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CANVALE PROPRIETRY LIMITED

RESPONSIBILITIES

Trades Employed Details
Electrician

Plumber

Installers

Painters

Plasterers

Carpenters

Grano Workers

Glaziers

Carpet Layers

Contractors and their employees have duties and responsibilities under the Occupational Safety and Health Act 1984 when
workingfor CANVALE, theseare:

¢ To maintain their own safety and health at work and to avoid adversely affecting the safety and health of others at
the workplace through any act or failure to act.

¢ Tocomplywithanyreasonablerequestorinstructionof CANVALE.

o Torespectand use where necessary personal protective equipment (PPE) and use such protective equipmentin the
correct manner.

o Toreportanyhazards, accidents orinjuries thatoccuratthe Site.

¢ To cooperate with CANVALE to meet Duty of Care obligations under the Occupational Safety and Health Act
1984.

¢ Nottocarryoutany activity at the job that they have not been requested or trained to do.

¢ Holdcurrentconstruction“Blue Card” or“White Card” Safety awareness certificate.

o Complete “CANVALE Site Induction” forms and all other necessary forms included within the Site Specific OH&S
Plan.

o Advise Workers’ Compensation and Public Liability insurance details

o Tocomply with the company Service Level Agreement

¢ Tocomplywiththe company fullterms and conditions of purchase order

o Contractors / Workers are obliged to comply with the above duties under the Occupational Safety and Health Act
1984. Workers who fail to comply with the above duties may be in breach of the Act and therefore may face severe
civilorcriminal penalties.
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CANVALE PROPRIETRY LIMITED

OCCUPATIONAL HEALTH SAFETY AND ENVIRONMENT POLICY

CANVALE is committed to providing a physically safe, healthy and secure working environment that eliminates accidents and
incidents that could result in personal injury or ill health to workers, contractors and visitors to the workplace. It is the
responsibility of all persons at the workplace to maintain their own safety and to not adversely affect the health or safety of
others. Both CANVALE managers and workers are required to work within the Occupational Health, Safety & Environment
(OHSE)dutyof careaslistedinthe orientation documentation.

CANVALE maintains full compliance with all OHSE legislation and regulatory requirements specific to the industry in
which it operates. This is achieved through the meeting of OHSE objectives as agreed between CANVALE management
and consultation with workers.

CANVALE is responsible for the orientation, induction of employees and the provision of suitable ongoing staff
development opportunities for all workers in relation to OHSE. CANVALE provides all workers with an initial orientation
and induction and annual induction updates are carried out in January to ensure currency of worker knowledge. Where
contractors are used within the workplace, the principal/agent assumes the responsibility for general OHSE orientation whilst
specificorientationto site processesis conducted by CANVALE atthe workplace.

CANVALE provides workers with additional occupational safety and health training opportunities throughout the year.
These include in-house toolbox sessions, in-house machinery training and external specialist courses such as first aid. All
factory workers are encouraged to complete their safety card (blue/white card) during their tenure at CANVALE. An
annual training plan is completed each year with worker input to ensure that safety is kept as a priority within CANVALE.

Policies, procedures and work instructions are provided at CANVALE to ensure that all workers are aware of their
responsibilities at CANVALE. Workers are required to follow the instructions contained in these documents and the lawful
instructions of CANVALE to ensure their health and safety within the workplace. CANVALE is responsible for the
provision of personal protective equipment used at the workplace. It is a requirement that all workers correctly use and
maintain the personal protective equipment (PPE). Itis also the responsibility of workers to report PPE, machinery or guarding
thatrequires specific maintenance orreplacement.

It is the responsibility of both CANVALE and workers to identify report and control hazards in the workplace; this includes
general housekeeping of the work areas. Similarly, it is the responsibility of workers and visitors to the workplace to report all
incidents and accidents. Regular consultation opportunities through toolbox and other meetings is facilitated at the workplace
to ensure that investigation of incidents, accidents and hazards occurs and that resolution of OSH issues occurs in
consultation with appropriate people. OHSE is also included as apermanent agenda item at meetings such as operations and
production meetings to ensure immediate action is taken to correct deficits identified.

General Manager Date
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DUTY OF CARE STATEMENT

Duty of care is the provision of a workplace where workers are not; as far as is practicable, exposed to hazards. To ensure a
safeworkplace, CANVALE isrequiredto provide the following:

Safe sites at which to work, including information on and provision of equipment to assist with the maintenance of
safetyonthejob.

Clearinformation aboutthe expectations and instructions on howto complete the job safely.

Orientation, induction and specifictraining on neworinnovative procedures expected onthe job.

Supervision of eachjob.

Systemsfortheidentification andrecording ofhazards, incidents and accidents with your Supervisor &the company.

Provisionof personal protective equipmentwhererequired (includingthe maintenance, cleaning &replacement
where required).

Access to safety information in relation to hazardous substances and dangerous goods.
To ensure safe entrance and exit from the site at all times.

CANVALE endeavours tocomply withthe above duties as theyare enforceable underthe Occupational Safetyand
Health Act 1984.

Employeesand contractors alsohave duties andresponsibilities underthe OSH Actwhenworkingfor CANVALE.
Theseare:

To maintain their own safety and health at work and to avoid adversely affecting the safety and health of others at
the workplace through any act or failure to act.

Tocomplywithanyreasonablerequestorinstruction of CANVALE.

Torespectthe equipmentincluding personal protective equipment provided to them by CANVALE and use that
equipmentin the correct manner atall times.

Toreportanyhazards, accidents orinjuries thatoccuratthe workplace.
Tocooperate with CANVALE tomeettheirobligations underthe Occupational Safety & Health Act.
Tonotcarry out any other activity at the job that they have not been requested or competent to do.

Workers are obliged to comply with the above duties under the Occupational Safety and Health Act 1984. Workers who fail to
comply with the above duties may be in breach of the Act and therefore face severe civil or criminal penalties.

, agree to comply with the above duties as outlined by the Occupational

Safety and Health Act 1984, and understand that failure to comply may result in disciplinary action or the imposition of
penalties under the Act.

Signature Date
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CANVALE PROPRIETRY LIMITED

THE OHSE MANAGEMENT PLAN

THE BUSINESS VISION AND MISSION
Our vision of recognition for outstanding OHSE performance supports:

LEADERSHIP AND COMMITMENT
Our management systematically demonstrate their commitment to prevent injury

POLICY AND STRATEGIC OBJECTIVES
Our policies and strategic direction drive the development of our OHSE

ORGANISATION, RESPONSIBILITIES, RESOURCES & DOCUMENTS
We provide the organisation, assign responsibilities, set standards, document

HAZARDS & EFFECTS MANAGEMENT FOR ASSETS & OPERATIONS
We identify hazards & effects, assess risks, design controls & document each stage

ACTIVITY PLANNING AND PROCEDURES

We plan, assure asset integrity, develop task procedures, manage change, assure competence, manage contractors
& communicate OHSE information

IMPLEMENTATION

We implement tasks, trial emergency plans and procedures and supervise work according to set procedures and
standards.

MONITORING & REPORTING

We identify & monitor key critical OHSE systems and critical activities required to achieve the targets and key
performance indicators which we report

AUDIT & REVIEW

We check compliance and the effectiveness of our system through audits and reviews of operations & assets
including comparing with competitors

COMPLIANCE, REGULATION & RESPONSIVENESS
We develop and implement action items from results of our monitoring and

PERFORMANCE, IMPROVEMENT & LEARNING

We provide, implement initiatives and learn from experience to improve our system towards being recognised for
ourexcellencein OHSE performance.
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CANVALE PROPRIETRY LIMITED

HAZARD MANAGEMENT

Under Section 19(1) (a) of the Occupational Safety and Health Act, employers have a duty to ensure, as far as practicable,
thatemployees are notexposedtohazards atthe workplace.

Three basic steps should be taken to ensure a safe and healthy workplace. They are based on the concept that the workplace
should be modified to suitpeople, notvice versa. The three steps are:

Identifying the hazards - involves recognising things which may cause injury or harm to the health of a person, for instance
flammable material, ignition sources or unguarded machinery;

Assessingtherisk-involveslooking atthe possibilities of injury orharm occurringto a person if exposed to a hazard; and
Controllingtherisk-byintroducingmeasures whichwilleliminate orreduce therisk ofapersonbeingexposedtoahazard.

It is important to regularly review the steps, especially if there are changes in the work environment, new technology is
introduced or standards are changed.

Employers should consult with safety and health representatives, if any, and employees, during these steps.

IDENTIFYING HAZARDS

There are a number of ways of identifying potential sources of injury or disease. Selection of the appropriate procedure will
depend on the type of work processes and hazards involved. A hazard means anything that may result in injury or harm to the
health of a person.

Procedures may range from a simple checklist for a specific piece of equipment or substance to a more open- ended
appraisal of a group of related work processes. A combination of methods may provide the most effective results.

Methods of identifying workplace hazards include:

o Developing a hazard checklist;

¢ Conducting walk through surveys;

o Reviewing information from designers or manufacturers;

o Analysing unsafe incident, accident and injury data;

o Analysingwork processes;

¢  Consulting withemployees;

* Examiningandconsidering material safety data sheets and productlabels;and
o Seeking advice from specialist practitioners and representatives.

Some hazards are inherent in the work process, such as mechanical hazards, noise, or the toxic properties of substances.
Other hazards result from equipment or machine failures and misuse, control or power system failures, chemical spills and
structural failures.

Hazards may be grouped into three categories - physical, mental and biological. Within each category there are further hazard
group’s types. Itis useful to consider these hazard types when identifying work related hazards to ensure that a wide range of
potential hazards are considered. Thetable belowlists some types ofhazards together with some specificexamples.

The conclusion of the first step of the risk assessment should result in a list of hazard sources, the particular form in which
thathazard occurs, the areas of the workplace or work process where itoccurs, and the persons exposed to the hazard.

IDENTIFYING HAZARDS:
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CANVALE PROPRIETRY LIMITED

The most common hazards in terms of bodily injury or disease are those which result in:

o Strainoroveruseinjuries and disease to back, shoulder, wristetc;

o Cutandabrasioninjuriestothe eyes, hands, fingers, feetand head;
o Impactand crushinjuries tothe head, feetand fingers;

o Burns(byheat, lightorchemicals)tothe eyes, feet, and skin;

o Noiseinduced hearingloss; and Toxic effects (short orlong term) to respiratory system or skin, resulting in poisoning,
cancers or dermatitis.

Types of hazards include: Specific examples:

Gravity falling objects, slips, trips and falls of people

Kinetic energy projectiles, penetrating objects

Mechanical energy caught between, struck by, struck against

Hazardous substances skin contact, inhalation

Thermal energy spills and splashes of hot matter

Extremes of temperature effects of heat or cold

Radiation ultraviolet, arc flashes, microwaves, lasers

Sound hearing damage

Electrical shock, burns

Vibration to hands

Biological micro- organisms

Stress unrealistic workload and expectations
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The following is a list of the hazards arising from the work activities. These hazards are addressed within the Safe Work
Method Statement(s) within the Site Specific OHSE Management Plan. Health and Safety

CANVALE PROPRIETRY LIMITED

HAZARD CATEGORIES

OCCUPATIONAL HEALTH AND SAFETY

Access & egress

J

Confined/enclosed spaces

[ Coring/chasing [ Dangerous Goods (Oxy/other)

0 Demolition/dismantling [ Electricity (power tools/other)

O Explosive/pneumatic power tools [ Fatigue (shift work/hours of work)
0 Formwork erection/dismantling [ Fire/explosion

[ Fumes/gas [ Hazardous substances

0 Flying/falling objects/debris [ Height & falls

0 Hazardous material [ Hot/cold working environment

N Hot work (cutting/welding/grinding) [ Lasers

N Lighting [ Manual handling (lifting or twisting)
N Machine/equipment guarding [ Moving plant/traffic

N Materials handling (crane/forklift/other) [ Plant & equipment operation

0 Noise (hearing) L Structural alterations/support

N Public (pedestrians/other) [ Services (underground/overhead)
0 Subsidence [ Ultra Violet Light (sunlight)

O Trenching/excavation [ Other...c.oooviiiiii,

[1 | Work near/over water [ Other.....oooiviiiii

O Young workers/unskilled labour [ Other...c.oooviiiiii,

[ Biological/bacteria [ Other.....cooiiiiiiiis
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CANVALE PROPRIETRY LIMITED

ASSESSING THE RISKS

Risk, in relation to any injury and harm, means the probability of that injury or harm occurring.

Risk assessment should result in a list of any potential injury or harm and the likelihood of these occurring, arising from the
hazards identified in the first step. In general, these should be stated from the most to the least serious, e.g. from death by
crushingtoabrasion. The potential for fatal injury should be considered foreach hazard type identified.

In assessing risks, consideration should be given to the state of knowledge about the frequency of injury or disease, the
duration of exposure to injury or disease sources and the likely severity of the outcomes. Knowledge gained from similar
workplaces or similar processes may be relevant to this risk assessment.

Items to be considered include:

* Frequencyofinjury- how oftenis the hazard likely to resultinaninjury or disease?
¢ Durationofexposure-howlongisthe employee exposedtothehazard?
o Outcome-whataretheconsequencesorpotential severity ofinjury?

Assessing these three factors will indicate the probability or will indicate the possibility or likelihood of injury or harm to
workers involved in a particular work process. It also indicates the likely severity of this harm. The task may be complicated by
incomplete data or incomplete information regarding hazards of a work process. Risk assessment requires good judgement
and awareness of the potential risks of a work process. Ay person undertaking the risk assessment must have knowledge and
experience of the work process.

An assessment of the risk will help determine the consequences (potential injury or disease) and assist to identify methods to
reduce therisk.

Risk assessment should include:

Assessingtheadequacyoftrainingorknowledgerequiredtowork safely;
Looking atthe waythe jobs performed

Lookingatthe wayworkis organised

Determining the size and layout of the workplace

Assessingthe numberand movement of all people onthe site

Determining the type of operation to be performed

Determining theytype of machinery and plantto be used;

Examining procedures for an emergency (e.g. accident, fire and rescue); and
Looking atthe storage and handling of all materials and substances

In some cases it may be necessary to break down the activity or process into a series of parts and assess each part
separately. This step should provide information regarding which employees face injury or disease risk, how often, and the
potential severity of that injury or disease risk.
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INCREASING CONSEQUENCE

CANVALEPROPRIETRYLIMITED

INCREASING PROBABILITY
——

1 2 3 4 5

Potential | People Assets Environment Reputation Never Has Has Has Occurs
Severity heardof in | occurred | Occurred occurred several
the industry in the at W7 more than times a
Industry AUSTRALIA once year
F No Injury No Damage No effect No impact
E Slight Injury ?!$1hggg)mage Slight Effect (contained) Slight Impact LOW
Minor Injury . Limited Impact
D (LTI 4 Days ?/llé\;ggg;nage Minor Effect (temporary contaminant) (client M EDIU M
or less) ’ awareness)
Major Injury Local Damage | Local Effect (recoverable environmental ponS|derable HlGH
c (LTI greater (<$10,000) loss) impact (loss of
than 4 days) ' client)
. . Major Impact
Single Major Damage . ;
B Fatality (<$100,000) Major Effect (severe damage recoverable) grgvee?;age)
Multiple Extensive Massive Effect (widespread chronic Masswe_ Impact
A Fataliies | Damage effects) (extensive
(>$100,000) adverse media)

BaseyourinvestigationontheworstPOTENTIAL consequencethatcould haverealistically resulted fromthereported accident or hazard for People, Assets, Environmentor
the Company's reputation. The Risk Classification column provides areference guide to generic 4 level classification indexes. The colour guides are to assist with risk
assessment and prioritisation
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CANVALE PROPRIETRY LIMITED

IDENTIFYING CONTROL MEASURES

The final step in risk assessment is to determine the control measures that need to be taken. In some instances, a
combination of control measures may be appropriate. The means of reducing risks can be grouped into the categories
outlined in the table opposite. Control measures should be designed:

To eliminate or reduce the risks of a hazardous work process and to minimise the effects of injury or disease; and to reduce
therisk of exposure to ahazardous substance.

PREFERRED CONTROLS

The control of occupational injury and disease risks should, preferably, be dealt with by design, substitution, redesign,
separation or administration. These controls generally eliminate, reduce or minimise risk in a more reliable manner than
personal protective equipment.

Controls involve implementing measures which reduce the hazard andrisk in the workplace.
Where regulations require specific methods to control the risk, these mustbe complied with.

Information orideas on controlmeasures can come from:

Codes of practice

Guidance notes

Employees

Industry or employer associations
Unions

Government bodies

Specialist practitioners and consultants
Australian standards

Other relevant standards

Other publications and reference data bases
Material safety data sheets; and
Manufacturers and suppliers
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WORKPLACE HAZARD CONTROL

Thereis a hierarchy or preferred order of control measures which ranges from the most effective to the least effective.
Thehierarchyofcontrolmeasuresis:

Elimination-removingthe hazard orhazardous work practicefromtheworkplace. Thisisthe mosteffective controlmeasure;
Substitution- substituting or replacing a hazard or hazardous work practice with a less hazardous one;

Isolation- isolating or separating the hazard or hazardous work practice from people notinvolved in the work or the general
work areas. Thiscanbe done bymarking offhazardous areas, installing screens orbarriers;

Engineering control- ifthe hazard cannotbe eliminated, substituted orisolated, an engineering controlis the next preferred
measure. Thismayinclude modifications totools orequipment, providing guardingto machinery orequipment;

Administrative control- includes introducing work practices that reduce the risk. This could include limiting the amount of
time apersonis exposedto a particular hazard; and

Personal protective equipment- should be considered onlywhen other controlmeasures are not practicable ortoincrease
protection.

Control measures are not mutually exclusive. That is, there may be circumstances where more than one control measure
shouldbe usedtoreduce exposuretohazards.

Control through personal protective equipment

Personal protective equipment should be a last resort only, and be used in circumstances where other methods of control
arenotpracticable. Thefactors which determine the appropriateness of using personal protective equipmentinclude:

The nature of the work orthe work process concerned;

Theseverity ofany potentialinjuryordisease;

The state of knowledge aboutthe injury or disease related to the work or process;

Information available to employers about methods of preventing injury or disease associated with a particular

hazardorrisk;

o Theavailability and suitability of methods to prevent, remove or mitigate causes of injuries or diseases associated
with a hazard orrisk; and

o  Whetherthe costs of preventing, removing or mitigating thatinjury or disease are prohibitive inthe circumstances.

There are some situations where temporary use of protective equipment may be necessary. These include:

* Where itis not technically feasible to achieve adequate control of the hazard by other measures - In these cases,
the hazard should be reduced as far as practicable by other measures and then, in addition, suitable personal
protective equipmentshould be used to secure adequate control;

* Where a new or revised risk assessment indicates that personal protective equipment is necessary to safeguard
safety and health until such time as adequate control is achieved by other methods, for example, where urgent
actionis required because of plantfailure; and during routine maintenance operations.

Although exposure to hazards occurs regularly during such work, the infrequency and small number of people involved may
make other control measures impracticable.

REVIEW OF CONTROL MEASURES
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Constantly reviewing control measures is important to ensure they continue to prevent or control exposure to hazards or
hazardous work practises.

Engineering controls should beregularly tested to ensure their effectiveness. Performance testingand evaluation standards
should be established.

Repair and maintenance programs should specify:

o Where servicing isrequired;

o The extent of servicing required;

o Thenatureofthe servicingrequired;

o The frequency of servicing, maintenance and thorough inspections;

o  Whoisresponsibleformaintaining repairand maintenance programs; and
o Howdefectswillbecorrected.

Note:inordertokeep accuraterecords, arecording orreporting system should be developed, implemented and maintained.

HEIRARCHY OF CONTROL
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ELIMINATION
PERSONAL
PROTECTIVE SUBSTITUTION
EQUIPMENT
ADMINISTRATION ENGINEERING
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HAZARD MANAGEMENT

ASSESSMENT

IDENTIFICATION ‘ CONTROL

4 ¥
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OHSE ROLES & RESPONSIBILITIES

ORGANISATION
CANVALE

INJURY
MANAGEMENT
COORDINATOR

WORKS
MANAGER

ONSITE WORKS
SUPERVISOR

OHSE
COORDINATOR

EMPLOYEES
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CANVALE PROPRIETRY LIMITED

ROLES AND RESPONSIBILITIES DEFINED

OHSE MANAGER

The OHSE Manager is responsible for OHSE at the workplace and duties include:

implementing the OHSE Management Plan;

usingthe Hierarchy of Controls in alldesign, fabricationand constructactivities to minimise OHSE risks;
communicating with the principal contractorto reduce risks;

being a part of the planning and design stages of trade activities;

deciding when training on OHSE is required;

leading by example and promoting sound OHSE practices at every opportunity;

ensuring safe equipmentand plantis provided and maintained;

reviewing OHSE reports and inspections, and following up on recommendations;

coordinating incidentinvestigations and reporting to the controller of the workplace and relevant authorities, as
required;

coordinating OHSE meetings and programs;

monitoring compliance with the OHSE Management Plan, including Job Safety Analysis;

and assisting injured employees to return to their pre-injury duties as soon as practicable after a work related injury.

WORKS SUPERVISOR

The Works Supervisor is responsible for OHSE at the workplace and duties include:

implementing the OHSE Management Plan;

observing all OHSE rules and regulations;

making sure that work activities are carried outin a safe and environmentally sound manner;
planning to do all work safely including any interface with other work activities;

providing advice and assistance on OHSE matters to contractors and employees;

being part of the planning and design stages of trade activities;

deciding when training on OHSE s required:;

actioning OHSE reports and carrying out workplace inspections;

setting up OHSE meetings and programs;

helpingtoprepare Safe Working Method Statements, Job Safety Analysis forthe organisation’s work activities and
amendingthese documentswhererequiredinconjunction with contractors;

investigating hazardreports and ensuringthattheyare completed and corrective actions undertaken;
carryingoutproject/siteinductions, Toolbox Talksandteammeetings;

being a partofincidentinvestigations;

leading by example and promoting sound OHSE practices at every opportunity;

undertakinginspection of the contracted or planned works to ensure that OHSE control measures are implemented
and effective; and otherOHSE duties as directed bythe Works Manager.

EMPLOYEES & CONTRACTORS

Are responsible for the following:

working in a safe manner without risk to themselves, others orthe environment;

complying with the OHSE Management Plan including all Safe Working Method Statements & Job Safety Analyses;
reportingallincidents tothe Works Supervisor;

reporting allinjuries andillnesses to the designated First Aid Officer;

reporting any OHSE hazards to the Works Supervisor;

providing suggestion, through agreed consultation methods, on how to improve OHSE issues;

seeking assistance if unsure of OHSE rules;

reporting anyfaultytools or plantto the Works Supervisor;

complyingwithsiterules;

correctly using all personal protective equipment;

17 I CANVALE OHSE Management Plan



CANVALE PROPRIETRY LIMITED

complying with emergency and evacuation procedures; and
onlyundertaking tasks thatthey have beeninstructed to, and are competent to carry out.

Works Supervisor OHSE Duties

Supervisors at CANVALE have specific roles in relation to occupational safety and health at the workplace and at
external sites. These duties apply to themselves, workers under their supervision and contractors and subcontractors of
CANVALE.

General Supervisor Responsibilities

Supervisors are responsible for ensuring that all workers (including contractors and subcontractors):

Followthe work instructions aslisted

Wearappropriate personal protective equipmentatalltimes

Are orientated to the worksite prior to the commencement of work
Aredressed appropriatelyforthejob

Display appropriate behaviour atthe worksite atalltimes

Use only approved hazardous substances and dangerous goods at worksites (in accordance with Hazardous
Substances Register) and keep up to date Material Safety Data Sheets in sitefile.

Ensure equipment has been maintained appropriately
Useelectrical equipmentthathas been checked and tagged as perlegislated requirements

Operate and maintain CANVALE vehicles and equipmentin arespectful manner and within relevant state and
federallaw atalltimes (Form 1)

Attend Toolbox talks asrequired
Contact WRMC OSH Consultant for assistance to complete all forms

Worker Orientation in Factory and External Work Sites (where appropriate)

Prior to the commencement of work, the Supervisor is required to carry out an orientation (Form 2) with any worker who has
not worked at that site previously. The information required to be covered within this orientation is itemised on the next

page.

The Location of:

Emergencyexits, musterpointandfire fightingequipment

Any hazardous substances or dangerous goods at the site
Supervisor’s offices, staff rooms, first aid stations/kits, amenities
Personal protective equipment

MSDS and hazardous Substances registers

Anyhazards andinformation onhowtheyhave been controlled

Injury and grievance reporting mechanisms

Safe work procedures and safety signage
Anymaterialsormanualhandlingequipment(recordlicense numbers)

Specificequipmenttobeusedatthesite

Other Issues:

Observation of “No Smoking” regulations

Anyspecificrequirements or expectations of the work site

Specific personal protective equipmentrequiredtobeworn

Thatworkers are aware of theirresponsibilities in relation to general housekeeping throughout the job
Consideration for clients and other staff when atinstallation sites

Orientation of Contractors and Sub-Contractors
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Contractors and Sub-contractors of CANVALE are to be orientated at external worksitesinthe same wayas
CANVALE workers. The following additional areas are required to be covered with all contractors and sub-
contractors.

Professionalism

All contractors and sub-contractors are required to:

Maintain appropriate dress standards to ensure their own safety and to maintain the reputation of their business
and the business interests of CANVALE

Wear the correct personal protective equipment when required

Maintain a safe workplace throughouttheir work

Clean up the area they were working in at the completion of each day and at the end of each job
Maintaintheirequipmentinline with relevantlegislative requirements, e.g. Electricaltagging
Communicate with the CANVALE Supervisor as required

Follow the instructions of the Supervisor

Showrespecttoclients

Co-operate with other contractors/subcontractors at the workplace

Workplace Inspections & Risk Assessments

Workplace inspections and maintenance is carried out at the workplace periodically, to minimise hazards. Supervisors of
external sites are required to perform a risk assessment (Form 3) of the site prior to workers commencing duties, to identify
hazards at the site. Appropriate actions are required to be taken to eliminate or minimise the hazards prior to workers
commencing at the site. Workers are to be made aware of these hazards and their control mechanisms prior to commencing
work. Toolbox talks and site checks to be recorded in the jobfile.

Supervisor responsibilities in relation to safe materials and manual handling

The responsibilities of Supervisorare:

Toassess therisk toworkers, prior to the commencement of work
Tominimise or eliminate the hazards associated with materials or manual handling tasks atthe workplace
Toprovide, maintain and replace materials and manual handling equipmentwhererequired

To provide instruction, training and Supervision of staff in the correct use of materials handling equipment and
compliance with organisational procedures

Responsibilities of Supervisors in relation to electric hand tools:

The responsibilities of Supervisors areto:

Assess therisk to workers of individual electric hand tools, prior to the commencement of work

Minimise or eliminate the hazards associated with electrichand tools

Provide, maintain andreplace electrichandtools and required attachments whenrequired

Provide instruction, training and Supervision of staff in the correct use of electric hand tools and compliance with
relevant job safety analysis

Ensure that all electric hand tools are checked and tagged by a qualified electrician at least annually at the
workplace and more often as required if used at construction sites

Supervisorresponsibilities inrelation to Air Operated Hand Tools (AOHTSs)

The responsibilities of Supervisorsare:

Toassesstherisktoworkers ofindividual AOHTSs, priortothe commencement of work
To minimise or eliminate the hazards associated with AOHTs
To provide, maintain and replace AOHTs and required attachments when required

To provide instruction, training and Supervision of staff in the correct use of AOHTs and compliance with relevant
job safety analysis
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Supervisor responsibilities in relation to Hazardous Substances and Dangerous Goods

Supervisors are responsible for worker safety in relation to hazardous substances and dangerous goods in the following
ways:

o Toconsultwithworkers onthe choices of hazardous substances and dangerous goods used atthe site
o Toensurethatthehazardous substancesanddangerous goods have beenlabelled and stored correctly

o Toensurethatthere are current MSDS available for each hazardous substance or dangerous goods item available
attheworkplace

o Toensure that all hazardous substances or dangerous goods are included on the hazardous substances register
andthatassessmentshave beencompleted

o Toensurethatsuitable personal protective equipmentis available when using hazardous substances ordangerous
goods

Emergency and Evacuation Situations

o Supervisors are known as the Chief Warden in emergency situations. The role of the Chief Warden in emergency
situations is to:

AppointDeputyandotherWardensifrequired

Ensure the safety of all workers

Alert Emergency Authorities and Services as required (Refer list below)

Report the situationto the Manager

Ensure thatfirstaid is given where required

Instructworkersintheirroles

Securethesite

Control all traffic at the site

Liaisewithemergencyservicespersonnelwhentheyarriveonsite

Complete Incident and Accidents Forms, Notifiable Injuries Forms and Critical Incident Forms as necessary

20 | CANVALE OHSE Management Plan



SERVICE

Fire/Ambulance/Police/Emergency

ICINOMINEES PROPRIETRY LIMITED

EMERGENCY CONTACT PHONE NUMBERS

PHONE
NUMBER

000

ROLE & EXAMPLE SITUATIONS

Control Emergency (EG: Fire, bomb, threat)

State Emergency Services (SES) 1300130 Control emergency check the site for safety & turn off alarms (EG:
039 floor, storm earthquake)

Fire Brigade Communications | 9323 9333 | False Alarm

Centre

Police Attendance (non-emergency) | 131 444 EG: Break in, theft, aggressive visitors etc

Poisons Emergency Centre 131126 EG: Chemical in eye

Synergy Emergency 1313 51 Manager to contact in event of service issues

Water Corporation 13 1375 Burst mains or pipes

** All incidents must also be reported to the CANVALE office on 08 9354 0111
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(FORM 1) VEHICLE VISUAL INSPECTION - EXAMPLE

Type/Model:

Date: Vehicle Registration:

Tx Ifallitems safe or make commentif maintenance required

Item ‘ Comments — Actions to be taken

O Wear on tyres is even

0 Tyres have suitable amount of tread
O Suitable amount of air in tyres

] Mud flaps in place

0 Rear indicator lights

0 Rear brake lights

0 Reversing lights

0 Front indicator lights

0 Head lights

0 High beam lights

o Oil

0 Radiator water

0 Battery fluid

0 Windscreen wipers

o Wiper fluid

0 Windscreen
0 Windows
O Locking mechanism

O Body work

Additional comments:

Worker responsible for vehicle:

Supervisor Signature:
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(Form 2) OCCUPATIONAL SAFETY & HEALTH - SITE ORIENTATION - EXAMPLE

Worksite:

Worker Name:

Date Completed:

The Location of:

o Emergencyexits, musterpoints andfirefightingequipment

* Any hazardous substances or dangerous goods at the sit

o Supervisor’s offices, staffrooms, first aid stations/kits, amenities
o Personal protective equipment

* Anyhazardsandinformationonhowtheyhavebeencontrolled

o Injury and grievance reporting mechanisms

o Safe work procedures and safety signage

¢ Anymaterialsormanualhandlingequipment

o  Specific equipmentto be used at the site — (please list types:

Other Issues:

o Workers are aware of their duty of care tothemselves and others
o  Observation of “No Smoking” regulations
* Anyspecificrequirements or expectations of the work site

(Please list)

Specific personal protective equipmentrequiredtobe worn

(Please list)

Thatworkers are aware of theirresponsibilities in relation to general housekeeping throughout the job.

Workers Signature:

Supervisor Signature:
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(Form 3) OCCUPATIONAL SAFETY & HEALTH - SITE RISK ASSESSMENT - EXAMPLE

Workplace Name:

Workplace Address:

Contact Number:

Allocated Worker/s:

Hazards Actions Taken To Correct

Issue
(Please state type if present)

Working at height

Electrical

Ventilation

Lighting

Floors (e.g. Slips/trips, uneven, holes)

Emergency Systems & Access

Security

Obstacles (e.g. equipment within area)

Equipment Cleaning

Personal Protective Equipment

Other people/workers

Other (Please state)

Completed By:

Date:
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STAFF INDUCTION POLICY

“Induction is the process by which new workers are equipped with the skills, knowledge and culture that is at the core of
organisation.”

Policy Statement

Allnew and transferring workers are provided with an appropriate introduction to the organization. This induction gives them
a basic understanding of the organisation’s history, products, policies and procedures. The aim is for new workers to be
integratedintothe CANVALE work environmentas soonas possible.

CANVALE’s induction process includes orientation programs, which have been designed for all workers. Orientation is
seen as an integral part of developing our “Culture” in alignment with “wildly important goals” and positioning CANVALE as
“Best People, Best Place to Work”.

Purpose

The orientation/induction of a new worker to a job is really the final stage of their recruitment and selection to the company
and the beginning of their training experience and career development. The purpose of this policy is to ensure the
successful implementation of a uniform procedure for introducing new workers. It is important that the process is consistent
toensure thatall new workers have the sameinduction experience andreceive the same messages.

As a Supervisor / manager it is your responsibility to supply specific information about the work area and the job, and
provide a positive model to you workers. It is most important that you are available and accessible for the first few days of a
new workers time with CANVALE. By involving other workers in planning and conducting the induction program you can
greatlyenhancetheirmorale astheircontributionis considered valuable.

As well as welcoming the new worker, an effective induction program sets up communication channels and expectations
while helping new workers to understand their role. It is also an excellent opportunity for them to meet, ask questions of,
and to network with existing workers, who will be a vital source of information in the coming months. All this will better place
the new worker to contribute to CANVALE's vision.

Scope

All new workers to CANVALE will undertake a General orientation “Welcome to CANVALE”, then a local induction
providing information which is specific to theirrole at CANVALE. This will need to include all relevant safety information.

The local induction is to be carried out by a nominated worker who will include information about processes and procedures
regarding the work area. The nominated workers could be a performance Coach, previous worker designated to that
department, orkeypersonnelinthatdepartment.

All current workers as well as new workers must be regularly informed about the hazards and the possible risks associated
withthe CANVALE workplace and know how to avoid or minimise theserisks.

Local induction should be conducted by the relevant nominated worker of a particular workplace:

o Toworkerswhoarenewto CANVALE

o Workers engaged on contract

o Workersfromwithin CANVALE who have movedtoanew position

o  Workers who have worked atthe workplace for some time and have nothad aformalinduction
o Considerarepeatinductionevery3-5yearswheretherisks warrant
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Authority and Responsibility

The Human Resources Managerand Managing Director have the ultimate authority and responsibility forensuring that this
is correctlyimplemented and is correctly maintained bythe performance Coachforthe worker. Co-workers canbe utilized

as mentors or “Induction partners” who can accompany new workers and answer their queries. Induction partners should be
briefed beforehand on whatthey are expectedtodo.
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INDUCTION PROCESS/FORMAT PROCESS

Induction components include Day 1, Week 1 and 1st Month, 1st 3 Months and the required information for these periods
canbegroupedthus:

¢ Must know
¢ Should know
¢  Couldknow

Ideally the induction should begin on the first day of the workers employment with the health and safety component being
completed as soon as possible.

OnDAY 1the newworkermust know the general orientation plus any significant OSH information such as the escape routes
and the assembly area in case of emergency; they should know where to access first aid and could know the emergency
contact extension.

During Week 1 the new workers should have been inducted through their local induction plus they should know the potential
hazards in their work area and how to work safely. They should know where to access information about preventing or
minimizing the risks associated with the hazards from the relevant web pages e.g. should know how to set up their
workstations safely and know where to set up their workstations safely and know where to find information.

Inthe 1stMonth the new staff member must know the scheduled date for their review meeting to address any issues related
totheirintegration to the workplace.

In the 1st 3 Months the new worker must know the scheduled date for their Performance Review and Probationary Period
Discussion. They should be receiving feedback and identifying relevant developmental training.

Employees & Contractors

These rules are designed for the protection of employees, visitors and contractors. Strict adherence is required. Failure to
follow them will result in disciplinary action, which could lead to dismissal or contract termination. Managers and supervisors
will enforce them. All employees, contractors must:

Be made aware of these site safety rules during the induction process.

Wear supplied personal protective equipment at all times. E.g.: Safety Glasses, Ear Muffs, Footwear
Correctly use approved safety equipment as required.

Follow all accident, incident reporting and emergency procedures as required.

Donotengagein horseplay or practical jokes while on site.

Obeyallsigns andinstructions andinspectallladders before use.

Reportallincidents orsafety hazardstoasupervisorimmediately.

Be vigilant of plant and equipment operating on the site and in factory.

Refer to (Material Summary Data Sheets) M.S.D.S. regarding the handling, use and storage of hazardous
substances.

o Donotattemptto liftormove heavy objects without assistance. (Over 18kg for men or 13Kg forwomen)

o Neveroperateanyitem of plantorequipmentunless they have received appropriate training, have the necessary
certificates and are checked off.

o Neveroperate plantorequipment, whichis tagged as being dangerous or out of service, has its guards removed, or
is otherwise defective.

Neveroperate electrical equipmentthathas notbeeninspected and tagged.

Do not work at height unless a fall arrest system is provided.

Do notconsume alcohol orillicit drugs, or be under the influence, while at the workplace or during work hours.
Donotsmoke inmeal rooms, vehicles, meeting rooms, oron property

Always keeptheworkplace andamenities areas cleanandtidy.
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MANUAL HANDLING POLICY

CANVALE adopted this policy after consultation with staff and is committed to providing and maintaining a safe and
healthy environment for employees, visitors and contractors to the workplace. Where possible, injuries and illness
associated with manual handling will be prevented and reduced to ensure compliance with the OH&S Regulation (Manual
Handling) 1988 the National Code of Practice for Manual Handling (1990) and Work Safe Victoria Code of Practice No 25
April 2000.

This will be achieved by:

o Promoting and supporting a consultative process between owners, management, employees, visitors and
contractors.

o Ensuring that all manual handling tasks likely to be arisk to health and safety are assessed and control measures
areimplemented to eliminate orreduce risk.

o Designingoutproblemswithequipment, safework procedures andthe workplace surroundings.

o The provision of necessary training and resources to ensure the business is able to eliminate the risk or if not to
take reasonable practicable steps toreduce itto its lowest levelrisk.

o Liftingaids mustbe usedwhenevernecessary. E.g. PalletJack, Trolleys, Forklifts, Crane. Appropriate licenses and
ticketsrequiredtooperate machines.

o Always askforassistance whenlifting objects of weights which exceed 18kg for Men, 13kg forWomen.

o Correctliftingtechniques mustbe used as pertraining.

o Lifting Aids must be used in conjunction with hierarchy or control in the order of trolleys, pallet jack and as a last
resortForkliftand cranes.

| have successfully completed the practical exercise set by CANVALE in their Manual Handling Induction and
understand this is what is required of me.

(Note: manual handling by definition is any activity requiring the use or force exerted by a person to lift, lower, push, pull,
carryor otherwise move, hold orretrain any animate orinanimate object.)
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SUN PROTECTION POLICY

CANVALE adopted this policy after consultation with staff and is committed to maintaining a safe and healthy working
environment for all it's employees in accordance with the OH & S Act 1984 and OH & S Regulations and requires all
employees towearand apply the appropriate issued personal protective equipmentatalltimes.

To ensure CANVALE meets its legal obligations, the following will apply:

o Allcontractors when working outdoors in the element are required to supply and wear suitable head wear such as a
wide brimmed (brim of at least 80 mm) hat or legionnaire style cap with protective flap at the rear of neck and over
ears, when exposed to the sun/UV rays, at all times, unless it is impractical to do so. The UV rays are at their

greatestintensity between 11amto 3pm.

o All contractors must supply themselves and wear, when practical, suitable sunscreen, (a minimum of SPF 15+
broad spectrum and water resistant) to suit the skin type and working conditions of the employee, on all exposed

areas ofthe skin, including lips, which do not contain melanin (natural protection) when necessary.

o Contractors are responsible for the provision and wearing of clothing that keeps the employee comfortable and safe
from injury orillness in alternative seasons e.g. Long sleeve or shorts sleeve shirts (if not regularly exposed to the

sun) and trousers.

o Contractors are responsible for the provision and wearing of minimum Australian Standard AS 1337 tinted safety
glasses that protect the employee from UV radiation and physical injury in appropriate circumstances, where

damage may occur.

NO SMOKING POLICY

CANVALE adopted this policy after consultation with staff and is a smoke free workplace. Passive smokingis regarded as a

health risk, and CANVALE is committed to maintaining a safe and healthy working environment for all
customers, and other persons associated with the Business.

To ensure CANVALE meets its legal obligations, the following will apply:

o Smoking will not be permitted on CANVALE premises. This includes buildings, vehicles and facilities on
company sites.

*  Smokingwill only be permitted in areas external to the property during normal work breaks. It would be appreciated

if staff do not smoke in the immediate vicinity of CANVALE entrances on company sites.

* ‘Non Smoking’ will not be a condition of employment, however, staff who smoke will be required to refrainfrom

smokingwhileon CANVALE premises, exceptduringbreaktimes.
o Staffmemberswhodisregard non-smokingareas willbe subjecttodisciplinaryaction.
o This Policy should be read in conjunction with the Personal Appearance Policy.
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PERSONAL APPEARANCE

CANVALE adopted this policy after consultation with staff and is an organisation that provides a professional service to
customersand members ofthe community.

o Employees of CANVALE are required to presentfor work in a way that reflects the nature of this service.

* Employees and Contractors attending for work are expected to wear clean and neat attire and appropriately
provided safety uniform.

* Employees and Contractors with questions about appropriate work attire should approach the General Manager or
the Site Manager.

o Employees and Contractors are expected to maintain personal hygiene so as to not cause discomfort to other staff
members or to customers and members of the public that attend the business.

* Any Employee or Contractor attending for work in inappropriate dress, or with a lack of personal hygiene, will be
requested to gohome andreturnin proper attire.

HAZARDOUS SUBSTANCES POLICY

CANVALE adopted this policy after consultation with staff and is committed to providing and maintaining a safe and
healthy environment for employees, visitors and contractors to the workplace. Where possible, injuries and illnesses
associated with hazardous substances will be prevented and reduced to ensure compliance with the relevant OH & S
Regulation, the N.O.H.S.C. Code for Practice of Hazardous Substances, The Australian Code for the Transport of Dangerous
Goods by Road and Rail, Dangerous Goods Act 1975 and any pesticides/herbicides legislation.

Management is responsible for ensuring that the following requirements are satisfied:

* Identify and access all hazardous substances (including dangerous goods)

o Ensurethatallhazardous substances usedinthe workplace and sites are provided with labels and material safety
data sheets (M.S.D.S’s)

EnsureM.S.D.S’sarereadilyavailableforallsubstancesforallemployeesand contractors

Maintain information regarding hazardous substances condition and usein aregisterforthatpurpose

Consult employees before any new hazardous substances are introduced into the workplace

Ensure employees and contractors aretrainedinthe safe use, storage and emergency treatmentofhazardous
substances as perM.S.D.S’s

* Regularinspections and risk assessments are undertaken
o Appropriate signage, storage, environmental protection and emergency procedures are addressed.

Note: Hazardous substances are any substances that have the potential, through being used at work, to harm the health of
people in the workplace. This includes the production, handling, storage, transport and disposal of hazardous substances. It
canbeinanyform (thatis solids, liquids or gases).

Under the National Model Regulations a hazardous substance is defined as a substance which (a)is listed inthe N.O.S.H.C.
list of designated substances and (b) has been classified as a hazardous substance by the manufacturer or importer in
accordance with the N.O.S.H.C. approved criteria for classifying hazardous substances.

30 I CANVALE OHSE Management Plan



CANVALE PROPRIETRY LIMITED

WORKING ALONE POLICY

CANVALE adopted this policy after consultation with staff and is an organisation that recognises the risks to employees
when working alone. To ensure the business meets its legal obligation and employees are protected in a reasonably
practicableway, the businesswillapplythefollowing:

Management will ensure that all employees and contractors working alone are made aware of the hazards ad
associated risks of the respective localities and by providing access to appropriate communications before setting
out, in consultation with staff.

Employees and Contractors will assure that they have access to and use the communication process available and
tokeep managementand base informed of movements onaregularbasis.

The communication medium used will depend upon the locality and resources available at the time, such as
landlines.

Special additional arrangements are to be made where life or injury risks are deemed to be high as determined by
management, employees and contractors priortoembarkingtothe location.

DRIVING POLICY

CANVALE adopted this policy after consultation with staff and is an organisation that recognises the risks to employees
when driving. To ensure this business meets its legal obligations and employees are protected in a reasonably practicable
way, thebusinesswillapply thefollowing:

Employees shall not be permitted to drive formore than 10 hours in any 24 hour period.

Employees should notdrive under conditions in which fatigue is likely to arise.

Drivers are to take regular adequate rest breaks during a long motor journey i.e. Every 2 hours for at least 15
minutes

Anydriverwho feels fatigued, must stop as soon as practicable and take an adequate restbreak

Relevant State laws must be followed at alltimes for speed, alcohol and drugs

Alltrafficinfringements sustained by staff members are solely that staff member’s responsibility

Any changesto yourlicense circumstances should be notified to the General Manager. E.g. Extraordinary License,
License Suspension.

Staff are required to maintain their vehicles to a high standard and keep clean with service records up to date.
Motorvehicles andfuel cards are provided by CANVALE foruse on CANVALE businessonly.

The employee must not drive the vehicle more than 50kms from Perth without the express authority of the General
Manager.

Should you be required to use an CANVALE motor vehicle in the course of your employment you will ensure
that oil and water levels, tyre pressures and the like are maintained to required standards. The vehicle is to be kept
clean at all times by the driver. Should an CANVALE vehicle appear dirty, please report this to the General
Manager at the earliest opportunity so as to maintain the CANVALE’s professional public image.

Anydamage or mechanical fault whatsoever mustbe reported to either the General Manager as soon as possible or
no later than the end of the shift on which the damage or fault occurred or is identified.

Employees will operate motor vehicles in a careful and responsible manner and will adhere to road traffic, and other
relevant, laws and rules including but not limited to the wearing of seatbelts.
Employees are required to maintainavalid and currentdriver’slicense.

Employees are in no way authorised by CANVALE to operate a motor vehicle while under the influence of
alcohol orotherdrugs which mightimpair your ability to operate machinery.

Improper use of a motor vehicle, repeated damage to a vehicle or vehicles due to your negligence or carelessness,
or serious or repeated breaches by you of traffic laws, road rules or this policy may result in termination of your
employment with CANVALE.

The vehicle is to be keptlocked at alltimes when unattended.

Keys must not be duplicated other than with the express authority of the General Manager.
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*  Stock,documentation and equipmentinoronthe vehicle are the responsibility of the employee.

o Allfines, parking infringements and penalties are the responsibility of the driver.

o Alternativetransportarrangements mustnotcompromise the qualityof service delivered by CANVALE.

o Thispolicyappliestothose employeeswhoarerequired, onoccasionstousean CANVALE companyvehicle.

o (Note: Driving can be a dangerous and complex activity whereby one of the major risks associated with driving is
fatigue. Roads and Traffic Authority research has shown that up to 25% of road accidents are caused by driver
fatigue which may manifest in the form of slow reaction in emergency situations or may result in the driver falling
sleep.)

DRUGS, ALCOHOL AND FITNESS FOR WORK POLICY

CANVALE adopted this policy after consultation with staff and is an organisation that recognises the risks to
employees/sub contractors when on/off the job from alcohol, drugs, prescribed medications and the impact they have on
the capacity of the employee or sub contractor to work safely and not affect others in the workplace.

To ensure CANVALE meets its legal obligations and employees/sub contractors are protected in a reasonably
practicable way from the effects of active and inactive use, the business will apply the following:

o Employees/sub contractors shall not consume any alcohol on the premises unless expressly permitted by the
Manager and then onlyif work has concluded for the day

o Employees/sub contractors shall not consume any illegal drug, or have them on site at any time or in any
circumstances

o Ifinthe opinion of the manager, an employee or sub contractor is at any time in an unfit state to work safely, they
may be assigned alternate duties orsenthome. In some circumstances disciplinary actions may be taken.

o Employeesorsub contractors who are taking prescription medications that may affect their ability to work safely are
tomake the Manager aware of their circumstances so that appropriate duties/tasks may be assigned.

¢ CANVALE isasmokefree environment. Smokingis not permitted on the property, worksites orin company
vehicles.

WORKPLACE BULLYING POLICY

CANVALE adopted this policy after consultation with employees and contractors and in compliance with relevant state
legislation and is committed to providing and maintaining a safe and healthy environment for all employees, visitors and
contractors in the workplace.

Management will ensure that all employees and contractors are aware that workplace bullying is a reportable offence and
breaches individual rights and responsibility obligations.

There is to be no act performed on any worksite or premise of the business that can be construed as bullying towards
visitors, staff, workmates or contractors.

Bullying can be constituted by:

Open aggression

Shouting obscenities

Publicand private humiliation

Over ruling authority

Setting unrealistic deadlines
Reducingworktoalevelbelowapersons’ capacity
Interfering with work of others

Restricting reasonable access of passage toothers
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(Note: Workplace bullyingis an offence and is in breach of employmentrights, responsibilities and duty of care. All breaches
will be reported to management for assessment or disciplinary action and/or reporting and will be dealt with in accordance
with relevantlegislation at the time.)

SEXUAL HARASSMENT POLICY

CANVALE adopted this policy after consultation with staff and in compliance with existing State Laws and are
committed to providing and maintaining a safe and healthy environment for employees, visitors/contractors in the
workplace.

* Management will ensure that all employees are aware that sexual harassment in the workplace is a criminal
offence and will not be tolerated.

o There is to be no act performed on the business or premises or worksites that can be construed as Sexual
Harassment towards staff, workmates, contractors or visitors.

¢ Unwelcome behaviour mayinclude:

o Subjectingapersontoanactofphysicalintimacy

o  Writtenorverbal remarks with sexual connotations made about persons ora personin their presence.

o Agesture, actorcomment of asexual nature made in a persons’ presence

o  Written or photographic material with any sexual connotations not to be present on any worksite or premises of the
business

*  Wolf whistling or similar unwelcome verbal utterances

o Anyotheraction, remark or events of a sexual nature that may make a person feel uncomfortable.

ENVIRONMENTAL PROTECTION

CANVALE adopted this policy after consultation with staff and is an organisation that recognises the potential risks to
employees from the impact of the environment and is considered a risk to staff, contractors, visitors to the workplace and
the public and the need to protect the environment for the benefit of the community as a whole.

To ensure CANVALE meets its legal obligations and the environment is protected in a reasonably practicable way, the
business will;

Follow the Principal Contractors Environmental Protection controls as laid outin any contract terms of engagement, namely
where possible by removing the site refuse (including food scraps and alike) and disposing of it as directed by environmental
protective legislation and respond to emergency procedures as required in the event of achemical spill.

This is in addition to ensuring that CANVALE complies with all known environmental protective legislative.

MATERIALS HANDLING POLICY

Correct lifting procedure must be followed at all times as per Manual Handling policy:

o Ifmaterials require lifting: aids e.g. Palletjacks and trolleys are the first point of call.
o Shouldtheselifting aids be deemed unsuitable for the task, only then may the forklift, reach truck or crane be used.
o Thesevehiclesmayonlybe used by people who have beentrained and qualified by aregisteredtrainingbody.
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ACCIDENT AND INCIDENT REPORTING

(First Aid Policy See Codes of Practice)

As part of CANVALE dedication to achieve a safe working environment, CANVALE have adopted reporting forms such
as Hazard Reports, Incidents/Accidents reports and Job Safety Analysis (J.S.A).

o Ifahazardisidentified it should be reported immediately to your supervisor

o The hazard is assessed documented and corrected

o Ifthe hazard can not be corrected immediately, staff mustbe advised and arrangements made to correctit

o Ifthe hazardinvolves a machine ortool, itmust be locked out and tagged as per lock out procedures.

o  Withworkactivityrubbish disposal, waste willbe minimised by reusing materials whereverpossible.

o Thehazardformisreviewed atthe end ofthe week bythe OHSE Committee.

o Accident/Incident report forms must be filled out in full immediately after the event has occurred. If it was an
accident, forms can be completed once the injured employee is capable and has received medical attention.

o All Accident/Incident report forms must be reviewed in the weekly internal monitoring by the OHSE Committee, to
assess if further action should be taken.

o J.S.A.or SWMS mustbe completed prior to commencement of a new job or task. They are to assess the process to
ensure the taskis being done in the safest possible way identifying all hazards.

o J.S.A. or SWMS must also be reviewed in the OHSE Committee monthly internal monitoring.

LOCKOUT PROCEDURES

The following procedures are put in place to ensure that plant and tools that are faulty or undergoing maintenance are not
operated or used.

*  Whenafaultis found with any plant or tool, switch offimmediately

o Isolate power

o Filloutandtagmachine with registered lockout tag located with factory/site supervisors

o Listmachinethathas beenlocked outand the reason why onregister

¢ Inform direct supervisor of the fault

* Ifmachine hasfacilities, padlock the startingmechanism

* Anylocked out machine must remain tagged until the tag is removed by the person who registered the machine as
faulty

* Machines mustbe signed off on the Register as being repaired before tag is removed

o Details of defect or repairs mustbe kept on file where all employees can access them.
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EMERGENCY PROCEDURES

In the event a minor accident requires medical attention —an CANVALE employee can drive the injured person to the local
doctor and drop them off, returning to work immediately. Once the injured employee is ready for pick up they can
contact work to be picked up.

In the event of a serious accident an ambulance must be called to the site or factory and the First Aid Officer will assist the
injured person untiltheambulance arrives.

Under no circumstances should an employee take the injured to the hospital or transport the injured person from the site or

factory.

Under extraordinary circumstances the General Manager should be contacted for direction.

HOUSE KEEPING POLICY

CANVALE is a place of Business and we ask staff to be respectful of others:

Once staff have used CANVALE facilities (lunchroom, toilet etc) whether it is in the factory, office or on site it
must be left in the same condition it was found.

Work areas must be kept clean, tidy and free from clutter.

Work areas must notdisplay material of a sexual nature or any material which may offend others

Personal Items are allowed, but must be kept to a minimum and must not affect work.

We ask all staff to treat CANVALE property with the same care and respect they would treat there own property

Cleaning Rosters are part of daily procedures at CANVALE. When required to be part of a roster, we ask you
to takeitseriously.

VISITORS POLICIES

Allvisitors must report to front reception
All visitors must be accompanied by an CANVALE designated employee

No visitor is permitted to enter the factory/site until inducted on factory/site safety procedures and issued with
personal protective equipment

Novvisitoris permitted to operate CANVALE equipment, tools or vehicles (including forklift)
Novisitoris permittedtodistract CANVALE employees or deterthem awayfrom day-to-dayfunctions
Visitors must use front visitor car park and not the loading docks, located on either side of the factory.

EMERGENCY EVACUATION PLAN

In case of fire or emergency the following guide lines are set for a quick and safe exit of the premises.

In case offire orevacuation emergencyplease notify the Manager.

In case of fire of evacuation emergency, a notice will be announced to stop work and proceed to designated exits
foryourarea

Once building has been exited, all staff must congregate at assigned muster point

Once at muster point, Management willdo head counts to ensure all staff have exited the building.

Leavealltools and work

Once notified do not stay toretrieve personal items such as bags etc

Please evacuate the premise quicklywheninstructed butavoid running

If unsure of evacuation route, refer to evacuation maps located in each work area.
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MONTHLY SITE AUDITS

To assist with CANVALE focus toward a safe working environment, monthly site audits are conducted. These audits are
conducted by the OHSE Manager from the OHSE Committee, at the start of each month. Audits will assess all work areas,
potential hazards and trouble spots. Monthly site audits will then be reviewed at the OHSE Committee’s Internal Monitoring
for that week where all issues raised by the audit will be assessed rectified or a process putin to correctit. All site audits will
be kept on file for future reference.

HAZARD REPORTING

Hazard Reportingis an essential part of CANVALE OHSE culture. Asan CANVALE employee/contractor we require thatany
Hazard, chronic or immediate be reported to your supervisor as soon as it is identified. This allows for a quick
responsetimeincorrectingthe problem.

All hazards must be documented in a hazard report which allows a full assessment of the problem enabling it to be
corrected in the best possible way. All Hazard Reports are assessed during the weekly OHSE Meeting and filed for future
reference.

JOB SAFETY ANALYSIS/SAFE WORKING METHOD STATMENTS

Safe Working Method Statements must be understood and signed by the persons undertaking each task. This must be
produced, understood and signed for every task or part of undertaken.

Job Safety Analysis (JSA) must be conducted when;

o Acurrentjobortask has beenchanged, or
 Anewtaskisrequired, or

o Ataskvariesinanywayfrom a currentwork practice, or
o Thereisanyquestionofsafety, or

¢ Thetask has notbeen performedinover 3 months

o Job Safety Analysis will help identify hazards in a task so they can be dealt with and the job completed in the safest
possible way. All JSA’s mustbe keptonfile for future reference.

o CANVALE promotes the active participation of all employees in OHSE decisions.

o Employees are consulted and given opportunity, encouragement and training to be proactively involved in OHSE
matters affecting the organisation and their work activities.

o Consultation occursinreference to, but not limited to, the following subjects / topics:

o Hazard identification and risk assessment processes;

o Controlmeasuresforthemanagementofhazards andrisks;

o Changes to the organisation’s policies and procedures or work routines which may affect OHSE;
* Makeupofandrepresentation onrelevantcommittees; and

o  Election of OHSE and employee representatives.
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CANVALE PERSONAL PROTECTIVE EQUIPMENT REGISTER

Employees note they have received the following PPE and instructed on their correct use. (Note: Issue of PPE may come
from CANVALE orunderthe grouptrainingscheme. Anylostordamaged PPE mustbereportedimmediately.)

Safety glasses

Ear muffs

Glass gauntlets

Face shield

Welding gloves

Dust mask
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INDUCTION CHECKLIST

Introduction to Business Paper Work

] Company Structure ] TaxDeclaration

| Lines of Management Superannuation

i
] Personal Behaviour ] Bank Detail
i

| Company Values Contact Details(Personal)

Day toDay

Hours of Work

Dress Code

Reporting Structure

Work Supervisor (Performance Coach)
Lunch Room Amenities
Introduction to Staff

Lines of communication

Site Security — Lock up Procedure
Vehicle Policies

Disciplinary action

Leave

Staff Absence

L L L

| I—

OHSE

Fire Emergency Procedure
CANVALE OHSE Policies
Location of exits

Incident Accident Reporting
Location of Extinguishers and Equipment
Hazard Reporting

Evacuation Muster point
Internal Monitoring

First Aid Officer

Manual Handling Techniques
Location of First Aid Kit
Lockout Procedures
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Topic 2 Topic 1

Topic 3

Topic 4

CANVALEPROPRIETRYLIMITED

TRAINING PLAN / TOOLBOX AGENDA

Orientation of Orientation of Orientation of Orientation of Orientation of new | Orientation of Orientation of Orientation of Orientation of Orientation of Orientation of Orientation of
new staff new staff new staff new staff staff new staff new staff new staff new staff new staff new staff new staff
Induction Forms update Hazardous Accident & General Correct use & Safe materials Electrical hand- | Air operated White card for General Evacuation
update for for all staff substances & incident housekeeping for care of personal | & manual tools training tools training & | all workers housekeeping procedures for
existing staff dangerous reporting for all | all staff protective handling for all &update for update for requiring them for all staff all staff
goods for all staff equipment for staff workshop staff workshop staff
staff workshop staff
Policy Essential first
awareness - Electrical safety aid training for
OSH policy selected first aid

update for all
staff

officers
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SITE INDUCTION REGISTER - EXAMPLE

Date ofJob:

Site / Job Location:

Trainer:

Project:

Date Inducted Inductee Name Company Name Induction Number

Are there any other hazards noted? If yes please complete a Hazard Identification Form.

Site Manager’s Signature: Date:

Auditor’s Signature: Date:

INCIDENT / ACCIDENT REPORT -EXAMPLE
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This report is required to be completed be completed as soon as possible after the incident by the worker when an
accident/incidentand/oraninjury has occurred atthe workplace, as per Section 20(2)(d) of the Occupational Safety and
Health (OSH) Act WA 1984.

Worker Details

Surname: Given names

DOB: Gender:

Department: Supervisor name:

Incident Details

[l Near miss J Equipment/property damage U Injury /illness

Incident day: Incident date: Incident time:

Location of Incident (Where in workplace):

Did you have to stop working? (YesorNo)

What were you doing? (e.g. Pushing trolley, lifting equipment etc)

What happened? (E.g. Fell over, slipped etc).

What happened? (e.g. Pulled muscle in leg etc):

Possible Incident Cause

What factors do you think contributed to this incident or accident occurring?
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Work Systems

1. Are there documented Standard Work practices for the task you were conducting? Yes / No
2. Were you conducting the task in accordance with the Standard Work Practice? Yes / No
3. Were you wearing personal protective clothing or equipment? Yes / No
If yes, please state type:

4. Have you received training or instruction for the task you were conducting? If yes, please give details: Yes / No

Witness Name: Witness Title:

To whom did you report the incident? (Name & Position):

Day Reported: Date Reported: Time Reported:
Worker’s Signature: Date:

Completed forms are to be given to your Supervisor or Safety Officer for investigation.
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HAZARD IDENTIFICATION FORM - EXAMPLE

Section 1 - Person Identifying Hazard To Complete

Surname: First name:

Position: Department/section:

Incident/Hazard Description

Incident or hazard location: Date:

Time:

Describe hazard:

What did you do to control the hazard?

Suggested long term solutions:

** |If any person was injured due to the hazard, please complete an incident form.
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Section 2 - To be completed By Safety Officer (Please check appropriate boxes)

Hazard Control

What actions were taken to control the hazard?

Did these actions control the hazard effectively? [l Yes No

What additional actions needed to be taken?

Wasthe hazard takento the Supervisor's meeting forreview Yes No
Date of Meeting:

What additional controls were suggested?

Has the hazard been placed on the Hazard Register? [l Yes No

Date Actions Completed:

Safety OfficerName:

Signature:
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JOB SAFETY ANALYSIS - EXAMPLE

Worksite Supervisor Name:

Job Type

Date JSA Prepared:

Equipment Required:

Additional safety Equipment Required:

Personal Protective Equipment
Required:

Emergency Equipment Required:

JSA Reviewed by:

Name: Position:

Date:
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Item No: Sequence of Basic Job Steps: Potential Hazards: Recommended Actions or Risk Controls:
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Item No: Sequence of Basic Job Steps: Potential Hazards: Recommended Actions or Risk Controls:

1

12

13

14

15

16

17

18

Item No: Sequence of Basic Job Steps: Potential Hazards: Recommended Actions or Risk Controls:
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19

20

21

22

23

24
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EXTERNAL MAINTENANCE PLAN

Electrical Tagging - Factory X X

Electrical Tagging - On-site equipment X X X X
Electrical Tagging - Office areas X

Air-conditioning system X

Fire Equipment:

Extinguishers X X
Hose reels X X
Blankets X X
Air receiver (every 2 yrs) X
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TOOLBOX / PRE-START TALKS - EXAMPLE

All Toolbox / Pre-start Talks undertaken on behalf of CANVALE are recorded on this form and signed by participants. All
corrective actions noted on this form are implemented and signed by the nominated person. It is the responsibility of
the Works Supervisortoensurethatall corrective actions are completed and reviewed for effectiveness.

Workplace: Date:

Supervisor / Presenter: Duration:

Subject:

PERSONS PRESENT

Print Name Signature Print Name Signature

Comments & points raised:

¢ BlueCard Check o ClearWorkingArea

o SafeCutting Area o CleanWorkingArea

o Power Tools Tagged o SiteHazards

¢ Safety Signs InPlace ¢ SiteOSHIssues

¢ PPEInUse ¢ Additional Equipment Required
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Corrective Action Action By Action Complete

Sign Off Date
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TOOLBOX MEETING MINUTES - EXAMPLE

ToolboxMeeting Minutes

Standard Agenda ltems:

Issue No Issue Actions Taken By Whom By When
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WORKSITE INSPECTION CHECKLIST — EXAMPLE

CANVALE inspects the work activity(s) and work area, and provides a completed Workplace Inspection Checklist each week to the principal contractor for the duration of the

works.

Workplace inspection
Workplace: Date:
Inspected by: Signature:

Item Correct

Action Priority

Yes No n/a Action By Close Out By Close Out Date

Access/Egress
Access paths clear Yes [1 Noll n/al] 10 20 30
Access paths defined (signage tape, other) Yes [1 Noll n/all 100 200 310
Prohibited areas display warning signs and barricaded Yes [1 Noll n/al] 10 2101 31
Dust/Air Quality
Dust suppressed/watered down Yes [1 Noll n/al] 10 20 310
Stock piles protected fromwind Yes [1 Noll n/al] 100 2100 3101
Plant & equipment maintained to minimise emissions Yes [ Noll n/all 10 20 310
Electrical
Electricalequipmenttested &tagged Yes [J NolJ 100 200 3101
Register of tagging current n/a Yes [ Noll 100 20 30
Portable generator fitted RCD na [ Yes [J 10 20 30
Portable Residual Current Device (RCD) tested/ tagged Nol n/a [ 10 20 30

Yes [1 Noll n/al]
First Aid/Emergency/Injury
First aid kit provided Yes [ Nol[ 10 210 30
Kit stocks refreshed n/a Yes [ Nol] 100 2100 3101
First Aid Officer available na [1 Yes [ 100 2100 3101
Evacuation procedure in place Noll n/a [1 Yes 10 20 30
Emergency contacts displayed [1Noll n/a T[] 10 210 30
Fire extinguisher/equipment available Yes I Noll n/a 10 210 30

U
Yes [ Noll n/al]
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Manual Handling

Trolleys/aids in use Yes [1 Noll n/al] 10 20 30
SWMS followed Yes [1 Noll n/al] 100 200 3101
Training/job rotation undertaken Yes [1 Noll n/al] 10 210 30
Hazardous Substances/Dangerous Goods

Register current Yes [1 Noll n/al] 10 210 310
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Iltem Correct Action Priority

Y Action By Close Out By Close Out Date
es No n/a

MSDS available Yes [1 Noll n/al] 10 210 310
SWMS lists precautions for use Yes [J Noll n/alJ 10 20 30
Storage area bundled Yes [J Noll n/alJ 10 20 30
Refueling SWMS followed Yes [1 Noll nfall 10 20 30
Height work

Perimeter protection Yes [J Noll n/alJ 10 20 30
Handrails in place Yes [l Noll n/al] 10 20 310
Penetrations covered Yes [1 Noll n/all 10 20 30
Fall restraint/arrest system in use Yes [| Noll n/al] 100 2101 31
SWMS followed Yes [l Noll n/all 10 200 310
Housekeeping

Materials stacked Yes [1 Noll n/all 10 20 30
Work area lit Yes [1 Noll n/al] 10 20 30
Bins available & in use Yes [1 Noll n/all 10 20 30
Signage in place Yes [J Noll n/al] 10 20 30
Leads suspended Yes [l Noll n/al] 10 20 310
Walkway/stairs/work area clear Yes [1 Noll n/all 10 20 30
Noise

Plant & equipment maintained Yes [1 Noll n/all 10 20 30
Site hours observed Yes [1 Noll n/all 10 20 30
Noisy works identified Yes [ Noll n/al] 10 20 310
Hearing protection used (SWMS) Yes [1 Noll n/al] 10 20 30
Personal Protective Equipment

Used when required (SWMS) Yes [J Noll n/al] 10 20 30
Correctly used by employees Yes [1 Noll n/al] 10 20 30
Plant & Equipment

Plant register current Yes [ Noll n/al] 10 210 310
Maintenance records provided Yes [J Noll n/al] 10 20 30
Daily log book completed Yes [J Noll n/al] 10 20 30
Operator ticketed/competency verified Yes [ Noll n/al] 10 210 310
SWMS followed Yes [1 Noll n/all 10 20 30
Public protection

Work area secure from public Yes [J Noll n/al] 10 20 30
Overhead protection provided Yes [J Noll n/al] 10 20 30
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Iltem Correct Action Priority

Action By Close Out By Close Out Date

Yes No n/a 123

Storm water/run off
Silt control fences in place Yes [J Noll n/alJ 10 20 30
Storm water inlets protected Yes [J Noll n/alJ 10 20 30
Discharges contained, e.g. pump out, slurry/other Yes [1 Noll n/all 10 20 30
Training
All employees have:
- General industry (safety awareness) training Yes [1 Noll n/al] 10 20 30
- Site specific induction training Yes [1 Noll n/al] 10 20 30
- Work activity (SWMS) training Yes [1 Noll nfall 10 20 310
Vegetation
Fencing around drip line of retained trees Yes [l Noll n/al] 10 20 310
No material/equipment stored within drip line Yes [1 Noll n/all 10 20 30
Waste Management
Waste reduction plan in place Yes [1 Noll n/al] 10 20 30
Waste contractor records available Yes [1 Noll n/all 10 20 30
Bins for litter/cigarette butts/other provided Yes [1 Noll n/all 10 20 30
Hazardous wastes captured &correctdisposal, e.g. paintsludge/ | Yes [l Noll n/a [J 10 20 310
contaminated soil/other
Other
Yes [1 Noll n/al] 10 210 30
Yes [1 Noll n/al] 10 210 30
Yes [1 Noll n/all 10 200 30

All items noted for correction have been rectified

Name: Signed:

Date: Time:
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SITE SAFETY AUDIT CHECKLIST - EXAMPLE

Date of Safety Check:

Principal Contractor:

Auditor:

Job Location:

The following site safety audit checklist must be completed prior to commencing work, returned to the contractor and be

retained bythe contractor.

S|te Safety Audit Checklist
. Have all staff read and understood the Safe Work Method Statement?

Yes

No

N/A

. Do all tools have Job Safety Analysis attached for staff reference?

. Is the work area clear of rubbish & debris?

. Is there an arranged area for placement of rubbish and debris?

. Is the first aid kit equipped and accessible?

. Are materials delivered and stored safely?

. Are scaffolds, if required, erected correctly by a qualified person?

© N O Of & W DN

. Does all equipment comply with Australian Standards i.e. trestles and ladders?

. Have all plant, equipment and tools been recently check and are they in good condition?

10.

Are all power tools and leads in good condition, and have they been checked recently?

11.

If power is available on site, is a Residual Current Device (RCD) fitted?

12.

Are portable RCD’s available for staff use?

13.

Are there any other trades working in the area that could cause injury?

14.

Are there suitable Personal Protective Equipment (PPE) available at the job?

15.

Have all PPE been correctly maintained?

16.

Do all PPE comply with relevant Australian Standards?

17.

Have all staff received and OSH induction at the site?

18.

Are Hazard ldentification Forms available at the site should they be needed?

19.

Are MSDS available for all chemicals at the site?

20.sthere an emergencyresponse Plan in place with suitable fires equipment available foruse?

Are there any other hazards noted? If yes please complete a Hazard Identification Form.

Site Supervisors Signature: Date:

Auditor’s Signature: Date:
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Date ofInspection:
Inspector Contact:
Date:

Location:

Inspection Area

| Activity

1. FIRE EQUIPMENT

ICINOMINEES PROPRIETRY LIMITED

CANVALE WORKPLACE INSPECTION CHECKLIST -EXAMPLE

Actions By Whom By When Date Completed
Required

1.1 Correct
extinguishers in place

1.2 Extinguishers
clearly labeled

1.3 Extinguishers
serviced within last 6
months

1.4 All exit signs lit as
required

1.5 Exit doors open
from inside

1.6 Exits clear of
obstructions

1.7 Exit pathways safe
to use

1.8 Flammable items
stored correctly

2. EMERGENCY
TRAINING

2.1 Staff trained in use
of extinguishers within
the last year

2.2 Staff trained in use
of fire hose reels within
thelastyear

2.3 Staff have taken
part in a fire /
evacuation drill within
the last 12 months

2.4 Staff aware of their
rolesinanemergency
situation

3. EMERGENCY
PROCEDURES
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3.1 Emergency
evacuation details in
place

3.2 Emergency
instruction cards in
place for staff access

3.3 Wardens appointed

Inspection Area /

Activity

Actions
Required

By Whom

By When

Date
Completed

4. CHEMICAL SAFETY

4.1 Only compatible
gasses stored together

4.2 Gas bottles stored
upright

4.3 Gas bottles chained
towall orin trolleys at
all times

4.4 Suitable gas bottle
signage in place

4.5 Chemicals stored in
set areas

4.6 Only compatible
chemicals stored
together

4.7 Current MSDS in
place forall chemicals
onsite

4.8 All chemicals on
hazardous substances
register

4.9 Hazardous
substances
assessmentinplace for
all hazardous
substances

4.10 Bottled chemicals
labeled correctly

4.11 Chemical
cupboard signage in
place

5. PERSONAL
PROTECTIVE
EQUIPMENT (PPE)

5.1Suitable PPE in
place in all areas of the
workshop

5.2 PPE signage in
place throughout
workshop

5.3 PPE suitably
maintained
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5.4 PPE replaced when
required

5.5 Suitable stocks of
soap and hand towels
available at workplace

Inspection Area /

Activity

Actions By Whom By When Date
Required Completed

6. ELECTRICAL
HAZARDS

6.1 Emergency tag out
and shutdown
procedures in place

6.2 Overhead electrical
cables used where
possible

6.3 Extension cords
(whereused)are of
correct type

6.4 Extension cords are
less than 30m in length

6.5 Where possible,
electrical cables are
exactlengthtoremove
the use of extension
cords

6.6 Electrical sockets
are in good repair

6.7 Electrical
equipmentintaggedas
per individual
workplace
requirements (at least
annually) by aqualified
electrician and records
are kept of all tagging

6.8 No frayed or
damaged leads

6.9 Portable or
handheld tools are
maintained regularly

6.10 portable or
handheld tools are in
good working order

7. MACHINES

7.1 Clean

7.2 Guarding in place

7.3 Emergency shut-off
switches in reach of
operator

7.4 Storage space for
off-cuts
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7.5 Adequate work
space around machine

7.6 Lighting
satisfactory

7.7 Regular
maintenance carried
out

7.8 Floor area clean

Inspection Area / Activity

8. GENERAL LIGHTING

Actions By Whom By When Date
Required Completed

8.1 Adequate illumination to
complete work

8.2 No direct or reflected
glare

8.3 Light fittings clean and
in good repair

9. RUBBISH

9.1 Rubbish separated at
point of disposal

9.2 Rubbish bins emptied
as required

9.3 industrial bins emptied
on regular schedule

9.4 Combustible materials
disposedofseparatelyto
general rubbish

9.5 Chemical waste correctly
disposed of

10. WORK BENCHES

10.1 Cleaned at completion
of work

10.2 Suitable height for
operator/s

10.3 Tools kept in racks or
boxes when not in use

10.4 No sharp edges on
benches
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Inspection Area / Activity Actions By Whom By When Date

Required Completed

11. STORAGE

11.1 Materials stored in
racks or bins where possible

11.2 Items over 5kg stored
between knee and shoulder

11.3 Nothing over 5kg
above shoulder height
stored above shoulder
height unless to be lifted by
lifting equipment

11.4 All items stored at
heightstored safely by lifting
equipment

11.5 Floors around racking
areas clear of rubbish

11.6 Racks and pallets in
good condition

Inspection Area / Activity Actions By Whom By When Date

Required Completed

12 FLOORS & WALKWAYS

12.1 Warning signs or tape in
place where required

12.2 No cracks or holes in
flooring or coverings

12.3 Spills cleaned up
immediately

12.4 Entry & access ways
kept clear

12.5 No electric cables
stretched across walkways

12.6 Walkways clearly
marked

12.7 Unobstructed vision at
intersections

13 OFFICE HAZARDS

13.1 Adequate space around
desks for staff to work

13.2 housekeeping
conducted on a regular basis

13.3 Filing completed as
required
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14. FIRST AID

14.1 First aiders in place

14.2 First aid cabinets
stocked and checked

14.3 Staff are aware of
location of first aid cabinets

14.4 First aid cabinets clearly

labeled

Total: /109 Compliance %: All actions have been completed within set timeframe
Date: Name:

Signature: Position:
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HAZARDOUS SUBSTANCES AND DANGEROUS GOODS IN THE WORKPLACE

What is a hazardous substance?

A hazardous substance is any substance that has been listed by the NOHSC in the List of Designated Hazardous
Substances or which is listed under regulation 5.3(b) and is determined to be a hazardous substance. This information is
contained onthe material safety datasheet (MSDS)foreach substance. E.g. acids, some paintsetc.

What are dangerous goods?

Dangerous goods are substances listed inthe Dangerous Goods Code. Whethera substanceis adangerous good or not, is
also listed on the MSDS for each substance. Some substances may be listed on the MSDS as both hazardous and
dangerous. E.g. fuels, gas cylinders etc

What is a material safety data sheet?

Material safety data sheets are documents distributed by the manufacturer of hazardous substances or dangerous goods
and are required to be written according to a specific Australian Standard. A copy of each MSDS is required to be keptnear
where the substance is used. It contains information on the contents of the substance, safe use of the substance,
emergency control, personal protection when using the substance, known health effects and othertechnicalinformation.

Hazardous substances used at CANVALE

Stores/Factory Factory
o Mineral Turpentine o Acrylic Thinner
+ MDF o Kerosene
o Toluene

¢ Bondmaster 418R
o SuperEtch Aerosol

Dangerous goods used at CANVALE
Factory/Dispatch Dispatch Factory

Touch-up Paint LPG Gas o Acrylic Thinner

o Kerosene

e Toluene

¢ Mineral Turpentine
o Methylated Spirits
o Bondmaster 418R
e SuperEtchAerosol
o  WD40
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Where can | access MSDS at CANVALE?

Copies of all MSDS are located in the Supervisor’s office at each end of the workshop. If you are unsure of any information
contained within the MSDS, it is your responsibility to speak with your Safety Officer prior to commencing work with the
substance.

Control of hazardous substances and dangerous goods

Control of these substances is maintained by CANVALE. This control relates to ordering, directions for use, storage and
maintenance of hazardous substances registers and assessments. If you are unsure about the correct use of a
particular substance, itis your responsibility to ask your Safety Officer prior to commencing work with the substance. Your
responsibilities in relation to the control of hazardous substances are to use the control methods available at the
workplace to minimise or eliminate the hazard to you whilst working with the substance. This includes personal protective
equipment (PPE). The workplace mayalso have additional controls in place such as additional ventilation, alternative types
ofsubstancesorotherengineeringcontrols.

Who should supply personal protective equipment?

It is the responsibility of CANVALE to provide suitable personal protective equipment to workers. Should your
equipment require repairs or replacement or additional types of PPE are required at CANVALE, please consult with your
Safety Officer, itis your responsibility to bring it to their attention!

Who should use personal protective equipment?

It is a requirement under the Occupational Safety and Health Regulations 1996, that all workers wear appropriate
personal protective equipment when using hazardous substances or dangerous goods. This PPE may include eye
protection, gloves, footwear, specialist clothing, respirators or other breathing equipment. A specific list is contained on
individual MSDS. Failure to wear appropriate PPE when working with hazardous substances or dangerous goods will result
indisciplinary action, and maylead to termination of employment.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox
topic. Hazardous substances/dangerous goods register
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The following hazardous substances exist in the work place. A copy of the MSDS has been forwarded to the person
responsible for First Aid.

Product Name Application Quantity Product Labelled Classified as
Hazardous in the
MSDS
Yes [ No [ Yes [ No [ Yes [ No [
Yes [ No ] Yes [ No ] Yes [ No [
Yes [ No ] Yes [ No ] Yes [ No [
Yes [ No [ Yes [ No [ Yes [ No [
Yes [ No [J Yes [ No [J Yes [ No [
Yes [ No [J Yes [ No [J Yes [ No [
Yes [ No [ Yes [ No [ Yes [ No [
Yes [ No [J Yes [ No [J Yes [ No [
Yes [ No [J Yes [ No [J Yes [ No [
Yes [ No [J Yes [ No [J Yes [ No [
Yes [ No [ Yes [ No [ Yes [ No [
Yes [ No [ Yes [ No [ Yes [ No [

If YES: Therisks and control measures associated with the use of the product/ substance and the precautions forits use
areoutlinedinthe Safe Work Method Statement
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CORRECT USE AND MAINTENANCE OF PERSONAL PROTECTIVE EQUIPMENT

What is Personal Protective Equipment (PPE)?

PPE is protective clothing or equipment that assists to reduce the risk of injury or iliness when worn, while working. PPE at
CANVALE may include eye protection, gloves, footwear, respirators or other breathing equipment. The decision of
which PPE is most suitable for the workplace is made by management in consultation with workers. There are minimal
standardsforPPE, theseare the Australian Standards, aslistedbelow.

Means of Protection

Safety Helmet (At building sites where stipulated) Closed Footwear

Eye Protection Safety Work Boots (Where stipulated)
Gloves (and glass gauntlets) Ear Muffs or Plugs

Glass Gauntlets

Why should PPE be used?

PPE is required to be used when provided at the workplace to protect workers from known hazards. In some instances the
workplace has signage in place (in line with AS/NZS 1319) to remind workers to wear the PPE in select areas. Failure to
wear PPE when provided may result in severe temporary or permanent injury to workers. In some instances, insurance
companies may refuse to cover workers’ compensation claims if PPE has not been worn at the time the injury was
sustained.

Who is required to provide PPE at the workplace?

PPE is required to be provided by the organization or employer. The Supervisor is also required to provide instruction on
the correct fitting, use, selection and limitations in the use of the equipment.

Who is responsible for maintenance, repair or replacement of PPE at CANVALE?

Following notification of the fault, CANVALE is responsible for the testing of, maintenance, repair or replacement of PPE
as required. Some specific PPE, it must be tested and repaired by a competent person, according to the specifications of
the manufacturer of the equipment. Replacement parts are only to be those as specified by the manufacturer.

What are my responsibilities in relation to PPE?

o Workers are required to use the PPE or equipmentinthe mannerthat they have been instructed touse it
o Workersmustnotmisuse ordamagethe PPE orequipment
o Tonotifythe Supervisor ofany damage to, malfunction orthe need to clean or sterilize the PPE or equipment

What PPE is available at CANVALE?

PPE available at CANVALE is:

o Goggles
o Earplugs &muffs
o Hard hats (Building sites)

Where can | access PPE at CANVALE?
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Appropriate PPE is kept next to the equipment where it is to be used and / or within the Supervisor’s offices. Should
appropriate PPE not be available where it is to be used, do not start the job, and see your Safety Officer immediately to
arrange suitable PPE.

What action can be taken if | choose not to wear the PPE provided?

Failure to wear appropriate PPE when working for CANVALE will result in disciplinary action, and may lead to
termination of employment. Should you have genuine reasons for not being able to wear the PPE provided, discuss these
with your Safety Officeror Supervisor priortocommencingworks.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox
topic.
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SAFE MANUAL HANDLING OF MATERIALS

What is Manual Handling of Materials?

Manual handling is any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or otherwise
move, hold or restrain a person, animal or thing. These are essential activities in most workplaces and so it is
important that manual handling hazards be identified, their risks assessed and consideration be given to controlling these
risks.

General rules for safe materials and manual handling.

Where appropriate, use materials handling equipment such as trolleys or fork lifts. Ensure that you have current licenses
or training prior to using any materials handling equipment. When such equipment is not appropriate, correct manual
handling techniques mustbe used to protect your back.

Prepare the environment

o Clearallpathwaysalongyourlineoftravel

o Ensurethatthereis enough space in which to work

o Collectorprepare any materials handling equipmentthatis needed

o Ifasecond personis required to assist, ensure that they join you prior to commencing the lift

Prepare yourself

o Wearsuitableclothing, footwearand hand protection
o Complete suitable stretches before attempting to lift an object

* Know your comfortable lifting capacity, and where necessary, use two people or the equipment. Materials
handling equipmentwill have its maximum capacity stickerattached.

Check the load

Is the load of uniform shape? Is the weight of the load unevenly distributed? Is the load too heavy for two people and lifting
equipmentis not appropriate or available? If you answered yes to any of these questions, you may need to plan how to lift
theload. Refertothe Supervisorwhenunsure.

Body Position

* Facetheload and set yourfeet firmly on the ground, about hip width apart, one foot slightly in front of the other.
*  Withyourfeetin positionfacing in the direction of travel, crouch down as close to the load as possible.

o Keep your back in an upright position, in its natural “S” curve — it may not be vertical but it should not be arched
orbentforward orbackward.

o Tiltthe load and slide your hand underneath — use your other hand to balance the load. Get a firm grip with the
palm of your hands and the base of your fingers. Don’t lift with your fingers.

o Faceinthedirection you wantto go, itis safer to walk forward than backward with a load.
Changing Direction & Lowering Loads
To change direction, turn your feet first in a smooth manner— don'’t twist or jerk and keep the load close to your body.

To lower the load — keep the “S” curve in the back, the load close to your body and use your legs and thigh muscles to
lower the load to the required height.

High Lifts
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If you have to lift above shoulder height, do it in two stages. Lift to waist height, rest the load on a shelf or projection,
change your grip, bend the knees slightly and finish the lift to the higher level.

What are my responsibilities in relation to safe materials and manual handling?

o Workers are required never to put themselves or other workers at risk of injury whilst completing materials or
manual handling duties

o Tousethe equipmentprovided to complete materials or manual handling in a safe and efficient manner
o Tofollowtheinstructions of CANVALE inrelation to materials ormanual handling atall times

What action can be taken if | choose not to use the equipment provided or to complete materials or manual handling
dutiesinasafemanner?

Failure to use the lifting equipment provided, or to complete materials or manual handling duties, in a safe manner when
working for CANVALE, this will result in disciplinary action, and may lead to termination of employment. Should you
have genuine reasons for not being able to complete materials or manual handling in a safe manner, discuss these
reasons with your Safety Officeror Supervisor priorto lifting the load.

Where can | find further information on materials and manual handling?
Refer to your Supervisor for further information on materials or manual handling.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox
topic.
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SAFE USE OF ELECTRICAL HAND TOOLS

Who can use electrical hand tools?

As atradesperson, you are required to know how to use all commonly available electric hand tools in a safe manner, prior
to your commencement with CANVALE. Workers who are not fully qualified in their chosen trade or who have not
worked within the trade for a number of years are required to be deemed competent in the use of an electric hand tool by
their Supervisor, prior to working independently with each electric hand tool. If you have not been deemed competent or
been shown how to safely use the specific electric hand tool then you are not permitted to attempt to useiit.

General rules for safe use of electric hand tools

o Only authorised electric hand tools are to be used at CANVALE

o Ensurethatthereis always a portable residual current device between your electric hand tool and the wall socket
(Wherenotprovided onexternalworksites)

* Inspectelectric hand tools and equipment before use to ensure thatthey are safe to use

o Reportfrayedwires,damaged cablesorfaulty switchestoyoursupervisor

o Whenusing an extension lead across a traffic area, protect it from damage by placing boards on either side of the
lead

o Donotallow electricleads to liein wet areas

o Donotoperate oruse any electric hand tool which has a “Danger” or “Out of Service” tag attached

o If youreceive a shock, even a small one, you must report it to your supervisor immediately and the electric hand
tool removed from service

What are my responsibilities in relation to electric hand tools?

o Workers are required never to put themselves or other workers at risk of injury whilst completing jobs using
electrichandtools

o Tousetheelectrichandtools provided in a safe and efficient manner

o Tofollowtheinstructions of CANVALE inrelationtoelectrichandtools

o Toattendeducation andtrainingwhen provided on individual electric hand tools

o Tocomply with all reasonable requests of Safety Officers and Supervisors in relation to the use of electric hand
tools

What action can be taken if | choose not to use the electric equipment in a safe manner?

Failure to use the electric hand tools provided in a safe manner when working for CANVALE will result in disciplinary
action, and may lead to termination of employment. Should you have genuine reasons for not being able to use the electric
hand tools provided to complete a job, discuss these reasons with your Safety Officer or Supervisor prior commencing the
job.

Where can | find further information on specific electric hand tools in use at CANVALE?

Instructions for use and care are available near where each electric hand tool is stored and used and at the Supervisor’s
Office. Your Safety Officer or Supervisor is also available to provide you with verbal information and assistance atany time
in relation to specific electric hand tools. Should further information be required, your Safety Officer may contact the
manufacturer of the electric hand tool for further information or instruction.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox talk
topic.

Safe use of Air Operated Hand Tools (AOHT’s)

Who can use Air Operated Hand Tools?
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As a tradesperson, you are required to know how to use all commonly available AOHTSs in a safe manner, prior to your
commencement with CANVALE. Workers who are not fully qualified in their chosen trade or who have not worked
within the trade for a number of years are required to be deemed competentin the use of AOHTSs by their Supervisor, prior
to working independently with each AOHT. If you have not been deemed competent or been shown how to safely use the
specific AOHT then you are not permitted to attempttouseit.

General rules for safe use of Air Operated Hand Tools

o Donotattempttouse AOHTs unless youhavefirstreceived instructions on safe use

o Read printed instructions provided with the tool for its safe use

o Wear safetyglasses

o Do not point the tool towards yourself or others, no matter how far away they are and do not use in congested
areas

o  Clearly display warning sign

o Whenleaving the tool unattended, turn off the air supply and disconnect the airhose

o Do notuse adefective AOHT - ensure all AOHTs are regularly maintained

* Maintainasafe, wellbalanced positionto prevent misalignmentofthe AOHT duringuse

o Donotworkabove othertrades

o Donotuse anyattachments that are not specific for that AOHT and the purpose for whichitis being used

o EnsurethatacurrentMSDSforcompressedairis available

o Donotoperate oruseany AOHT which has a“Danger” or “Out of Service” tag attached

o AllAOHTsaretobe checked by asuitable person atleast annually at CANVALE and more often as required if
used atconstruction sites

What are my responsibilities in relation to Air Operated Hand Tools

o Workersarerequirednevertoputthemselves orotherworkers atrisk ofinjurywhilstcompletingjobs using AOHTs
o Tousethe AOHTs providedinasafe and efficientmanner

o Tofollowthe instructions of CANVALE in relation to AOHTs

o To attend education and training when provided on individual AOHTs

o AdvisetheSupervisorifmaintenanceisrequired

What action can be taken if | choose not to use the Air Operated Hand Tools in a safe manner?

Failure to use the AOHTs provided in a safe manner when working for CANVALE will resultin disciplinary action, and may
lead to termination of employment. Should you have genuine reasons for not being able to use the electric hand tools
providedtocomplete ajob, discuss these reasons with your Safety Officer or Supervisorpriorcommencingthejob.

Where can I find further information on specific Air Operated Hand Tools in use at CANVALE?

Instructions for use and care instructions are available near where each AOHT is used. Your Safety Officer or Supervisoris
also available to provide you with verbal information and assistance at any time in relation to specific AOHTs. Should
further information be required, your Safety Officer may contact the manufacturer of the AOHT for further information or
instruction.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox talk
topic.
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ACCIDENT AND INCIDENT REPORTING

What is an accident?

An accident is an unexpected or undesirable event that usually results in damage or harm to an employee or worker.
Accidents could be caused by an incident, such as the spilling of the chemicals onto a worker’s skin causing chemical
burns.

What types of incidents or accidents are there?
There are three types of accidents and incidents that occur at workplaces. These are:

¢ Worker accidents & incidents
o Notifiableinjuries &illnesses
¢ Critical incidents

Each of these types of incidents have a separate form that must be completed when these types of incidents occur.
Worker incidents are incidents that occur on a fairly frequent basis, they do not cause major damage or injury to workers
orequipmentatthe workplace.

Critical incidents are those incidents that cause major damage to the workplace, such as fire, building collapse or other
emergencies.

A notifiable injury is an injury that is listed in the Occupational Safety and Health Act, and must be reported to Work Safe
WA ifitoccurs. As a general rule these are fatalities, fractures, amputations or an injury where a worker is away from work
for more than 10 days from the date of injury. Please refer to your Supervisor and then report the incident to the WRMC
OSH Consultant, should one of these injuries occurto you, priortoreporting the incidenttoWork safe WA.

Reporting Incidents and Accidents — Workers, Subcontractors and Sites

It is the responsibility of workers to report all incidents and accidents that occur at the workplace and sites. This is a
requirement under your duty of care in section 19 of the Occupational safety and Health Act 1984.

Incidents and accidents are required to be reported in the correct manner, this is on the correct incident form at the time
of the incidents or as soon as possible following the incident or accident. This will enable a record to be kept of the
incident and for corrective actions to be completed within areasonable timeframe.

Failure to reportincidents and accidents is a breach of the Occupational Safety and Health Act and may resultin penalties
applying to the individual, ranging from $10,000 to $25,000. Where a workplace injury has occurred as a result of an
incident, failure to report the incident on an incident and accident form may result in the insurance company refusing to
pay Workers’ Compensation to the injured worker.

Where are Incident and Accident Forms Located?

Incident and Accident forms are located outside your Supervisor’s office. It is necessary that you complete all sections of
the form. Please see your Supervisor if you require assistance to complete the form. Site Supervisors also have a supply of
these forms available forworkers touse.

Howareaccidents andincidents preventedinthe workplace?

Accidentsandincidents are prevented atthe workplace through:

¢ Management, Supervisor and toolbox meetings to ensure consultation between workers, subcontractors and
management

o Regularhousekeeping
*  Workplace inspections as scheduled
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Instructions and competencies forall equipment withinthe workplace

Licensing of workers to operate specific equipment such as forklifts

Scheduled maintenance ofallequipmente.g. Taggingofelectricalequipment

Provision ofinduction sessions andtoolbox talks where required to ensure workerunderstandingand compliance
with procedures

o  Provision of personal protective equipment for workers

o Allsite workers being required to hold a current construction industry safety awareness “Blue Card” or “White
Card’

Once you have read and understood this information, please sign the Toolbox Training Record sheet for this toolbox topic.

73 I CANVALE OHSE Management Plan



ICINOMINEES PROPRIETRY LIMITED

EMERGENCY EVACUATION PROCEDURES

What is classified as an emergency situation?

Emergency situations are those situations that provide an imminent danger to the health and/or safety of workers.
Emergency situations mayinclude fires, bomb threats, major flooding, cyclonic or stormy weather, gas leaks, earthquakes
ormajorchemicalspills.

When is evacuation required?

Evacuation is required when the Chief Warden/CANVALE Supervisor indicates that it is required. If workers become
aware of any emergency situations, they are to report them to the Supervisor and follow the Supervisor’s instructions
duringthe course oftheemergency.

What preparation is in place in relation to emergency evacuations?

o Evacuationmaps ofthebuilding thatindicate the location of emergency equipmentand emergency exits.
o Clearinstructions forworkers about their roles in situations that require evacuation of the facility
¢ Marked muster pointoutside the building

What are the different roles of workers in emergency evacuations?

o ChiefWarden (Supervisor)—Personwhoisin control atthe time ofthe emergency

o Deputy Warden (As appointed) — Assistant to the Chief Warden

o Wardens (As appointed) — General Workers

o TheDeputyandotherWardens are appointed by the ChiefWarden atthe time of the emergency.

What is your role in an emergency evacuation?

* Raisethealarmandalertthe Supervisorif youfind an emergency situation

* Followtheinstructionsofthe Supervisorinemergencysituations

o Evacuatetothe musterpointwhenadvised

* Remain atthe muster point until advised of the “all clear” or instructions are given to leave the site
o Pleasenote:

o Firefighting equipment should only be used if it is safe to do so

o Workersshouldneverputthemselves atrisk ofinjury, eveninan emergency or evacuation situation.

What forms need to be completed following an emergency evacuation?

You are only required to complete an Incident or Accident form following an evacuation if you have been injured during the
course of the emergency evacuation.

Whathappens ifl choose notto complete my assigned role in an emergency evacuation or choose notto evacuate when
requiredto?

Failure to complete your assigned role during an emergency evacuation will result in disciplinary action, and may lead to
termination of employment. Should you have genuine reasons for not being able to complete your assigned duties, discuss
these with the Supervisor. Should you choose not to evacuate when required, you can be forcibly removed from the site by
Fire or Police Officers and charged with a criminal offence.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox
topic.

ELECTRICAL SAFETY
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Why should workers be careful around electricity?
Electricity is current generated from the movement of electrons that is used as a source of power to drive equipment.
Whatis a “live” wire?

A “live” wire is any electric wire that is active, this means that it has electric current running through it. Wires are usually
protected through insulation and a third pin in the plug which grounds the wire.

Can | become “live” and how will it affect me?

Workers can become “live” by directly touching an active electric wire and the ground at the same time, the electric current
then earths through the worker, causing electrocution. Workers can also become “live” indirectly by items such as aladder
or tree branches touching an overhead power line and then the worker touching the ladder or tree. The electric current
then passes through the ladder or tree, into the worker and earths through the worker.

Should a worker become “live”, any additional worker that they touch at the same time will also become “live” and also be
electrocuted. Should the person be standing in water and another person step into water, they can also be electrocuted by
the current passing through the water. Dependent on the amount of electrical energy passing through the body, damage
canrange from aslighttingling in the hands, through to complete internal organ melt-down and death.

Residual current devices (RCD’s); where installed, limit the electric current in the circuit to 30 milliamps for a maximum of
30 milliseconds when tripped, thereby limiting the damage to the body. Unprotected sites or equipment do not limit the
amps or the length of time of exposure to the current.

What are worker responsibilities when working with electric equipment?

Maintenance of equipment:

o Ensurethatall equipmenthas beentagged by a qualified person within the last year (there are additional
requirements forbuilding sites)

Neveruse equipmentthathas a frayed cord, cracked or broken plug or that has given someone an electric shock
Ensure that electric items are only fixed by a qualified person
Regularlymaintainelectricequipmentaccordingtothe manufacturer’sinstructions

Ensure that all electric equipment has an earth pointin the plug, discard any equipment that does not have the
third “earth” plug

Preparation of equipment and the site:

o Checkwiththe site Supervisor priorto commencing work toidentify if permanent RCD’s are installed at the site

o UseportableRCD’s, betweenthe powersource andyourelectricequipmentifpermanentRCD’shave notbeen
installed

+ Donotoverload power points, use portable RCD’s or power boards with cut off switches ratherthan double
adaptors.

o Donotuseextensionleads in wetareas unless they are specifically designed todo so
o Donotjoinany extension leads together to create alonger cord, use one cord of suitable length
o Always use extensionleads attheirfulllength to preventfire

Safety during use:

Always switch off power points before plugginginorremoving plugs
Always hold the plug when removing from the wall, do not pull on the cords
Always ensure thatextensionleads are positioned safely whilstworking to preventdamage tothem

Always position extension leads whilstin use, to ensure thatthey do not become a hazard to others in the
workplace
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o Whenleaving electric equipment, even for a short time, turn it off on the machine, then the wall and unplugiitto
preventothers from injury whilst you are not present

o Regularly clean up waste material from around electric equipmentto preventfires
o Discardanyelectricequipmentthathas beenimmersedinwater

Who can | go to for more information on electrical safety?

CANVALE has Supervisors that oversee all work at the factory and at individual jobs offsite. They are available to provide
you with additional information or instruction in relation to electrical safety at the workplace.

Once you have read and understood this information, please sign the CANVALE training record sheet for this toolbox
topic.
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ELECTRICAL EQUIPMENT REGISTER - EXAMPLE

Electrical equipment brought on site is recorded in the Electrical Equipment Register.

Note: Testingand Taggingfrequencyisasrequired by Stateor TerritoryLegislation, codesandrelevantstandards.

Workplace:

Date:

Electrical Equipment

Results and/or trip s
Equipment Plant / Serial No Date of current (less 30mA) | Date of next /Elggltirfligsn eron‘s License/
Description ’ Inspection/Test for Earth Leakage Inspection/Test Sq P Registration No.
Device ignature
Electrical Team: Frequency of inspection / test (in accordance with
relevant requirements):
Tools & Leads or electrical equipment:
Sub-board earth leakage device:
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FIRST AID INFORMATION

Please note that all first aid information provided is general in nature and is not intended to replace the need fora
qualified first aid officer at the workplace, or the use of medical practitioners or emergency services personnel. Please
refer to the first aid instruction books provided in each first aid box for more in depth information in all emergency
situations.

General Advice

As the words imply, FIRST AID is the first assistance given to an injured person; it cannot take the place of skilled medical
attention. For any major event, i.e. chest pain, respiratory distress or unexplained collapse, first call an ambulance, then
your nearestfirstaid officer.

Ambulance: 000

Firstaid boxes are available in the Supervisor’s Offices. All workers are asked to make themselves familiar with their local
first aid officer and the contents of the first aid boxes. These boxes are not intended for the treatment of your on-going
ailments. Alwayswashyourhandsbefore treatingburns, woundsoreyeinjuries.

Bleeding

STOP THE BLEEDING AT ONCE and send promptly for an ambulance or a doctor. Control by direct pressure and elevate the
limb if possible. Apply the pad of sterilised dressing(s) (in the first aid cabinet) and bandage firmly. It may be necessary to
apply a second pad on top of the first one. Where such dressings are not available, arterial bleeding may be controlled by
pressing the artery against the underlying bone with the finger or thumb.

Electrical Shock

ACT QUICKLY. Switch off the current. If this is not possible, free the person by using something that will not conduct
electricity - DRY, folded newspaper - wood - cloth - rubber. Do not touch the individual - you may get a shock yourself. If
breathing is failing or stopped, apply cardiopulmonary resuscitation if necessary - do not waste time. Get help and send for
an ambulance.

Collapse

If the casualty is unconscious, but is still breathing and has a pulse, place him or her on their left side (coma position) and
call an ambulance. Cover with a light blanket or clothing — but no hot water bottles. Do not give anything to eat or drink by
mouth.

Fractures
Do not attempt to move a casualty with broken bones orinjured joints unless he/she is inimmediate danger.
Burns

If serious, send promptly for an ambulance or a doctor. If possible, run affected area under cold water for 10 minutes if
skinis intact. Do not burst blisters, and do not try to remove clothing sticking to the burn or scald. With CHEMICAL burns,
remove contaminated clothing and flush the burn with plenty of cold water.

Concussion

After a blow on the head, especially when there is interference with consciousness, a doctor should see the casualty.
Neither you nor the casualty can decide the importance of this.
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Gassing
If inhalation of any gas is suspected then:

1. Ascertain that it is safe to enter the room then carry the patient into the fresh air. DO NOT let patient walk. If breathing
has stopped, begin cardiopulmonaryresuscitation-gethelpand sendforadoctor;

2. Ifany doubt thatthe gas may still be present in the room call emergency services.
Eye Injuries
Chemical in the Eye or Chemical Burn:

Flush the open eye at once with clean cold water for at least 15 minutes. Send the casualty for medical attention
immediately. Contact the poisons Information Service on 131 126

Foreign Body in the Eye:

Send the casualty to a doctor or hospital immediately. Do not try to remove the foreign body.
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PLANT AND EQUIPMENT REGISTER — EXAMPLE

The following register contains details of plant and equipment to be used by CANVALE during the course of the work activities. Examples include lifting gear, fire fighting equipment,
mobile plant, fall restraint equipment and other.

Registration with  Authority Date last service or Required
Make / Model Authority Required?  Registration Expiry maintenance Maintenance
Date (if applicable) record available Frequency

Serial No. / Alteration Details

Y/ N/ NA

Log Book Available

Plant Type Date On Site

Registration No. Y/N
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PLANT AND EQUIPMENT CHECKLIST - EXAMPLE

The following checklist is utilised as a general and regular check on plant operation at the workplace.

Service Provider Name:
Plant Type/Make:
Plant No/Serial No:

Risk assessment Yes (] No ] n/a [l
Operator's manual Yes [J No [J n/a [l
Maintenance reports Yes [ No [J n/a [
Log Book Yes [J No [ n/a [l
Competency ticket/license of operator Yes [J No [J n/a [l
Fire extinguisher Yes [J No [ n/a [l
Crack test reports Yes [J No [ n/a [l
Chains tested and tagged Yes [J No [ n/a [l
Regulatory Authority plant registration Yes [J No [ n/a [l
Flashing light Yes [J No [ n/a [l
Forward/reverse beeper Yes [J No [ n/a [l
Tested and tagged electrically Yes [J No [ n/a [l
Seat belt Yes [ No [ n/a [
Roll over Protection (ROPS) Yes [J No [ n/a (1

Plant Provider
Name: Signature: Date:

Inspection Verified By:
Name: Signature: Date:
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In undertaking regular checks of plant and equipment, consideration of relevant aspects as follows:

ScissorLifts/Boom Lifts Excavators / Backhoes / Bob Cats
¢ RiskAssessment ¢ RiskAssessment
¢  SWMS ¢  SWMS
¢ Operators Manual ¢ Operators Manual
¢« Maintenance Reports ¢ Maintenance Reports
¢ LogBook ¢ LogBook
¢ Certification/Competency of Operator o Certification/Competency of Operator
¢ Safety Booklet ¢ FireExtinguisher
o Company Name o SeatBelt
¢ Flashing Light

¢ Forward & Reverse Beeper

Fork Lifts / Manitou’s Cranes

¢ RiskAssessment ¢ RiskAssessment

¢  SWMS ¢ SWMS

o Operators Manual o Operators Manual

* Maintenance Reports * Maintenance Reports

o LogBook o LogBook

o Certification/Competency of Operator o Certification/Competency of Operator
o FireExtinguisher o FireExtinguisher

¢ SeatBelt ¢ Crack TestReport

¢ Flashing Light ¢ Regulatory Authority Plant Registration
¢ Forward & Reverse Beeper ¢ Chains Testedand Tagged

Concrete Pumps Other...

¢ RiskAssessment

SWMS

Operators Manual

Maintenance Reports

Log Book

Certification/Competency of Operator
Fire Extinguisher

Crack TestReport

Line thickness Testing

Regulatory Authority Plant Registration
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OHSE MANAGEMENT PLAN CHECKLIST - GENERAL

Project Name:

Location:

Auditor:

Other Attendees:

Changes and distribution of the OHSE management Plan are recorded Yes [ No [
Organisation details are current Yes [ No [
OHSE Policy signed and dated by Director/Manager Yes [ No [
Hazards are identified and risks are assessed Yes [ No [
Controls for high risk activities are documented (Safe Work Method Statement(s)) Yes No |

Training and Competency Register is current Yes [ No [
Site Specific Induction Training records are current Yes No |

SWMS/JSA Training is current Yes [ No [
Roles and responsibilities are allocated and signed Yes [ No [
Consultation arrangements (nature, topics, intervals) are documented Yes No |

Plant / Equipment Register is current Yes [ No [
Hazardous Substances / Dangerous Goods Register is current Yes No |

Personal Protective Equipment Register is current Yes [ No [
Periodic Workplace Inspection Checklists are completed Yes [ No [
Register of Injuries is current Yes [ No [
Incident Investigation Reports are completed Yes [ No [
Hazard Reports are completed Yes No |

Electrical Equipment Register is current Yes [ No [
Injury Management and Return-to-Work Program is displayed Yes No |

Workers Compensation Information is current Yes [ No [
Other: Yes [ No [

Items Identified for Correction

Outstanding Issues and Recommendations

Follow up actions required Y/N: When:

Completed By

Name: Position:

Signature: Date:
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