when reviewing a contractor’s Project 
OHS Management Plan.  Contractors and 
others may also use the checklist as a guide 
when preparing their Project OHS Management 
Plans.  

Identified hazards 
Assessment of the work site and project during 
the planning stage identified the following site-
specific hazards.  For example, peculiarities of 
access and egress, protecting the public from 
the work site activities, ensuring design 
addresses OHS and the like.   

1 

2 

3 

4 

5 

General 
Does the Project OHS Management Plan: 

� recognise the principal contractor? 
� contain the contractor’s OHS policy (signed 

by the CEO)? 
� outline the specific OHS resources, 

responsibilities and procedures for the 
particular project? 

� require the contractor’s service providers in 
the supply chain to develop and implement 
compatible Site-specific Safety Management 
Plans and Safe Work Method Statements? 

� describe the work to be undertaken for the 
project? 

� include documented risk assessments and 
control plans and procedures? 

� include safe work procedures relevant to the 
contractor’s operations and the project? 

� include public safety procedures relevant to 
the project? 

� include induction and training procedures 
relevant to the project? 

� include processes for OHS issue resolution 
and consultation mechanisms? 

� incorporate Site-specific Safety Management 
Plans (as appropriate)? 

� include Safe Work Method Statements 
relevant to the project?  

� include Site Safety Rules.  

Management responsibility 

Does the Project OHS Management Plan state 
the name of the contractor’s representative 
responsible for: 

� managing OHS compliance on the work 
site? 

� monitoring the contractor’s service providers 
compliance with Site-specific Safety 
Management Plans? 

� acquiring and communicating OHS 
information on the work site? 

� providing OHS training? 
� undertaking risk assessments and 

implementing appropriate risk controls? 
� managing illness/injury and emergency 

procedures and facilities on the work site? 
� developing and implementing project 

Inspection and Testing Plans?  
� reporting and investigating OHS illness/injury 

and incidents? 
� implementing corrective actions? 

Communication and consultation 
Does the OHS Management Plan show: 

� that the contractor has established 
consultation arrangements to share OHS 
information on the project?  

� the OHS arrangements are agreed between 
management and employees? 

� appropriate OHS representation has been 
determined for the workgroups? 
representatives elected and trained? 

� arrangements for OHS consultations are 
recorded and publicised? 

Does the Plan contain procedures for: 

� communicating Site Safety Rules and OHS 
training and induction requirements on the 
work site? 

� communicating emergency procedures? 
� conducting regular tool box meetings/talks? 
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Service Providers  

Does the Plan clearly define procedures for: 

� identifying and addressing the requirements 
for a principal contractor? 

� selection of the contractor’s service 
providers in the supply chain on their ability 
to comply with OHS requirements? 

� providing the contractor’s service providers 
with the Project OHS Management Plan, 
applicable Site-specific Safety Management 
Plans and Safe Work Statements? 

� making sure the service providers prepare 
and implement compatible Site-specific 
Safety Management Plans and Safe Work 
Method Statements, and verifying 
compliance with these? 

� monitoring work undertaken by the service 
providers? 

� managing any of the service providers poor 
performance? 

Purchasing 

Does the Plan clearly define procedures for: 

� monitoring purchase and delivery of plant, 
equipment and materials to check that they 
comply with OHS specifications? 

� obtaining appropriate OHS information from 
suppliers of plant, equipment and materials? 

Design 

Does the Plan clearly define procedures for: 

� verifying design compliance with  legislative 
requirements? 

� designing and reviewing design to identify, 
assess and control OHS risks? 

� reviewing and approving design changes? 

Risk management 

Does the Plan clearly define procedures for: 

� identifying OHS hazards, assessing risks 
and developing/implementing appropriate 
risk controls? 

� managing OHS incidents, illness/injury and 
emergencies? 

� developing and communicating Site Safety 
Rules? 

� developing and implementing Safe Work 
Method Statements for activities and areas 
identified as having OHS risks? 

Do Safe Work Method Statements for the 
project include information about: 

� the manner of providing or completing a 
process? 

� the potential hazards and relevant risk 
controls associated with the activity, job or 
task? 

� use of suitable equipment? 
� compliance with OHS legislation, standards, 

codes and procedures? 
� keeping of records? 
� qualifications and training of personnel? 
� inspection and maintenance checks 

required? 

Are the following hazardous work activities 
(where relevant to the project) covered by Safe 
Work Method Statements: 

� work with hazardous substances, such as 
spray painting 

� asbestos work  
� abrasive blasting 
� welding or other hot work 
� electroplating and work with molten metal 
� gas installations and compressed air work  
� processes involving lead work 
� electrical work 
� traffic control or other work near traffic and 

mobile plant 
� excavations and tunnelling 
� work in confined spaces 
� scaffolding or other temporary supports 
� formwork 
� work at heights 
� work with dangerous goods/explosives  
� lifting, handling, loading and unloading 
� demolition and work with drowning risks 
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Training 

Does the Plan clearly define procedures for: 

� identifying the training needs of 
management, supervisors, employees, 
service providers and visitors? 

� providing OHS induction training, task 
training and refresher training? 

� providing OHS committee and OHS 
representative consultative training? 

� providing specific training necessary to 
conform with OHS requirements? 

� providing training in emergency procedures? 
� keeping appropriate records of OHS 

training?  
� making sure all personnel who will be on the 

project work site have been inducted in 
accordance with the requirements of the 
NSW Code of Practice: OHS Induction 
Training for Construction Work? 

 
Inspection, testing and servicing 

Does the Plan include: 

� inspection, test and servicing plans for the 
project, with provision for those to be 
provided by the contractor’s service 
providers? 

Does the Plan clearly define procedures for: 

� maintaining records of inspections, tests and 
servicing for the project? 

Does the Plan clearly define procedures for 
planning and conducting OHS inspections and 
testing (and, where relevant, servicing) for: 

� incoming products such as materials, plant 
and equipment? 

� Work site environments? 
� hazard and risk control measures? 
� access and exits? 
� protective measures? 
� electricity safety? 
� plant and equipment? 
� work methods generally? 

Incident management and 
corrective action 

Does the Plan clearly define procedures for: 

� reporting and investigating incidents and 
illness/injury? 

� managing incidences of non-compliance and 
non-conformance? 

� quarantining and disposal of non-conforming 
materials and substances? 

� implementing injury management and return 
to work plans? 

� implementing corrective action? 
� monitoring the status and keeping records of 

corrective actions?  

Handling, storage, packaging and 
delivery 

Does the Plan clearly define procedures for: 

� verifying that everyone engaged in 
hazardous processes is appropriately 
licensed and competent? 

� checking that hazardous substances are 
appropriately labelled and accompanied by 
Material Safety Data Sheets? 

� safe handling, storage, use and disposal of 
products, including hazardous materials and 
dangerous substances? 

� assessment and control of manual handling 
risks? 

Internal reviews 

Does the Plan clearly define procedures for: 

� carrying out reviews at regular intervals of 
the Plan and its implementation? 

� identifying and communicating Plan and 
implementation deficiencies to appropriate 
people? 

� effective implementation of corrective 
actions? 
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Documentation and records 

Does the Plan include procedures for: 

� controlling, approving, disseminating, 
withdrawing, storing and disposing of OHS 
documents, data and records for the project? 

Does the Plan include record keeping 
requirements and procedures for:  

Management records and documentation such 
as: 
� training register and records? 
� skills, competency and licence register? 
� OHS Committee minutes? 
� OHS audit reports? 
� internal review reports? 
� illness/injury statistics, such as lost time 

frequency rates and duration rates?  
� OHS design review reports? 
 

Work safety records and documentation such 
as: 
� Site Safety Rules? 
� induction register? 
� first aid officers list? 
� emergency procedures? 
� Safe Work Method Statements? 
� hazard identification and risk assessment 

reports? 
� incident notifications? 
� injury register? 
� incident and illness/injury investigation 

reports? 
� corrective action records? 
� records of tool box meetings/talks? 
� personal protective equipment register? 
� register of plant and electrical equipment? 
� work permits (such as confined space entry 

and hot work permits)? 
� Material Safety Data Sheets? 
� hazardous substances register? 
� inspection and test reports? 
� servicing records? 


