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	SAFE WORK METHOD STATEMENT

	DESCRIPTION OF WORKS /

ACTIVITIES UNDERTAKEN:
	SWMS 005 – Refuelling on site

	PERSON RESPONSIBLE FOR IMPLEMENTATION / MONITORING / COMPLIANCE:
	NAME:
	Leigh Crawford
	POSITION:
	Operations Manager
	CONTACT NO:
	0413  337 873

	APPROXIMATE START DATE:
	     
	APPROXIMATE COMPLETION DATE
	     

	INCLUDES THE FOLLOWING HIGH RISK CONSTRUCTION WORK:
	 FORMCHECKBOX 

	Movement of powered mobile plant
	 FORMCHECKBOX 

	Work adjacent to a road, railway, shipping lane, or other traffic corridor used by pedestrians
	 FORMCHECKBOX 

	Work in or near water or other liquid that involves the risk of drowning

	
	 FORMCHECKBOX 

	Work in or near a shaft or trench with an excavated depth of 1.5m
	 FORMCHECKBOX 

	Demolition of a load bearing element or structure
	 FORMCHECKBOX 

	Principal contractor policy 

	
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	     

	DETAILS OF WORKERS CONSULTED IN THE PREPARATION OF THIS SWMS:
	 Leigh Crawford (Director)
	Mick Cassidy (Consultant)
	     

	
	     
	     
	     

	DATE OF CONSULTATION:
	12 May 2020


Safe Work Method Statement submitted to the following Principal Contractor:
	COMPANY:
	     

	NAME:
	     

	SITE ADDRESS:
	     


Safe Work Method Statement reviewed by Principal Contractor:

	NAME:
	     

	POSITION:
	     
	DATE:
	     

	SIGNATURE:
	     


	PERSONAL PROTECTIVE EQUIPMENT (AS PER SWMS REQUIREMENTS)

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
     
	 FORMCHECKBOX 
     
	 FORMCHECKBOX 
     
	 FORMCHECKBOX 
     



Risk Management Process 
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1.3 What is involved in managing risks? 
Management commitment 



Effective risk management starts with a commitment to health and safety from those who operate 
and manage the business or undertaking. You also need the involvement and cooperation of your 
workers, and if you show your workers that you are serious about health and safety they are more 
likely to follow your lead.  



To demonstrate your commitment, you should:  



 get involved in health and safety issues 



 invest time and money in health and safety  



 ensure health and safety responsibilities are clearly understood.  



A step-by-step process 



A safe and healthy workplace does not happen by chance or guesswork. You have to think about 
what could go wrong at your workplace and what the consequences could be. Then you must do 
whatever you can (in other words, whatever is ‘reasonably practicable’) to eliminate or minimise 
health and safety risks arising from your business or undertaking.  



This process is known as risk management and involves the four steps set out in this Code (see 
Figure 1 below):  



 identify hazards – find out what could cause harm 
 assess risks if necessary – understand the nature of the harm that could be caused by the 



hazard, how serious the harm could be and the likelihood of it happening 
 control risks – implement the most effective control measure that is reasonably practicable 



in the circumstances  
 review control measures to ensure they are working as planned. 



 
Figure 1: The risk management process 
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a) The likelihood of an incident occurring as a result of the hazard will first be assessed.
	Likelihood Ratings

	A
	Almost Certain
	The event is expected to occur in most circumstances

	B
	Likely
	The event will probably occur in most circumstances

	C
	Possible
	The event may occur at some time

	D
	Unlikely
	The event could occur at some time

	E
	Rare
	The event may only occur in exceptional circumstances


b) The consequences (if an incident did occur) will then be determined. To determine the possible consequences, a judgement on the severity of the potential outcome will be made.

	Consequence Ratings

	1
	Insignificant
	Nil injuries

	2
	Minor
	First aid treatment, on-site release immediately contained

	3
	Moderate
	Medical treatment, on-site release contained with outside assistance

	4
	Major
	Extensive injuries, loss of capability, off-site release with no detrimental affects

	5
	Catastrophic
	Death, release off-site with detrimental effect





c) The likelihood and consequences estimates will then be combined to obtain a total risk score by using the following risk priority table.
[image: image13.emf]
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8.3.2 Assessing the Risk 
Risk is the likelihood that injury or illness might result because of the hazard already identified. To 
assess risk, AC Fitouts will consider both likelihood and consequences. From this step a prioritised 
list of risks for further action will be developed. 
 



a) The likelihood of an incident occurring as a result of the hazard, bearing in mind existing 
control measures will first be assessed. 



 
This likelihood will be rated as follows: 
 



Likelihood Ratings 
A Almost Certain The event is expected to occur in most circumstances 
B Likely The event will probably occur in most circumstances 
C Possible The event may occur at some time 
D Unlikely The event could occur at some time 
E Rare The event may only occur in exceptional circumstances 



 
b) The consequences (if an incident did occur) will then be determined. To determine the 



possible consequences, a judgement on the severity of the potential outcome will be made. 
 



The possible consequences will be rated as follows: 
 



Consequence Ratings 
1 Insignificant Nil injuries 
2 Minor First aid treatment, on-site release immediately 



contained 
3 Moderate Medical treatment, on-site release contained with 



outside assistance 
4 Major Extensive injuries, loss of capability, off-site release with 



no detrimental affects 
5 Catastrophic Death, release off-site with detrimental effect 



 
c) The likelihood and consequences estimates will then be combined to obtain a total level of 



risk by using the following table: 
 
 Consequences 



Risk Priority Table Insignificant 
1 



Minor 
2 



Moderate 
3 



Major 
4 



Catastrophic 
5 



A Almost Certain H 11 H 16 E 20 E 23 E 25 
B Likely M 7 H 12 H 17 E 21 E 24 
C Possible L 4 M 8 H 13 E 18 E 22 
D Unlikely L 2 L 5 M 9 H 14 E 19 



Li
ke



lih
oo



d 



E Rare L 1 L 3 M 6 H 10 H 15 
 
The following legend will be used to determine the response and action that will be taken about 
each risk, which is as follows: 
 



Legend 
Score Action 
E 18 – 25 Extreme Risk. Requires immediate attention 
H 10 – 17 High Risk. Senior management attention required urgently 
M 6 – 9 Moderate Risk. Follow management instructions and procedures 
L 1 - 5 Low Risk. Record and review if processes change. Monitor 
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Consequences 

Risk Priority Table 

Insignificant 

1 

Minor 

2 

Moderate 

3 

Major 

4 

Catastrophic 

5 

A  Almost Certain  H 11  H 16  E 20  E 23  E 25 

B  Likely  M 7  H 12  H 17  E 21  E 24 

C  Possible  L 4  M 8  H 13  E 18  E 22 

D  Unlikely  L 2  L 5  M 9  H 14  E 19 

L

i

k

e

l
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h
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d

 

E  Rare  L 1  L 3  M 6  H 10  H 15 

 

The following legend will be used to determine the response and action that will be taken about 

each risk, which is as follows: 

 

Legend 

Score  Action 

E  18 – 25  Extreme Risk. Requires immediate attention 

H  10 – 17  High Risk. Senior management attention required urgently 

M  6 – 9  Moderate Risk. Follow management instructions and procedures 

L  1 - 5  Low Risk. Record and review if processes change. Monitor 


d) The following legend will be used to determine the response.

	Legend

	Score
	Action

	E
	18 – 25
	Extreme Risk. Requires immediate attention

	H
	10 – 17
	High Risk. Senior management attention required urgently

	M
	6 – 9
	Moderate Risk. Follow management instructions and procedures

	L
	1 - 5
	Low Risk. Record and review if processes change. Monitor


e) Control measures will be implemented using the following hierarchy of controls.
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The most important step in managing risks involves eliminating them so far as is reasonably 
practicable, or if that is not possible, minimising the risks so far as is reasonably practicable.



In deciding how to control risks you must consult your workers and their representatives 
who will be directly affected by this decision. Their experience will help you choose 
appropriate control measures and their involvement will increase the level of acceptance of 
any changes that may be needed to the way they do their job.



There are many ways to control risks. Some control measures are more effective than others. 



You must consider various control options and choose the control that most effectively 
eliminates the hazard or minimises the risk in the circumstances. This may involve a single 
control measure or a combination of different controls that together provide the highest 
level of protection that is reasonably practicable.



Some problems can be fixed easily and should be done straight away, while others will need 
more effort and planning to resolve. Of those requiring more effort, you should prioritise 
areas for action, focusing first on those hazards with the highest level of risk. 



4.1 The hierarchy of risk control
The ways of controlling risks are ranked from the highest level of protection and reliability to 
the lowest as shown in Figure 2. This ranking is known as the hierarchy of risk control. The 
WHS Regulations require duty holders to work through this hierarchy when managing risk 
under the WHS Regulations. 



FIGURE 2: The hierarchy of risk control



4. STEP 3 – HOW TO CONTROL RISKS



Level 1



Eliminate the hazards



Level 2



Substitute the hazard with  
something safer



Isolate the hazard from people



Reduce the risks through  
engineering controls



Level 3



Reduce exposure to the hazard using 
administrative actions



Use personal protective equipment
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	STEP
	TASK / ACTIVITY
	HAZARD/S
	RISK CLASS

(BEFORE CONTROLS)
	CONTROLS AND SAFE WORK PROCEDURES


	RISK CLASS

(AFTER CONTROLS)
	RESPONSIBLE PERSON

	
	
	
	L
	C
	R
	
	L
	C
	R
	

	1.
	Position machine and refuelling unit in position
	Environmental harm
	C
	3
	H

13
	1. Use designated or approved refuelling areas where applicable.

2. Ensure refuelling area has adequate ventilation.

3. Ensure refuelling area is as level as possible and free of obstructions or trip hazards.

4. Do not refuel within 20 metres of waterways or other sensitive areas.

5. Maintain a maximum distance as possible from stormwater drains.

6. Ensure that a suitable spill kit and fire extinguisher is readily available at the refuelling point.
	E
	3
	M

6
	Operator

	
	
	Combustion
	C
	4
	E

18
	1. Turn off engines and mobile phones and ensure that the fuelling area is free of ignition sources.

2. Do not smoke or use any naked flames or electronic devices during refuelling.
	E
	3
	M

6
	Operator

	2.
	Remove cap / insert pump nozzle and refuel.
	Environmental harm
	C
	4
	E

18
	1. Stand where you have a solid position and can reach the fuel cap and nozzle comfortably without tripping or falling.

2. Remove fuel cap on machine and wait for any air pressure to vent from the tank.

3. Insert the fuel nozzle into the fuel tank ensuring that the nozzle is fully inserted into the fuel port.

4. Pump fuel at allowable rate always remaining in position with one hand on the nozzle.

5. When tank is full release nozzle.
	E
	3
	M

6
	Operator

	
	
	Dermatitis

Slashes
	C
	3
	H

13
	1. Avoid eye and skin contact whilst refuelling and wash hands after refuelling
	E
	3
	M

6
	Operator

	3.
	Disconnecting and clean up
	Spills – Environmental damage

Explosions
	C
	3
	H

13
	1. Let the fuel nozzle drain for a few seconds before removing. 

2. Remove nozzle slowly avoiding any spills or drips.

3. Wipe any residue fuel from tank port.

4. Replace cap on fuel port ensuring it is secure. Check for leaks.

5. Lock up / secure any fuel pump units.
	E
	3
	M

6
	Operator


	STEP
	TASK / ACTIVITY
	HAZARD/S
	RISK CLASS

(BEFORE CONTROLS)
	CONTROLS AND SAFE WORK PROCEDURES


	RISK CLASS

(AFTER CONTROLS)
	RESPONSIBLE PERSON

	
	
	
	L
	C
	R
	
	L
	C
	R
	

	3.

cont.
	Emergency Spillage Situation
	Environmental Harm
	C
	3
	H 13
	Small Spills

1. Wear protective equipment to prevent skin and eye contamination. 
2. Avoid inhalation of vapours. 
3. Wipe up with absorbent (clean rag or paper towels).
4. Collect and seal in properly labelled containers or drums for disposal.
Large Spills
1. Shut off all possible sources of ignition. 
2. Clear area of all unprotected personnel.
3. Prevent further leakage or spillage if safe to do so.
4. Slippery when spilt. Avoid accidents, clean up immediately.

5. Wear protective equipment to prevent skin and eye contamination and the inhalation of vapours. Work up wind or increase ventilation.
6. Contain spill, prevent run off into drains and waterways. Use absorbent (soil, sand or other inert material).
7. Collect and seal in properly labelled containers or drums for disposal.
8. If contamination of sewers or waterways has occurred advise local emergency services.
9. Plant operator must consult with Principal Contractor in relation to Emergency Procedures in place prior to work commencing.
	E
	3
	M6
	Principal Contractor

Operator


Additional Hazards / Special Precautions / Control Measures (to be completed where review may determine necessary)
	STEP
	TASK / ACTIVITY
	HAZARD/S
	RISK CLASS

(BEFORE CONTROLS)
	CONTROLS AND SAFE WORK PROCEDURES


	RISK CLASS

(AFTER CONTROLS)
	RESPONSIBLE PERSON

	
	
	
	L
	C
	R
	
	L
	C
	R
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8.3.2 Assessing the Risk 
Risk is the likelihood that injury or illness might result because of the hazard already identified. To 
assess risk, AC Fitouts will consider both likelihood and consequences. From this step a prioritised 
list of risks for further action will be developed. 
 



a) The likelihood of an incident occurring as a result of the hazard, bearing in mind existing 
control measures will first be assessed. 



 
This likelihood will be rated as follows: 
 



Likelihood Ratings 
A Almost Certain The event is expected to occur in most circumstances 
B Likely The event will probably occur in most circumstances 
C Possible The event may occur at some time 
D Unlikely The event could occur at some time 
E Rare The event may only occur in exceptional circumstances 



 
b) The consequences (if an incident did occur) will then be determined. To determine the 



possible consequences, a judgement on the severity of the potential outcome will be made. 
 



The possible consequences will be rated as follows: 
 



Consequence Ratings 
1 Insignificant Nil injuries 
2 Minor First aid treatment, on-site release immediately 



contained 
3 Moderate Medical treatment, on-site release contained with 



outside assistance 
4 Major Extensive injuries, loss of capability, off-site release with 



no detrimental affects 
5 Catastrophic Death, release off-site with detrimental effect 



 
c) The likelihood and consequences estimates will then be combined to obtain a total level of 



risk by using the following table: 
 
 Consequences 



Risk Priority Table Insignificant 
1 



Minor 
2 



Moderate 
3 



Major 
4 



Catastrophic 
5 



A Almost Certain H 11 H 16 E 20 E 23 E 25 
B Likely M 7 H 12 H 17 E 21 E 24 
C Possible L 4 M 8 H 13 E 18 E 22 
D Unlikely L 2 L 5 M 9 H 14 E 19 



Li
ke



lih
oo



d 



E Rare L 1 L 3 M 6 H 10 H 15 
 
The following legend will be used to determine the response and action that will be taken about 
each risk, which is as follows: 
 



Legend 
Score Action 
E 18 – 25 Extreme Risk. Requires immediate attention 
H 10 – 17 High Risk. Senior management attention required urgently 
M 6 – 9 Moderate Risk. Follow management instructions and procedures 
L 1 - 5 Low Risk. Record and review if processes change. Monitor 
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The following legend will be used to determine the response and action that will be taken about 

each risk, which is as follows: 

 

Legend 

Score  Action 

E  18 – 25  Extreme Risk. Requires immediate attention 

H  10 – 17  High Risk. Senior management attention required urgently 

M  6 – 9  Moderate Risk. Follow management instructions and procedures 

L  1 - 5  Low Risk. Record and review if processes change. Monitor 
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The most important step in managing risks involves eliminating them so far as is reasonably 
practicable, or if that is not possible, minimising the risks so far as is reasonably practicable.



In deciding how to control risks you must consult your workers and their representatives 
who will be directly affected by this decision. Their experience will help you choose 
appropriate control measures and their involvement will increase the level of acceptance of 
any changes that may be needed to the way they do their job.



There are many ways to control risks. Some control measures are more effective than others. 



You must consider various control options and choose the control that most effectively 
eliminates the hazard or minimises the risk in the circumstances. This may involve a single 
control measure or a combination of different controls that together provide the highest 
level of protection that is reasonably practicable.



Some problems can be fixed easily and should be done straight away, while others will need 
more effort and planning to resolve. Of those requiring more effort, you should prioritise 
areas for action, focusing first on those hazards with the highest level of risk. 



4.1 The hierarchy of risk control
The ways of controlling risks are ranked from the highest level of protection and reliability to 
the lowest as shown in Figure 2. This ranking is known as the hierarchy of risk control. The 
WHS Regulations require duty holders to work through this hierarchy when managing risk 
under the WHS Regulations. 



FIGURE 2: The hierarchy of risk control
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Applicable Legislation, Standards, Competencies, Plant / Equipment and PPE

	Plant / Equipment Used:
	Personal Protective Equipment Used:
	Hazardous Chemicals / Dangerous Goods Used:

	Refuelling units mounted on utility trays
	 FORMCHECKBOX 

	Safety Boots AS/NZS 2210.3:2000
	 FORMCHECKBOX 

	Diesel
	 FORMCHECKBOX 


	Plant (Excavators)
	 FORMCHECKBOX 

	High visibility clothing AS/NZS 4602:1999 and AS/NZS 4399:1996
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	Spill kit
	 FORMCHECKBOX 

	SPF 50+ sunscreen 
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	Fire extinguisher
	 FORMCHECKBOX 

	Safety Helmet AS/NZS 1801 (tick if required) 
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Gloves AS/NZS 2161:2008 (tick if required)
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Eye protection AS/NZS 1337.1 (tick if required)
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Ear protection AS/NZS 1270:2002 (tick if required)
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Respiratory protection AS/NZS 1716:2012 (tick if required)
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Fall arrest equipment AS/NZS 1891:2009 (tick if required)
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Long sleeve shirt and pants
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	Wide brim hats
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 



	Engineering Details / Approvals 
	Plant and design registration for plant where required.

	Maintenance Checks
	Plant and equipment – visual inspection and pre-start checklist prior to use. Ongoing service and maintenance in accordance with manufacturer’s instructions and recommendations. Machines – visual inspection and pre-start checklist prior to use. Ongoing service and maintenance in accordance with manufacturer’s instructions and recommendations. Electrical equipment – current test and tag at 3 monthly intervals.

	Relevant Legislation, Applicable Codes of Practice
	Work Health and Safety Act 2011

Work Health and Safety Regulation 2011

Electrical Safety Act 2002

Electrical Safety Regulation 2013

Hazardous Manual Tasks Code of Practice 2011

How to Manage Work Health and Safety Risks Code of Practice 2011

Labelling of Workplace Hazardous Chemicals Code of Practice 2011

Managing Noise and Preventing Hearing Loss Code of Practice 2011

Managing the Risk of Falls at Workplaces Code of Practice 2011

First Aid Code of Practice 2014

Electrical Safety Code of Practice 2010 Working near overhead and underground electric lines
	Managing Risks of Hazardous Chemicals in the Workplace Code of Practice 2013

Managing Risks of Plant in the Workplace Code of Practice 2013

Environmental Protection Act 1994

Environmental Protection Regulation 2008

Environmental Protection (Waste) Policy and Regulation 2000

Environmental Protection (Water) Policy 2009

Environmental Protection (Noise) Policy 2008

Environmental Protection (Air) Policy 2008

	Training / Competencies / Certificates to perform work
	General Construction Induction Training

Site Specific Induction

Work Activity Induction Training

Equipment owner manuals

Safe Work Method Statements and Safe Work Procedures Training
	Competencies / Authorities to Work required:

	
	
	 FORMCHECKBOX 

	LE
	Excavator
	 FORMCHECKBOX 

	LB
	Front end loader / Back Hoe

	
	
	 FORMCHECKBOX 

	LS
	Skid Steer
	 FORMCHECKBOX 

	LZ
	Dozer

	
	
	 FORMCHECKBOX 

	DG
	Dogger
	 FORMCHECKBOX 

	LG 
	Grader

	
	
	 FORMCHECKBOX 

	LP
	Scraper
	 FORMCHECKBOX 

	LR
	Roller

	
	
	 FORMCHECKBOX 

	  
	     
	 FORMCHECKBOX 

	  
	     

	Monitoring / Evaluation
	Measurement and evaluation will be an ongoing process performed principally by:

· Continuous monitoring by supervisor;

· on site monitoring by Director, Operations Manager and Supervisor/s;

· formal site safety inspections against pre-determined criteria as per Grange Earthworks HSE Management Plan ;

· formal incident investigations; and

· consultation with employees and contractors.
Should circumstances change during the activity work will cease and the SWMS will be amended as necessary. Re-training of workers in the new SWMS will occur.

	Consultation & Communication
	Grange Earthworks actively consult with workers and subcontractors in the following forms:

	
	· site visits by Supervisors;

· tool box talks used to induct employees and subcontractors;

· staff meetings;
	· correspondence to subcontractors;

· other forums as determined.


Consultation, Training and Competency Register

	Declaration by Employees and Contractors

We, the undersigned, acknowledge that:

· this SWMS has been developed in consultation with us; and

· we have been trained in the contents of this SWMS and are fully conversant with the safety procedures and precautions; and

· we will work in accordance with the procedures listed in the SWMS.

	Name
	Signature
	Date
	Name
	Signature
	Date
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