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	SECTION A 

OHS MANAGEMENT POLICY, RESPONSIBILITY & SYSTEM CONFORMANCE


OHS Management Policy (OHS-001)

POLICY STATEMENT

At Trane, we are committed to protecting the health, safety and welfare of all employees, contractors and visitors who are at, or who may be affected by, our work sites.  At Trane, safety is not negotiable. We are all responsible for our own health and safety and those around us in the workplace.

TRANE recognises its moral and legal responsibility to provide and improve a safe and healthy work environment for employees, contractors, customers and visitors.  This commitment extends to ensuring that the organisation's operations do not place the local community at risk of injury, illness or property damage.  TRANE is committed to establish measurable objectives and targets to ensure continued improvement aimed at the elimination of work-related injury and illness.
APPLICABLE LEGISLATION

All information in this document is in accordance with relevant legislation, which is listed in the Applicable Legislation for OHS Document Development Register (OHS-007). The documents listed in this register are available by contacting the National OHS Officer or clicking on the links to the relevant sources of information on the intranet site.

OBJECTIVES

The Trane OHS Management Policy supports the safety philosophy that all work related injuries and illnesses ARE PREVENTABLE.  This Policy is applicable to Trane in all its operations and functions, with the objectives to: 

· Provide a safe working environment, safe plant and written procedures and instructions for safe systems of work;

· Provide information, instruction, training and supervision to employees to ensure safety in workplace operations;

· Provide the framework and resources necessary to manage OHS and injury management to ensure a process of continued improvement and commitment to health, safety and injury management performance;

· Provide support and assistance to prevent workplace injuries and illness;

· Reduce the impact of workplace injuries and illnesses on employees; and

· As far as reasonably practicable, ensure compliance with legislative requirements and current industry standards.

OHS MANAGEMENT PRINCIPALS

Quality occupational health and safety management at Trane will be achieved through effective policy development and the implementation of management systems and prevention programs that will be established incorporating:

· Senior leadership commitment and active involvement;

· Employee participation and contribution in the decision making process;

· Clear definition and assignment of roles and responsibilities for achieving Trane’s policy commitment;

· Provision of appropriate and adequate training, instruction and information to enable managers, supervisors and employees to carry out their roles and responsibilities; and

· Regular review and evaluation.
OHS MANAGEMENT SYSTEM

In order to implement the general provisions of this policy, a management system of programs, procedures and resources will be developed, continually updated and effectively carried out.  The management system will relate to all aspects of occupational health and safety including, but not limited to:

· OHS Training and Education.

· Employer and Employee Consultation and Communication

· Effective tools for the identification of hazards and risk assessment and control processes.

· Work design, workplace design and standard work methods.

· Changes to work methods and practice, including those associated with technological change.

· Emergency procedures and drills.

· Provision of OHS equipment, services and facilities.

· Workplace inspections and evaluations.

· Reporting and recording of hazards, incidents, injuries and illness.

· Provision of information to employees and contractors.

A timeline and action plan detailing the OHS Management System development, communication and implementation schedule is available on the safety page on the intranet, or by clicking on the links provided below:

National OHS Management System Audit & Strategic Direction  (OHS-008)

A Structured Approach to a National OHS Management System (OHS-009)

TRANE MANAGEMENT and EMPLOYEES RESPONSIBILITIES

Executive and Senior Management

Executive Management has the overall responsibility to provide a healthy and safe workplace for employees, visitors and contractors and ensure our products conform to the relative standards.

The occupational health and safety of all persons employed within the organisation and those visiting or engaged for services is considered to be the utmost importance. Resources in line with the importance attached to occupational health and safety will be made available to comply with the relevant acts and regulations and to ensure that the workplace is safe and without risk to health.

Therefore the Executive Management shall:

· Ensure that Trane Australia and New Zealand meets its obligations under occupational health and safety legislation.

· Demonstrate a corporate commitment through leadership, communication and consultation to improve occupational health and safety performance of the organisation.

· Ensure there is a process within the organisation to manage activities, product or services that can or may pose a risk to the health and safety of employees, contractors, sub-contractors, visitors, customers or general public.

· Ensure that any risks to health and safety arising from work are eliminated, or if it is not reasonably practicable to eliminate the risk implement control measures to minimise the risk.

· Promote the concepts of OH&S through communication, consultation and training.

· Hold Managers, Supervisors and Team Leaders responsible for their specific responsibilities in these areas.

· Support Managers, Supervisors and Team Leaders in implementing practical measures to ensure that the work area they supervise is safe and without risks to health.

Branch Management

Branch Managers have the responsibility to provide a healthy and safe workplace for employees, visitors or contractors in their areas and ensure adequate resources are provided to meet the objectives and implemented strategies.

Branch Managers are to:

· Recommend to management the content of occupational health and safety management systems.

· Recommend to management appropriate annual occupational health and safety programmes.

· Be an occupational health and safety resource to the organisation.

· Assist all levels of management and employees in the communication and consultation of occupational health and safety matters.

· Assist in the development of appropriate occupational health and safety management systems and procedures.

· Assist in the monitoring of compliance with the occupational health and safety management systems.

· Assist in the conduct of training needs analyses.

· Assist in other occupational health and safety risk identification, assessment, control and review processes.

· Collate and evaluate overall occupational health and safety performance data.

· Conduct periodic audits of the occupational health and safety systems.

· Assist in significant accident investigation and corrective action reviews.

Managers/Supervisors

Each manager/supervisor has the responsibility to provide a safe workplace for employees, visitors or contractors in their areas, and ensure adequate resources are provided to meet OH&S objectives.

Each Manager/Supervisor is required to ensure that the OH&S policy and programmes are effectively implemented and communicated in their areas of control.

Each manager/supervisor is responsible, and will be accountable for taking practical measures to ensure:

· The workplace under their control is safe without risk to health; and

· The behaviour of all persons in the workplace is safe and without risk.

· There is a process to enable employees and their representatives to be consulted on proposals for, or changes to the workplace, work practices, policies and procedures that may affect the occupational health and safety of employees.

· Their employees, visitors and contractors are aware of and comply with processes, procedures and policies available to ensure the health and safety of themselves and their colleagues

· They show leadership and actively promote safe work practices through consultation and communication.

· They know their health and safety obligations under the relevant legislation. They also need to have sufficient knowledge to ensure that employees under their direction perform the work safely, that hazard control measures function correctly and that potential hazards and risks are recognised and eliminated. 

· They have the necessary authority will be held accountable for taking prompt remedial action to eliminate any unsafe or unhealthy conditions or behaviour.

· Their staff are trained and competent in their jobs to eliminate or minimise their potential exposure to hazards or risks.

· Tools, plant and equipment is safe and kept safe.

Site Co-Ordinators

The Site Coordinator does not assume the responsibilities of managers or supervisors.  Site coordinators are to:

· Coordinate the identification, development, implementation and review of policies and procedures.

· Ensure the Occupational Health and Safety policy and procedures are distributed and implemented

· Assist managers / supervisors in the monitoring of compliance with the OH&S Management Systems.

· Assist managers / supervisors in the identification, assessment and elimination of hazards and risks.

· Assist managers / supervisors in monitoring and evaluating hazards and risks

· Assist in the conduct of training needs analyses.

· Assist in the development and implementation of training of management, employees, and OH&S Committee members/health and safety representatives.

· Assist in reinforcement and promotion of good safety performance.

· Ensure that copies of all local occupational health and safety, first aid, emergency/evacuation notices are forwarded to the National Occupational Health and Safety Manager

· Be the central resource for distribution of all Occupational Health and Safety notices policies and procedures.

· Assist in investigating incidents and injuries.

· Ensure Occupational Health and Safety procedures are communicated to all persons in their area of responsibility.

· Site Safety Coordinators must have completed a WorkCover accredited training course.
Employees 

Employees are responsible for taking reasonable care of their own health and safety, as well as the health and safety of others in the workplace.  This includes co-operating fully with any directives of managers, supervisors and team leaders aimed at maintaining a safe and healthy work environment.  It also includes reporting any unsafe or unhealthy conditions and reporting accidents/incidents promptly.

Employees must notify employer/manager/supervisor/OH&S committee/representative of any matter that may affect the employer’s capacity to ensure against the risks to health and safety at work.

Failure to comply with the requirements under this policy and management system will be dealt with in accordance to relevant procedures.

Contractors and Sub Contractors

All contractors and sub contractors engaged to perform work on Trane premises or locations are required to comply with the OHS Management Policy and management system, with particular attention to the Contractor Management Program (OHS-005) and all associated Contractor Management Procedures in the OHS Procedures Manual. 

Failure to comply with the requirements under this policy and management system may result in the contractor or sub contractor being removed and/or excluded from Trane premises and sites.

OHS SPECIALISTS POSITIONS

OHS Committee Members / Safety Representatives

OH&S committee members/representatives must complete a WorkCover accredited training course.

OH&S committee members/representatives are to:

· Assist in the development, monitoring and reviewing health and safety policies and procedures.

· Be the principle forum in which management and employees consult on health and safety issues.

· Assist in reinforcement and promotion of good safety performance.

· Carry out workplace inspections and advise on ways of eliminating hazards and risks in the workplace.

· Keep up – to – date on health and safety matters in the workplace.

· Report and monitor safety performance.

· Monitoring of measures taken to ensure proper use, maintenance and if necessary, replacement of plant and equipment.

· Make recommendations to the employer about training and education in workplace health and safety.

· Conduct regular meetings and maintain records of minutes.

· Participate in the investigation process of incidents, accident and injuries.

· Assist in the resolution of health and safety disputes.

· Participate in hazard/risk identification, assessment, control and review.

· Ensure health and safety issues and any corrective actions taken are communicated to employees.

Site First Aid Co-Ordinators

Site First Aid Coordinators are to:

· Ensure first aid procedures are distributed and implemented.

· Ensure all designated First Aiders hold a current Senior First Aid certificate

· Maintain training records and ensure first aid training is in date and meets local legal requirements

· Ensure the appropriate class of first aid kit is available on site. The number of workers on site determines the size/type of first aid kit.

· Ensure first aid kit locations are appropriately sign – posted.

· Ensure first aid equipment is maintained in good order.

· Ensure notice boards are maintained with contact details of first aiders, including emergency numbers, names and work locations.

· Ensure all injuries are recorded and a copy of the injury report is sent to the local HR Department.

· Ensure that a site register of injuries is made available and maintained at each first aid kit.

· Lend assistance if required in completing an investigation report.

· Ensure copies of local first aid notices are forwarded to the National Occupational Health and Safety Manager.

Site Emergency Evacuation Co-Ordinators

Site Emergency/Evacuation Coordinators are to:

· Ensure emergency/evacuation policies and procedures are displayed, distributed and implemented.

· Maintain, display and distribute a list of the emergency evacuation team containing names, telephone numbers and location of Chief Warden, Deputy Chief Warden, Area Wardens and Wardens.

· Maintain training and exercise records and the site meets local legal requirements

· Ensure emergency/evacuation equipment is maintained in good order.

· Ensure evacuation exercises are held at least annually for the emergency team and building occupants to practice the building emergency evacuation procedures.

· Ensure a copy of any local emergency/evacuation notices are forwarded to the National Occupational Health and Safety Manager.

VISITORS

All visitors to Trane are to comply with the relevant safety rules of the site and are to follow all directions and instructions given by the designated representative.

Failure to comply with the requirements under this policy and management system may result in the visitor required to leave the site.

RISK MANAGEMENT

Trane will maintain policies, programs and procedures under the OHS Management Policy and Management System through a systematic approach of hazard identification, risk assessment, risk control and evaluation of risk control.

A Risk Management and Process Control Program (OHS-004) will be developed and implemented to ensure all hazards and hazardous tasks across Trane are identified and appropriate control measures are implemented to remove or reduce such hazards and risks.

CONSULTATION and COMMUNICATION

Our leaders and employees through all parts of the business will participate in constructive and cooperative consultation on safety matters. Consultation with employees and contractors regarding any workplace changes that may affect their health and safety will be the norm. 

It will be the responsibility of our leaders to ensure the OHS policy is communicated to all employees and that they comply with the requirements set out.  Specific requirements for communication and consultation will be documented through the OHS Consultation & Communication Program (OHS-oo3).

A summary OHS Management Policy Statement is to be posted at all locations, which provides a summary of this policy.   

OTHER OHS MANAGEMENT POLICIES

Injury Management Policy (OHS-002)

POLICY APPLICATION

This policy is applicable to Trane in all its operations and functions including those situations where employees are required to work off site.

IMPLEMENTATION

Trane (the employer), managers, employees and others are required to implement this policy and supporting documents in all premises and work sites.  

Managers are responsible for ensuring all employees have access to, and are fully informed of this policy and its requirements.

EVALUATION

Evaluation of the effectiveness of this policy will occur annually through a range of audit processes in accordance with Australian Standards, Australian wide OHS legislative frameworks and Trane’s OHS Management System Performance Measures.  

REVIEW

This policy will be reviewed every 2 years or in light of legislative changes or organisational changes.  The review will be initiated by the National OHS Officer and will be communicated through the OHS Committee’s and the safety intranet site as part of the consultation process.   The document review will be open for employee comment for a period of 2 weeks. 

CHANGE LOG 

This document is an amendment to Trane’s OHS Policy OHS001/1.  From the effective date of this policy, OHS Policy OHS001/1 will become obsolete and will be replaced by this document.

This document also replaces the following elements under the OHS Management System, governed by OHS Policy OHS001/1:

Organisation Charts and Responsibilities

Executive Management Responsibilities 

Branch Management Responsibilities

Manager/Supervisor Responsibilities

Site Co-Ordinators

Committee Members/Representatives

Site First Aid Co-Ordinators

Site Emergency/Evacuation Co-Ordinators

Employee Responsibilities

All documents stated above are to be made obsolete from the issue date of this policy.

OHS Document Control and Records Management 

OHS Policy OHS001/1.1 will be noted as obsolete on the Archived OHS Document Control Register. 
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Policy Authorised by

Rod Wakefield

Managing Director


11 February 2004


INJURY MANAGEMENT POLICY (OHS-002)

POLICY STATEMENT

At Trane we recognise the value of our employees. We are committed to preventing workplace injury and illness, as far as reasonably practicable, by providing a safe and healthy work environment.

In the event that an employee sustains a work-related injury or illness, Trane will provide injury management irrespective of the workers compensation status.

SCOPE

This policy is applicable to Trane in all its operations and functions including those situations where employees are required to work off site.

INJURY MANAGEMENT PRINCIPLES

Effective injury management at Trane is achieved through the development and implementation of policies, management systems and prevention programs incorporating the following injury management principles:

· The prevention of injury or illness through the provision of a safe and healthy working environment as far as reasonably practicable;

· Informing managers, supervisors and employees of their responsibilities under the workers compensation and injury management legislation;

· Commencing the Trane injury management process as soon as possible following injury;

· Recognition that return to work following a workplace injury is an accepted practice and expectation;

· Provision of suitable duties as part of an injured employees return to work plan is an integral part of the injury management process;

· Consultation with employees, and other parties where required, is conducted to monitor the effectiveness of the Trane Injury Management & Return to Work Program;

· Participation in a return to work program will not, in itself, prejudice or disadvantage an injured employee; and

· All injury management information is treated confidentially, in accordance with WorkCover guidelines.

OBJECTIVES

Subject to medical advice, injury management for workplace injuries aims to return the injured employee to work according to the following hierarchy:

· Same duties with Trane;

· Different duties with Trane;

· Same duties with another employer; or

· Different duties with another employer.

NON-WORK RELATED INJURIES

The Trane injury management commitment may at management discretion, extend to assisting employees with non-work related injuries by offering access to a graduated return to work process similar to that for work-related injuries. 

Procedures set out in the relevant Leave Policy are to be followed.

COMMUNICATION and CONSULTATION

Management and employees will participate in constructive and cooperative consultation on injury management and safety matters. Management will consult with employees and contractors in any workplace changes that may affect their health and safety. 

It will be the responsibility of management to ensure this policy is communicated to their employees and that they comply with the requirements set out.  Specific requirements for communication and consultation will be documented through the OHS Consultation & Communication Program (OHS-003). 

EXECUTIVE and SENIOR MANAGEMENT COMMITMENT

The development, promotion, implementation and maintenance of this policy is the responsibility of the Managing Director and executive / senior management levels.  

SPECIFIC RESPONISBILITIES

Managers 

Each manager is required to implement this policy and the OHS management system within their area of control.  Managers will support supervisors and hold them accountable for their specific responsibilities.  Failure to comply with the requirements under this policy and management system will be dealt with in accordance with the relevant procedures.

Supervisors

Each supervisor within their area of control is responsible for:

· Effective implementation and regular review of  the injury management policy ;

· Complying with relevant legislation which applies to workers compensation and injury management at Trane; 

· Implementing the Trane Return to Work Program consistent with this policy’s objectives; 

· Identify, control, record and review all significant risks associated with hazards in their areas of control in consultation with employees.

Failure to comply with the requirements under this policy and management system will be dealt with in accordance with the relevant procedures.

Employees

· Take reasonable care and comply with Trane policies, standards, programs, procedures and instructions in the performance of work, so as to prevent workplace injuries to themselves and others;

· Report any hazardous condition, incident, injury or illness to their supervisor immediately using the Trane Hazard and Incident Report form;

· Cooperate in changes to work designed to assist the return to work of fellow workers;

· Attend first aid and/or medical treatment where required following a work related injury or illness.  If medical treatment is required obtain a WorkCover Medical Certificate;

· In the event of a non-work related injury or illness, the employee must obtain a medical certificate that reflects the nature of the injury or illness and details of any work restrictions;

· Present any documentation relevant to workers compensation and/or return to work; and

· Comply with all responsibilities outlined in the Trane Workplace Return to Work Program.

Failure to comply with the requirements under the policy and management system will be dealt with in accordance to the location grievance and dispute handling procedures.

Return to Work Co-Ordinator

· Provide effective and timely claims management;

· Implement the return to work program as soon as possible after notification that an injury has been sustained; and

· Comply with all responsibilities outlined in the Trane Injury Management & Return to Work Program (OHS-006). 

INJURY MANAGEMENT PROCESS

Under the Workplace Injury Management and Workers Compensation Act, injury management is defined as:

“…The process that comprises activities and procedures that are undertaken or established for the purpose of achieving a timely, safe and durable return to work for workers following workplace injuries”.

Effective injury management commences as soon as possible after an injury or illness is reported and takes account of the individuals psychological as well as physical recovery.

· The process may involve:

· Reporting the injury or illness;

· Investigation and notification of the reported injury or illness;

· A return to work plan;

· Suitable duties;

· Workers compensation payments;

· Leave applications and medical processes;

· Rehabilitation; and 

· Dispute resolution.

The injury management process is conducted in accordance with the Trane Workplace Return to Work Program requirements. 

INJURY MANAGEMENT and RETURN TO WORK PROGRAM

As required by WorkCover, Trane will maintain a workplace Return to Work Program consistent with the Injury Management Program of our Workers Compensation Insurer.

APPLICABLE LEGISLATION

All information in this document is in accordance with relevant legislation, which is listed in the Applicable Legislation for OHS Document Development Register (OHS-007). The documents listed in this register are available by contacting the National OHS Officer or clicking on the links to the relevant sources of information on the intranet site.

IMPLEMENTATION and REVIEW

This policy is to be implemented through the standards, programs and procedures established under the OHS management system, which has been designed to provide an optimum level of employee health and safety while at work.

This policy will be reviewed in light of legislative changes and organisational changes, or as a minimum, every 2 years.

CHANGE LOG

This document replaces Trane’s Rehabilitation Policy under the OHS Management System Manual, OHS Policy 001/1.

This document has been amended to ensure compliance with the Australian Standard (4804 and 4801) for OHS Management Systems.

OHS DOCUMENT CONTROL and RECORDS MANAGEMENT

The Rehabilitation policy under OHS Policy001/1.1 is to be noted on the Archived OHS Document Control Register as obsolete.

Policy Authorised by

Rod Wakefield

Managing Director


Overview of Audits and Management Review

PURPOSE

To determine whether the OHS Management System has been properly implemented and maintained and whether Trane has met performance objectives set by management.

To review the OHS Management System be senior management to ensure its continuing suitability and effectiveness in satisfying Trane’s policy and objectives.

PROCEDURES

Audit 

Regular internal audits of the OHS Management System are necessary to determine:

· Whether the system has been properly implemented and maintained

· Whether Trane has met performance objectives set by management in consultation with the OHS Committees

The National OHS Officer will carry out 3 monthly internal audits.  The process will use a documented method to ensure consistency of the audit process and outcome.  The National OHS Officer will make yearly planning for internal audits.  The audit frequency should be reviewed annually.  

The Managing Director is to use the audit results to approve and assist in the development of the OHS Management System Plan.

Management Review

The management team conducts a review of the OHS Management System annually.  The review of the system should include:

· An evaluation of the suitability of the OHS Management Policy

· Review of OHS objectives, targets and OHS performance indicators

· Findings of internal audits

· Evaluation of the effectiveness of the OHS Management System and the need for changes in the light of:

· Changing legislation

· Changing expectations and requirements of interested parties

· Changes in the services and activities of the organisation

· Changes to the structure of the organisation

· Advances in science and technology

· Lessons learned from OHS incidents

· Market preferences

· Reporting and communication

· Feedback from employees

Overview of the Maintenance of Trane’s OHS Management System

PURPOSE

This procedure sets out the requirements for maintenance and review of the OHS Management System.

PROCEDURES

The following aspects will be addressed in every Procedure

· The necessity for the procedure

· What needs to be included and/or removed

· What legislation or standard applies

· Who needs to be involved in the review/development

· The suitability of the wording for target audiences

· How the procedure can be made as simple as possible

· The method of communication of the procedure

· Training required

The Procedures must contain the following

· Standard header containing “Trane’s logo” (left corner) and “OHS Management System” underneath

· In the Header in the right hand corner should be “Last Review”, and in cascading order, “Next Review”, Issue No”, “Issue Date” and “Document Number”

· Standard footer containing “Prepared By” and “Approved By” in the left hand corner and “Page x of y” and “Document Control Statement” in the right hand corner

· Purpose 

· Definitions

· Standard

· Procedures

· Responsibilities

· Audit Records

Yearly Review of the OHS Management System

The OHS policy and procedures in the OHS Management System should be reviewed at least annually.  Results of the internal audits and the management review will be used for the review of the OHS Management System.  The National OHS Officer is responsible for reviewing and revising the OHS Management System documentation.

OHS Management System Objectives, Targets and Performance Indicators

This project is about developing a set of key performance indicators to assist service providers in the effective implementation of OHS&R management systems, project plans and auditing processes on construction projects.

Trane is committed to creating a safe working environment through continuous improvement in Occupational Health Safety and Injury Management.  To this end, a number of targets and indicators have been developed and will be implemented to assist Trane to achieve high standards of OHS and injury management performance. 

A number of documents will have objectives, targets and performance indicators to measure and evaluate the success of the implementation and improvement of our OHS Management System.

	OHS MANAGEMENT POLICY

	OBJECTIVE
	TARGET
	INDICATOR

	Company OH&S Management Policy
	Implementation at all locations


	Current OHS Management Policy displayed in a strategic and public position.

	Communicate Company OH&S Management Policy
	OH&S Management Policy communicated
	Included in the induction process.

Communicated to suppliers, visitors and contractors.

	Formulate site policy statement to support company OH&S Management policy and address any statutory requirements
	Implemented concurrently with the OHS Management Policy
	Written site policy statement to support company OHS Management Policy and addresses statutory requirements.

The Branch Manager signs site policy statement.

Site policy statement is strategically placed.

	OHS DOCUMENTATION

	OBJECTIVE 
	TARGET
	INDICATOR

	Establish a protocol for the development, Implementation and review of site OH&S documentation
	Implement within 4 months of this standard being implemented
	Site documented procedure in place and operational.

Documented in OHS meeting minutes.

Policy identifies the date of implementation, last reviewed and next review date.

	Communicate site procedure to all staff
	Specific communication has taken place to staff on site protocol for the development, implementation and review of OH&S documentation.
	Management is aware of this procedure.

OHS Committees and other OH&S support structures are aware of this procedure.

Evidence demonstrated in the development, implementation and review of OH&S documentation following implementation of site procedure.

	Record Keeping
	Evidence of protocol being followed
	OHSMS Project files are established and kept on reviews or specific procedure audits.

OHSMS Project files contain information such as memos, meeting minutes and other evidence of the process.


	ACCIDENT / INCIDENT REPORTING & INVESTIGATION

	OBJECTIVE
	TARGET
	INDICATOR

	Implement & communicate site procedure that reflects the company’s requirements as outlined in the procedure outlined in the procedure
	Implementation and communication through site management team within 6 months of introducing the procedure
	Site documented procedure communicated to all relevant personnel.

Relevant training is provided to key personnel.

All incidents are reported and investigated using Trane’s Hazard/Incident Report form.


	CONFINED SPACES

	OBJECTIVE
	TARGET
	INDICATOR

	Develop company confined spaces procedure and entry permit system that meets State Legislative


	Implementation and communication through OHS Committees within 6 months of introducing the procedure
	Documented in OHS meeting minutes.

Documented site specific procedure and permit system

Site documented procedure in place and operational.

	Confined space risks and associated hazards identified, assessed and minimised.
	Conduct hazard identification and risk assessment process across the site
	Hazard ID, risk assessment and confined space register documented.

	Education and training provided to all persons involved in Confined Space management and entry
	All employees involved in Confined Spaces attended Certified Confined Space course
	Training records reflect training.

Refresher training scheduled.

Only trained & competent people involved in work in Confined Space.

	CONTRACTOR MANAGEMENT

	OBJECTIVE 
	TARGET
	INDICATOR

	Have in place a system for the management of contractors on site
	Reviewed as required and in line with OHS Management System Reviews over a period of 6 months
	Review conducted against site program.

Record of any changes in the minutes of OHS committee meetings.

Induction program amended, documented and induction conducted with supporting records.

Site procedure includes

Contractor selection.

Site-Specific Safety Management Plan as per pro-forma (minimum).

Induction.

Work Inspections against Site-Specific Safety Management Plan.

Record keeping.

Evaluating contractors.

Reference of review date & implementation date.

Communicated to all contractors who perform work on site before they start work.

Contractor agreement reviewed annually and induction refreshers.


	ELECTRICAL

	OBJECTIVE
	TARGET
	INDICATOR

	Review & amend site RCD protection procedures to reflect the company requirements under the Electrical Safety System
	Implementation and communication through SOHS Committees.

Identify medium to high risk areas and develop implementation plan for RCD’s in 3 months..

Implement RCD protection in High Risk areas within 6 months and medium risk within 12 months.
	Documented in OHS meeting minutes.

Register of all medium and high-risk areas for RCD protection.

Documented Implementation plan for RCD’s.

	Review & amend, where necessary, site procedures to reflect electrical safety procedures
	Implementation and communication through OHS Committees (SC) within 3 months
	Documented in OHS meeting minutes.

Documented site-specific procedure outlining requirements as outlined in company procedures. 

Evidence of operating procedures through records.

	EMERGENCY RESPONSE PLAN (ERP)

	OBJECTIVE
	TARGET
	INDICATOR

	Implement and communicate an emergency response plan, which considers all factors outlined in the company procedure 
	A site emergency response plan developed and implemented against the company procedure
	Documented site-specific/area plan.

Evidence that the plan has been communicated.

Communication of the plan to employees & contractors on site.

	Relevant site documents contain emergency response information
	A site emergency response plan developed and implemented against the company procedure being introduced
	Documented emergency response procedures.

Emergency response information is contained in induction training, contractors’ agreements and the visitor information and other relevant procedures.

	Review of site procedures
	Ensure that site procedures continue to be current and in line with legislative requirements and company OH&S procedures for

ERP
	Evidence of review of site plan against ERP national standard requirements is conducted within 4 months of revised ERP.

Implementation plan and actions completed where shortfalls identified as part of review.

	Provide training to the emergency response team, including for hazardous substance
	Full and comprehensive training for new personnel into these roles. Refresher training scheduled on an annual basis.
	100% trained personnel.

Documented record keeping identifying areas of training and dates.

Refresher training scheduled.

	Conduct regular drills for evacuation in emergency situations
	Drills to be conducted on an annual basis as a minimum
	Documented program-outlining dates of drill.

Evaluation completed as outlined in the company procedure.

A continuous improvement process for the emergency response plan.

	Facilitate testing/maintenance of all emergency equipment (i.e. alarms, intercom systems, fire extinguishers/hoses, safety
	Testing occurs on a regular basis and an appropriate maintenance program is in place and evident.


	Documented evidence of equipment maintenance by appropriately trained persons.

Tested in accordance with Australian Standards and manufacturer’s instructions.

	Implement and communicate specific emergency procedures for hazardous materials stored on site
	A hazardous substance emergency response plan developed and implemented
	Emergency plan for each substance e.g. - ammonia, chlorine etc.

A site manifest exists. 

Information for Emergency Services is strategically placed to ensure access at point of or after an evacuation.

	Training provided to people who are in a position likely to handle threatening phone calls.
	Persons who are in a position likely to handle threatening phone calls are trained and refreshers planned
	Training provided.

Relief staff is provided with information on how to handle threatening phone calls.

	HAZARD IDENTIFICATION

	OBJECTIVE 
	TARGET
	INDICATOR

	A hazard inspection and reporting program is in place, which incorporates all factors
	A hazard inspection and reporting system as per standard.
	Documented procedures developed for hazard inspection and reporting.

Appropriate inspection checklists developed for all area.

Key risks are identified on each checklist.

Incident data is used to review checklists to ensure key risks are identified.

	Hazard Identification Analysis 
	Hazard identification analysis is part of the Hazard Inspection system
	Process identified to conduct analysis as part of program.

Documentation on hazard inspections conducted is kept in a central place.

Finding of analysis is reported to OHS committee and documented in minutes.

Actions are identified based on trends.

	HAZARDOUS SUBSTANCES

	OBJECTIVE
	TARGET
	INDICATOR

	Develop an effective Hazardous Substance Management system
	A hazardous substance management system developed 
	Documented procedures developed relating to all relevant elements of the company system. Responsibility and accountability for hazardous substance management clearly defined

	Implement effective hazardous substance management system
	Identify, evaluate and control hazardous substance risks, phased over 3612 months of the company system being introduced. 

Support all actions with appropriate documentation.
	Within 6 months of the company system being introduced:

Hazardous substance training provided to all relevant employees, including management.

Valid MSDS’s for all substances readily available to relevant employees.

MSDS register developed, accessible and up to date.

System established to ensure compliant labelling of all workplace substance containers.

Risk assessments on the use of all hazardous substances and new substances being considered for introduction are appropriately documented and stored.

Emergency provisions available for major chemical hazards.

Waste disposal programs developed and implemented to remove hazardous wastes.

All high risk tasks identified and controlled

Within 12 months of this standard being introduced:

Chemical storage arrangements are in compliance with relevant regulations.

Evidence that the system is periodically maintained (MSDS and risk assessments up to date, old substances deleted from records, archives of Hazardous Substance useage maintained).

	HOT WORK PERMITS

	OBJECTIVE
	TARGET
	INDICATOR

	Review current company procedures and develop company procedure
	Implementation and communication through

OHS Committees within 2 months of review
	Conduct review of site against procedures and company procedures.

Documented site-specific policy and procedure outlining requirements as outlined in the company procedures.

Consultation & communication documented in OHS meeting minutes.

Records of relevant training for authorised personnel

Register of hot work permits

Forms part of site’s contractors management program

	Provide training to meet the required level of competency indicated within the company procedure
	A risk assessment conducted identifying areas of priority for training. Training to be completed within 3 months of review and company procedure being introduced
	100% of trained personnel trained.

	Communicate company procedure to all contractors
	All contractors are aware of the adjusted site Hot Work procedure and comply
	Contractors are provided instructions on site hot work permit system.

Contractors are monitored to check compliance with hot work permit program.

	Fire Hazard Controls are in place
	Appropriate fire control equipment and management system to reduce risks of a fire
	Monitoring of contractor during hot work to ensure minimal risk of a fire.

Hot work permit is issued as per company procedure.

Work completed is monitored as fire watch timeframes

	LADDERS

	OBJECTIVE
	TARGET
	INDICATOR

	Implement a company program for ladders
	Ladder safety program in place
	Allocated person responsible for the program.

Site program documented.

Program discussed with OHS committees.

Inspection program in place.

	LOCK OUT / TAG OUT

	OBJECTIVE
	TARGET
	INDICATOR

	Ensure Assessments are carried out on all equipment.

Identify where isolation may not be immediately possible and introduce plan to correct this.

All plant to have positive isolation capabilities and suitable electrical controls.
	Initial assessments to identify over all plan to have been completed in 3 months.

Implement isolation where possible in 6months.

Implementation of plan to provide energy isolation within 12 months.

Upgrade equipment category of controls within

18 months.
	Plan developed and clear indication of implementation by risk factors.

Documented assessments carried out on all machinery.

Documentation of program and implementation identified in OHS committee meeting and/or task group.

	Documented procedure for

lockout /tag out
	Written procedure is developed and implemented
	Documented procedure exists.

Minuted in OHS committee meeting minutes.

Developed in consultation.

	Ensure that training is provided to all employees and contractors who are required to use lockout and tagout procedures.
	All necessary employees and contractors are trained in isolation procedures
	Training records indicate training completed.

Competency of employees can be demonstrated through records and audit findings of program.

	Minimise risk of injuries from active machinery / equipment/ plant whilst being maintained and cleaned
	Zero injuries
	Number of injuries related to working in machinery / equipment / plant.


	PLANT ASSESSMENT

	OBJECTIVE
	TARGET
	INDICATOR

	Implement & communicate site procedure, which reflects requirements outlined in the company procedures
	Implementation and communication through OHS Committees within 2-5 months of company procedure being developed
	Documented in OHS meeting minutes.

Documented site procedure.

The date of implementation and next review date is detailed.

Site documented procedure in place and operational.

Relevant training is provided to key personnel.

Site communication of new procedure for assessment of plant.

	POWERED MOBILE PLANT (PMP)

	OBJECTIVE
	TARGET
	INDICATOR

	Equipment safe for operation
	Inspection and maintenance programs in place to maintain equipment safety
	Pre-operational checklists completed, previous quarter on file.

Regular maintenance schedule in place

A minimum of formal documented pre-operational checks conducted on a daily basis and for visual checks to be conducted at the beginning of each shift.


	PURCHASING

	OBJECTIVE
	TARGET
	INDICATOR

	Implement & communicate changes to site procedure that reflects company procedures
	Implementation and communication of changes through OHS Committees within 6 months of introducing the procedures
	Documented changes to site procedures that reflect company procedures. 

In OHS meeting minutes.

Site documented procedure communicated to all relevant personnel

Relevant training is provided to key personnel.

	REHABILITATION

	OBJECTIVE
	TARGET
	INDICATOR

	Review & amend, where necessary, company rehabilitation program
	Implementation and communication through OHS Committees within 3 months of being developed 
	Documented in OHS meeting minutes.

Program identifying the date of implementation and next review date.

Site documented procedure in place and operational.

	Assess previous training conducted against procedures and program and currency of training
	Training is provided to key levels with the aim to effectively manage rehabilitation management strategies. An assessment conducted identifying areas of priority for training. Where training is required, it is to be completed within 3 months of procedures and programs being developed
	Training assessment conducted.

100% of trained personnel and a documented program identifying areas, reasons and dates.

Training program in place.

	Communicate company program to all staff
	All staff are aware of the adjusted Injury Management & Return to Work Program 
	Induction program includes information on injury management requirements – claims and rehabilitation.

Contractors required to work on site have received information on site Health &

Safety procedures prior to commencement of work.

	RESPONSIBILITIES

	OBJECTIVE 
	TARGET
	INDICATOR

	National OH&S roles and responsibilities outlined in a documented format and communicated to all employees
	Revised standard is reviewed against company procedures within 3 months of review conducted
	Documented evidence of the review and communication of OH&S roles and responsibilities.

	Communicate OH&S roles and responsibilities to all employees
	Communicated on an ongoing basis
	Recorded in OHS Committee minutes.

Forms part of induction process.

Included in position descriptions and any other relevant documentation that details roles and responsibilities.

	Performance Appraisals/Reviews include H&S performance objectives
	Performance reviews to include OH&S
	Performance Appraisal System to reflect OH&S responsibilities.

Position descriptions include roles & responsibility for OH&S clearly outlined

	OH&S considerations included in

Recruitment processes
	Reference checking to include check on OH&S performance & OH&S management in previous roles
	New placements understand and are committed to the ongoing development of OH&S.

Internal & external placement criteria give consideration to level of OH&S management in previous position and/or organisation/s.

	RISK ASSESSMENT

	OBJECTIVE
	TARGET
	INDICATOR

	Implement & communicate national OH&S risk assessment tool
	Implementation and communication through OHS Committees.  Appropriate training is provided to key personnel required to use risk assessment tool as part of OH&S Management System i.e. accident investigation, hazard inspections, etc.
	Documented in OHS meeting minutes.

Documented site procedure.

Site documented procedure in place and operational.

Relevant training is provided to key personnel and training records kept.

Appropriate referencing to the national risk assessment tool in relevant OH&S processes.

	WORKING AT HEIGHTS

	OBJECTIVE 
	TARGET
	INDICATOR

	Develop site procedure and entry permit system that meets legislative requirements 
	Implementation and communication through OHS Committees
	Documented in OHS meeting minutes.

Documented site-specific procedure and roof access permit system.

Site documented procedure in place and operational.

	Working at Height areas identified & associated hazards assessed and minimised.
	Conduct Working at Heights hazard identification and risk assessment 
	Working at Heights identified, risk assessed, controls identified and suitable work procedures developed.

	Education and training provided to all persons involved in Working at Heights.
	All employees involved in Working at Heights received appropriate training.
	Training records reflect training.

Refresher training scheduled

Only trained & competent people involved in work in Working at Heights.


	SECTION B 

TRANE OHS MANAGEMENT PROGRAMS 


Overview of the OHS Consultation & Communication Program (OHS-003)

PURPOSE

This program details the consultation and communication processes required to enable Trane to meet organisational and legal requirements in consultation and to ensure that all managers and employees have a genuine opportunity to effectively participate in decision making on matters with a potential to affect their health and safety.

OHS CONSULTATION ARRANGEMENT PROCEDURES

When Consultation Should Occur

Employees and their elected employee representatives, or OHS committee member shall be consulted so far as reasonably practicable to do so when:

· There are changes to the work systems or work practices

· Establishing consultation arrangements

· Purchasing new plant, equipment or hazardous substances, dangerous goods or chemicals

· Risk assessment and the review of the risk assessment is being carried out

· Risk control is being determined, implemented and reviewed

· Decisions relating to the adequacy of facilities are being made

OHS Consultation Arrangements

Supervisors and employees need to determine the consultation arrangement that best suits the needs of the employees and the business and can be undertaken by any or more of the following means:

· OHS Committee; and/or

· Elected Employee Representative (Safety Representatives); and/or

· Any Other Agreed Arrangement agreed by supervisors and employees.

Establishing OHS Consultation Arrangements

OHS committees and OHS representatives are to be established when majority of employees in the workplace request so, or if WorkCover so directs.

More than one committee may be established if a majority of employees request so and Trane agree, or if WorkCover so directs.

OHS Representatives are to be established when a majority of employees requests, or if WorkCover so direct.

Trane may make arrangements for the establishment of an OHS committee or the election of an OHS representative, without employees requesting.

An OHS representative may also be appointed to an OHS committee
Election of Consultation Arrangements

Elected employee representatives are to be elected by the employees of the area and for the area they will be representing.

The election for such is to be conducted in a democratic manner and agreed to by the relevant supervisor and employees.

The number of management representatives must not exceed the number of elected employee representatives on the committee.

The Chairperson is to be an employee representative.

An elected OHS committee member may represent an OHS committee of another work area or location, only if it is agreed to by supervisors and employees and documented in the “OHS Committee Constitution”.

A person who is elected as an OHS representative for a particular work area may also be an employee representative on the OHS committee in the same work area, without further election if it is documented in the “OHS Committee Terms of Reference”.

The Safety Representative may also be a standing member on the OHS committee, if such arrangement is elected.

Further information and assistance is provided in the “OHS Committee Constitution” template.  Supervisors and committee members should complete the template in a consultative manner.

If the consultation arrangement elected is Other Agreed Arrangements, supervisors and managers need to determine:

Such arrangements for meetings;

How health and safety information will be communicated with employees;

The dispute resolution procedures for dealing with health and safety issues; and

The role of the relevant union delegates for the employees it represents.

Further information on how to set up consultation arrangements is provided in the “Getting Started: How to Establish OHS Consultation Arrangements” Guidelines.
Functions of OHS Consultation Arrangements

These procedures apply to OHS committees and safety representatives elected:

· Review all risk assessments and risk control measures implemented to ensure the health and safety of employees in the workplace

· Conduct workplace inspections on a frequency agreed by Trane and employees, with considerations to OHS risks within Trane

· Investigate OHS issues, hazards identified and reported, in consultation with the relevant supervisor of the work area, and recommend risk control measures

· Investigate hazards identified as part of the workplace inspection, with supervisors in the relevant area and recommend control measures

· Assist in and attempt to resolve health and safety matters disputed, if unable to do so, request the assistance of a WorkCover Inspector

· Develop the OHS Committee Terms of Reference in consultation with committee employee representatives and management representatives, as outlined in this program

Union Involvement

Union representatives may represent employees, who have requested so, for the purpose of consultation on OHS consultation arrangement.
Dispute Resolution

OHS matters are to be resolved through the formal process as outlined under the Consent Award relevant to employees.

The employee must report the OHS issue to their supervisor as a first point to resolve the dispute.

If the supervisor cannot resolve the matter, the OHS issue is to be raised with the relevant OHS committee to which the employee is represented by.

All attempts are to be made by the OHS committee to resolve the dispute and the procedures outlined in Dispute Resolution flowchart.

OHS Committee Constitution

The committee terms of reference are to be developed by using the template provided, with the committee employee representatives, management representatives and the OHS team member.

All parties mentioned above are to agree to the terms and conditions as part of the constitution.

If there is disagreement with the agreed content, the matter should be referred to the executive and senior management team and/or National OHS Officer to resolve the disagreement.
COMMUNICATION and INFORMATION PROCEDURES

OHS Consultation Arrangement Summary Statement

All locations are required to have a summary of the elected OHS consultation arrangement displayed and easily accessible by employees.

The summary statement will also be made available via the OHS page on the Intranet.

The relevant OHS committee and OHS team member will be responsible for ensuring the statement is developed by using the OHS Committee Summary Statement template and ensuring it is posted within prominent areas in the workplace.

Non-English Speaking Background Employees

To ensure the consultation is effective for those from a non-English speaking background, strategies as follows will be adopted, as required:

· Organising consultation in groups of people with the same language

· Use of interpreters if necessary

· Use of audiovisual aids in different languages

· Keeping English very simple

· Demonstrating points wherever possible

· Checking for understanding
TABLE OF INFORMATION and METHODS OF COMMUNICATION

	Information To Be Provided
	Method of Communication

	· Notification of relevant legislative changes
	OHS Committee and Intranet



	· Changes to work processes and procedures
	OHS Committee and Intranet



	· Establishing OHS consultation arrangements
	OHS Committee and Intranet



	· Reviews of policies, standards, programs, procedures and work instructions
	OHS Committee and Intranet



	· Information on hazards, risk assessments conducted and control measures to be implemented
	Training Programs and Hazard Register



	· Changes to plant, equipment 
	OHS Committee and Intranet




FLOWCHART OF DISPUTE RESOLUTION



Overview of the Risk Management & Process Control Program (OHS-004)

PURPOSE

As part of our commitment to the occupational health and safety legislation, Trane Australia aims to ensure workplaces are free from hazards and to the prevention of workplace injuries and illness.  This extends not only to our employees, but also to customers, visitors and contractors.

To achieve this aim, it is imperative for Trane, and our employees to identify any potential hazardous situations that may cause injury or illness in the workplace on an ongoing basis.

In consultation with employees, we will take a systematic approach to risk management through hazard identification, risk assessment and control for managing workplace health and safety.
OBJECTIVES

· Hazards in the workplace are identified and controlled

· Recommended control measures by employees are assessed and implemented where appropriate

· Where recommended control measures are assessed as not practicable, alternate measures are implemented and the reasons communicated to employees

· The control measures are implemented and maintained while the risk remains
HAZARD IDENTIFICATION 

Trane and all its employees have a legal obligation to keep the workplace safe.  Hazard identification provides information that can be used to manage risks, which, if not controlled, can lead to workplace accidents.  It can also have other benefits, with reduced:

· Workcover claims;

· Insurance payments;

· Lost time incidents;

· Absenteeism; and,

· Costs associated with replacing injured workers.

The process of hazard identification can also assist in:

· Revealing hazards which were overlooked in the original design and installation of plant, equipment, operating procedures and setting–up of associated work systems

· Detecting hazards which have developed after the plant, equipment, other resources (chemicals etc) or work system has been established

· Highlighting any ergonomic problems associated with the plant, equipment, operating procedures

· Indicating any environmental factors e.g. poor lighting, that may contribute to accidents

· Determining methods for ongoing monitoring to achieve optimum OH&S workplace standards

· Highlighting any training requirements.

Sources of Hazards

Hazards may arise from:

· The workplace environment e.g. insufficient lighting

· Equipment/Plant e.g. a noisy engine which has not been insulated

· Substances e.g. explosive fumes building up in a storage area

· Work systems e.g. storage of files at high level causing retrieval hazards

Forms of Hazards

Workplace hazards can be divided into a number of groups:

· Physical hazards – e.g. noise, electricity, heat and cold

· Chemical hazards – e.g. toxic gases, noxious fumes and corrosive liquids

· Ergonomic hazards – e.g. height of workbench, design of a chair, set-up of a workstation

· Radiation hazards – e.g. from x-ray machine, infrared beams or badly fitting microwave doors

· Psychological hazards  – e.g. stress from using equipment without proper training or instruction, or being coerced into using faulty equipment which carries a risk of injury

· Biological hazards – e.g. syringes carrying potentially infected blood, specimen containers carrying potentially infected materials and viruses from air conditioning systems

· Plant hazards - The Occupational Health, Safety legislation interprets plant to mean “any machinery, equipment, appliance, implement or tool”. Risk Assessment is required for all plant except manually powered hand held equipment.  In relation to the University it includes, for example,

· Computers

· Electrical Equipment

· Heaters

· Overhead Projectors

· Boiler Vessels

Items of "plant" may have associated physical, chemical, ergonomic or radiation hazards and should be assessed accordingly.

Who and When to Undertake Hazard Identification

State legislation requires that employers must ensure that appropriate steps are taken to identify all reasonably foreseeable hazards arising from work, this requirement is delegated to Supervisors in the University.  

A supervisor is any person who provides guidance and/or instruction regarding the activities of another person at work.  The supervisor is then responsible for ensuring that person is fully informed about the hazards associated with those activities, is adequately trained and instructed in safe working procedures and is appropriately supervised.  

In consultation with elected Health and Safety Representatives, supervisors will be directly involved in the identification of hazards, evaluation of risks and determination and implementation of appropriate control measures. 

Hazard ID should be carried out:

· Before and during the introduction of new plant, equipment, chemical or other item to the workplace

· Where there is likely to be a risk to health or safety involved, before and during any:

· Alteration to the plant, equipment, workplace

· Change to the way the plant, equipment or an area is used

· Change to the work system

· Change in location of the plant, equipment or people

· If new or additional OHS information associated with the plant, equipment, chemical or other items or its work systems becomes available to Trane

Components of Hazard Identification

The key elements in implementing the hazard identification process for plant, equipment, chemical or other item and associated work systems are listed below:

· Develop a register for all hazardous items (e.g. plant, electrical items, and chemicals):

· The register must list all items with some details on the location and usage

· One person must be given responsibility for maintaining the register in each area

· Analyse available information about the potential hazards associated with each item and work system, for example:

· Check accident/incident reports - or ask the OH&S Unit for records

· Check breakdown/maintenance records

· Check recommended training information, instruction booklets etc.

· Check Codes of Practice and Australian Standards.

· Inspect the workplace to identify hazards.  Analyse:

· The environment

· The system of work

· The piece of plant, equipment, chemical or other item itself

· Talk to the operators/users - they will be familiar with the hazards.

· Record the hazard identification on:

· Hazard Identification Checklist, and/or

· Hazard Identification Worksheet, and/or Register
RISK ASSESSMENT 

What is Risk?

Risk is the potential consequence of a hazard.  It correlates to the possibility of injury, illness (immediate or in the long term), damage or loss as a result of a hazard.

Example:

Hazard 
( 
Frayed wires on laptop computer

Risk 
( 
Operator may be electrocuted

Hazard 
( 
Unguarded rollers on printing machine

Risk 
( 
Operators hand may be drawn in and crushed

What Does Risk Assessment Involve?

Risk Assessment involves identifying all the risks associated with a piece of plant, equipment, chemical or other item and evaluating the risks so that you can prioritise them for corrective measures.

The two main areas to consider in the risk assessment are:

· Probability – that injury, illness, damage or loss will occur

· Consequence – of the potential injury, illness, damage or loss

PROBABILITIES

	A
	The event is expected to occur in most circumstances

	B
	The event could occur at some time

	C
	The event could occur, but only rarely

	D
	The event may occur, but probably never will


CONSEQUENCES

	1
	Major (Fatality, Permanent Disability)

	2
	Moderate (Medical / Hospital or Lost Time)

	3
	Minor (First Aid / No Time Lost)

	4
	Insignificant (No Injury)


Specific Requirements for Risk Assessment

When conducting the risk assessment, the method used must adequately address the hazards identified, and include one, or a combination of the following, dependant on the type of plant, equipment, chemical or other item involved:


Visual inspection of the plant and its associated environment

This should include assessing how the plant, equipment, chemical or other item impacts on the health and safety of the area around it, and vice versa – how the surrounding area affects the plant, equipment, chemical or other item and the implications for health and safety.  For example, is the item in a corrosive atmosphere?


Auditing
Involves the systematic examination of the safety management and technical systems relating to the plant, equipment, chemical or other item and associated work systems.  It may involve the use of checklists to ensure comprehensive and consistent coverage. An audit may be needed where more complex machinery is used.  


Testing
Involves conducting trials or taking measurements and comparing them against pre-set standards.  For example, for many types of plant there are set specifications outlined in Australian Standards.  When tested against the specifications a given type of plant should produce an outcome within a predetermined range.  This may be needed with plant such as pressure vessels and boilers, which have been in service for some time.  In order to ensure that they are still meeting their design specifications, and thus rate the risks involved, it may be necessary to test them according to the specifications in the relevant Australian Standard.


Technical or scientific evaluation
May include the application of scientific, chemical and engineering principles and methodology to investigate and analyse risks and their outcomes e.g. bacteriological analysis of a safety shower or audiometric measurement of hearing for workers in a noisy environment. 


Analysis of injury or near miss data
May involve examining both in-house and other available statistics on injuries and near misses involving plant and associated work systems to reveal underlying patterns.  This will assist in estimating the associated risk levels.

Discussions with designers, manufacturers, suppliers, importers, employers, employees, or any other relevant parties

May assist in determining the risk factors involved with plant, equipment, chemical or other item and associated systems of work, especially with new models of plant and equipment.  Using the information, experience, skills, training and expertise of these people will provide an understanding of design assumptions and required work methods.

Quantitative risk analysis
Is a sophisticated engineering-based analysis requiring specific expertise and will probably not be necessary for most types of plant.  It involves analysing all of the ways in which injury can occur and assigning numerical values to the probability and consequences.  

Prioritising the Risk

The basic tasks undertaken in the risk assessment process are to:

· Rank the risk by probability – determine how likely it is that the hazard will result in injury, illness, damage or loss

· Rank the risk by its consequence – the potential injury, illness, damage or loss

· Prioritise the risk for control – indicate the ranking of importance when control measures are to be implemented

· Document the process - Risk Assessment Record/Control Schedule

Risk Assessment Matrix 

	Likelihood

	Consequence
	A
	B
	C
	D

	Major
	H
	H
	H
	M

	Moderate
	H
	H
	M
	M

	Minor
	H
	M
	M
	L

	Insignificant
	M
	M
	L
	L


RISK CONTROL

Elimination

This is the ultimate means of controlling the risk posed by a hazard as its application results in the hazard ceasing to exist.

Elimination controls can include changing the design of a tasks or process so that a hazardous operation can no longer be performed or conducting repairs to fix a broken piece of machinery.

Substitution

This is the replacement of a hazardous operation, material or substance by something that is less hazardous.

Substitution controls may include replacing corrosive substances used in a dishwasher with a lower concentrate or replacing s small container that caused manual handling problems with a larger container that can be moved mechanically.

It is important to realise that a hazard may still exists although the risk may be lower.  The replacement will need to be evaluated for hazards and those hazards will need to be assessed so that their risk can be reduced through appropriate control measures.

Isolation

Involves some structural change to the work environment and/or work processes to place a barrier to, or interrupt the transmission path between the workers and the hazard.

This may include machine guarding, isolation or enclosure of hazards, the use of extraction ventilation and manual handling devices.

Administrative Control

Administrative controls reduce or eliminate exposures to a hazard by adherence to procedures and instructions.

Documentation should emphasize all the steps to be taken and the controls to be used in carrying out the task safely.

Administrative controls are dependant on appropriate human behaviour factors for success eg. Safe working procedures and permits to work.

All administrative controls documented must be included in the training matrix as required.

Personal Protective Equipment

Personal Protective Equipment (PPE) is worn by people as a barrier between themselves and the hazard.

The PPE must be chosen correctly for the situation, it must be fitted and worn correctly and appropriate training conducted when required.
EVALUATION and REVIEW

Whichever method of controlling the hazard is determined, it is essential that an evaluation of its impact on the use of the equipment, substance, system or environment is carried out to ensure that the control does not contribute to the existing hazard or introduce a new hazard to the area.  It is also essential that all people concerned be informed about the changes and where necessary provided with the appropriate information, instruction, training and supervision as are reasonably necessary to ensure that each employee is safe from injury and risks to health.
It is also recommended that after a period of time the area supervisor carry out a review of the system or control to determine its suitability.  This may be carried out as part of the regular building hazards survey.
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Overview of the OHS Training, Learning & Skills Development Program (OHS-006)

PURPOSE

This program has been developed to ensure a consistent approach to OHS training between the Trane Company approach and the approach being developed by individual branches and sites.

It also assists Trane to meet internal and external OHS auditing requirements to have a documented OHS management system.

TRAINING PROCEDURES

A range of OHS training programs are available and coordinated by the National OHS Officer and relevant branches, including in-house programs developed by the National OHS Officer and Trane.  A number of external training programs are also available and are outlined in this section.

Regulatory Training

To assist managers to identify what regulatory training applies, and OHS Regulatory Training Matrix has been developed.   

Application of training under the OHS Management System policies and programs is indicated in the relevant document and outlines the requirements for training in that particular policy or program.

Mandatory Training

The OHS legislation governs the type of training to be conducted and who the training is required for.   Mandatory training programs at Trane include, but are not limited to:

· Due diligence for senior managers

· OHS risk management for supervisors

· OHS induction for employees

· OHS induction for contractors

· OHS Consultation for OHS Committee’s 

· Specialist training for first aid officers and fire wardens

· Standard operating procedures training relevant to employees tasks

· Working in confined spaces

· Working with low and high level electricity
OHS Management System Training

All employees, managers, supervisors and contractors will receive training in the newly developed and implemented OHS management system.  This is intended to rollout over July 2004 and will be ongoing for the life of t he OHS management system. 

All new employees will be expected to attend this training within 3 months of appointment.  It will be the responsibility of the relevant branch managers to advise the National OHS Officer in order to facilitate the training.

All exiting employees will be expected to attend the OHS management system training over the next 12 months commencing from 1 July 2004.   This will be coordinated and conducted by the National OHS Officer in consultation with OHS Committee members and branch managers.

High Risk Training Program

As a result of an accident trend analysis conducted by American Standards company, a number of training programs have been specifically designed for the control of high risk accidents and activities across Trane Australia and New Zealand.  

These training programs are self paced and are available on the Intranet, under the safety link.  All employees and contractors that undertake this training are to complete the relevant training records, coordinated through the branch manager with a copy sent to the National OHS Officer.


Training Needs Analysis and Job Safety Analysis

Undertaking Job Safety Analysis will assist managers to identify hazard associated with various job categories and the risk control measures needed, including training and competency for different tasks.  

The process is also used to determine OHS training needs for individuals and for the development of an OHS Training Plan for each employee.  

A Job Safety Analysis form and guidelines on how to conduct job safety analysis has been developed to assist managers with this process.

OHS Training Plan

The OHS Training Plan is derived from several sources including:

Reviewing the OHS regulatory training matrix for job categories relevant to the department.

Undertaking training needs analysis for each employee.

Consulting with OHS committees regarding training needs.

The OHS Training Plan must be documented and communicated with all employees and other stakeholders.   

It will need to be reviewed if new risks or work activities are introduced and should be revised following any incident investigation that identifies training needs.  

A template for OHS Training Needs Analysis and Training Plan has been developed to assist managers in this process. Appendix 2.

OHS Training Program Design and Delivery

All training programs developed by Trane will meet legislative requirements and National Occupational Health & Safety standards for competency in OHS.    

The training programs and modules will have specific learning outcomes and assessment tasks will be included in all regulatory training programs to assess the competency of knowledge and skills gained.  
The training programs and modules will be delivered and assessed by competent persons using adult learning principles, new technology and OHS resources such as the OHS web page.   
Trane will monitor the quality, content and assessment of all OHS Training programs. This includes those OHS training programs provided by managers to their employees.    
The coordinator of any OHS training program conducted by parties other the National OHS Officer is required to forward an outline of the program objectives and content to the National OHS Officer for review prior to conducting the OHS training program.     
A summary of evaluations should also be forwarded to the National OHS Officer after the program for review and evaluation of the effectiveness of such training.
FLOWCHART OF THE TRAINING PROCESS

Training









OHS Information and Instruction

	SECTION C 

TRANE’S OHS PROCEDURES MANUAL


The following documents have been developed and are part of the OHS Management System at Trane.  These documents can be provided on request.

OHS STRATEGIC PLANS and PROGRAMS TABLE OF CONTENTS

	Document Title
	Next Review

	STRATEGIC PLANS
	

	National OHS Management System Audit and Strategic Direction 2004 – 2006
	May 2005

	A Structured Approach to a National OHS Management System
	May 2005

	PROGRAMS
	

	OHS Consultation and Communication
	Dec 2004

	Risk Management and Process Control
	Dec 2004

	Training, Learning and Skills Development
	Dec 2004

	Injury Management and Return to Work 
	Dec 2004


OHS PROCEDURES MANUAL

	Document Title
	Next Review

	POLICIES
	

	OHS Management Policy
	

	Injury Management and Return to Work Policy
	

	PROCEDURES
	

	Access Restrictions
	

	Alcohol and Other Drugs
	

	Asbestos Management
	

	Conducting Job Safety Analysis
	


	Conducting OHS Committee Meetings
	

	Conducting Training Needs Analysis
	

	Confined Spaces Management
	

	Contractor (OHS) Management
	

	Contractor Risk Assessment Procedures
	

	Developing Individual Training Plans
	

	Developing Safe Working Procedures
	

	Developing the Trane Annual Training Needs Analysis and Training Plan
	

	Developing Project (OHS) Management Plans
	

	Developing Site-Specific Safety Management Plans
	

	Dispute Resolution
	

	Electrical Safety Management Procedures 
	

	Electrical Isolation
	

	Electrical Testing and Tagging Fact Sheet
	

	Electrical Safety Fact Sheet
	

	Emergency Preparedness Procedures
	

	Emergency Response Plan
	

	Evaluating Risk Assessment and Control Measures
	

	First Aid Management
	

	Completing Safe Work Method Statements
	

	Hazard/incident Reporting Procedures
	

	Hazardous Substances Management
	

	Health Monitoring
	

	High Voltage Work
	

	Hot Work Permits Procedures
	


	Injury Reporting and Investigation
	

	Manual Handling
	

	Materials Storage and Transport
	

	Nominating and Electing OHS Committee Members
	

	Notifiable Incidents to WorkCover / WorkSafe
	

	Office Based Work Environment
	

	OHS Committee Terms of Reference Development
	

	OHS Induction for Employees
	

	OHS Legislation and Information Sources
	

	OHS Considerations in Purchasing and Design
	

	Permit to Work System
	

	Plant and Equipment Management
	

	Return to Work and Rehabilitation
	

	Safety and Warning Signs
	

	Selection and Use of Personal Protective Equipment (PPE)
	

	Smoke Free Workplace
	

	Testing and Tagging of Electrical Equipment
	

	Trane Annual OHS Training Schedule
	

	Trane OHS Training Needs Analysis
	

	Workers Compensation Claims – Making A Claim
	

	Working at Heights
	

	Working in Confined Spaces
	

	Workplace Facilities
	

	Workplace Inspection 
	


CONTRACTOR MANAGEMENT OHS MANUAL

	Document Title
	Next Review

	Contractor (OHS) Management Procedures
	Jul 2005

	Contractor Selection (OHS) Checklist
	Jul 2006

	Approved and Preferred Contractor Register
	Dec 2004

	Contractor Scope of Works Checklist
	Jul 2006

	Instructions for Contractors Competing Risk Assessments
	Jul 2005

	Risk Assessment Form
	Jul 2006

	Developing Site-Specific Safety Management Plans
	Jul 2006

	Site-Specific Safety Management Plan Template
	Jul 2006

	Completing Safe Work Method Statements
	Jul 2006

	Safe Work Method Statement
	Jul 2006

	Developing Project Safety Management Plans
	Jul 2006

	Project Safety Management Plan Template
	Jul 2006

	General Conditions for Compliance by Contractors
	Jul 2005

	Permit to Work for Contractors
	Jul 2006

	OHS Performance Checklist
	Jul 2006

	Corrective Action Form
	Jul 2006


	SECTION D 

TRANE’S SAFE WORKING PROCEDURES MANUAL 


SAFE WORKING PROCEDURES TABLE OF CONTENTS

	Document Title
	Next Review

	MECHANICAL REFRIGERATION
	

	Replacement of Refrigerant Line Components
	

	Pump Down of Refrigerant
	

	Refrigerant Removal and Handling (Including New Refrigerants and Blends)


	

	Refrigerant Charging (Including New Refrigerants and Blends)
	

	Installation of Copper Pipe
	

	Burn Out Procedures
	

	Evacuation of Systems
	

	Pressure Testing
	

	Machinery Positioning and Installation
	

	Commissioning / Re-Commissioning
	

	De-Commissioning
	

	Leak Testing
	

	Oil Charging
	

	Oil Removal and Disposal
	

	Glycol and Secondary Refrigerants
	

	Fault Diagnosis
	

	PLANT and EQUIPMENT
	

	Use of Angle Grinder
	

	Use of Crane
	


	Use of Electrical Drills
	

	Use of Electrical Friction Saws (DROP SAW)
	

	Use of Forklift
	

	Use of Ladders
	

	Use of Equipment Lifter (e.g GENIE)
	

	Use of Nibbler / Shears
	

	Use of Mobile Scaffold
	

	Use of Screwing Machines
	

	Use of Arc Welder
	

	
	

	ELECTRICAL
	

	Use of Earth Leakage Circuit Breaker (ELCB), Residual Current Device (RCD) & Extension Cords
	

	Isolation of Sections of the Circuit
	

	Control Circuits (Fault Diagnosis/Troubleshooting)
	

	Replacement of Electrical Components
	

	Cable Sizing
	

	Connection
	

	Commissioning and Testing
	

	Motors
	

	Supply (Single Phase, Three Phase and Low Voltage)
	

	
	

	HAZARDS and HAZARDOUS SUBSTANCES
	

	Ductwork Delivery and Hoisting
	

	Hot Work
	

	Use of Acetylene
	


	SECTION E

OHS & WORKERS COMPENSATION STATISTICS and REPORTS 


OHS Accident Data and Trend Analysis




Workers Compensation History

Note: Trane and Atlas merged 2001/2002 premium year, which is why the premiums increased in 

this premium year. 

VICTORIA

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000-2001
	14,189
	71,916.86
	2,355,510
	0.030531
	2.8814%

	2001-2002
	0
	90,331
	3,076,284
	0.029364
	2.3399%

	2002-2003
	26,237
	102,541
	3,476,572
	0.029495
	2.3399%


NSW - Atlas

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001
	Info not available
	
	
	
	

	2001 – 2002
	Info not available
	220,324
	6,579,967
	0.033484
	5.19%


Trane & Atlas (Atlas included from 2002)

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001 
	Info not available
	
	
	
	

	2001 – 2002
	153,059
	39,268
	6,437,446
	0.0061
	0.61%

	2002 – 2003
	82,211
	507,189
	12,099,126
	0.041919
	5.18%

	2003 – 2004
	67,172
	707,446
	13,615,963
	0.051957
	4.52%


ACT - Atlas

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001
	Not available
	
	
	
	

	2001 – 2002
	Not available
	76,817
	1,863,125
	0.04123
	7.02%

	2002 – 2003
	Not available
	73,749
	2,326,481
	0.0317
	3.170%


Trane & Atlas (Atlas from 2003)

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001 
	NO POLICY
	
	
	
	

	2001 – 2002
	Not available
	22,340
	
	
	

	2002 – 2003
	Not available
	87,696
	2,405,786
	0.036452
	3.60%

	2003 – 2004
	Not available
	78,501
	2,447,959
	0.032068
	2.88%


QLD - Atlas

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001 
	NO POLICY
	
	
	
	

	2001 - 2002
	978
	24,726
	2,184,326
	0.01132
	1.901%

	2002 - 2003
	6,423
	38,859
	3,820,965
	0.01017
	1.901%


Trane & Atlas (Atlas from 2003)

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2003 - 2004
	7,159
	40,024
	4,189,00
	0.00955
	1.017%


WA

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001 
	NO POLICY
	IN FORCE
	UNTIL APRIL
	2001
	

	2001 – 2002
	Not available
	75,603
	1,863,125
	0.040579
	3.33%

	2002 – 2003
	Not available
	73,749
	2,326,481
	0.0317
	3.01%

	2003 - 2004
	
	
	
	
	


WA information is hard to obtain at this point, but I will put through a request with the insurer to obtain this information.  

SA

	Year 
	Weekly Benefit Payment
	Yearly Workers Comp Premium
	Yearly Wages
	Premium Paid as % of Wages
	Industry Rate

	2000 – 2001
	Not available
	Not available
	Not available
	Not available
	Not available

	2001 – 2002 
	Not available
	38,924
	91,2100
	0.042675
	3.81%

	2002 – 2003 
	Waiting on
	From Insurer 
	Regarding
	Information
	

	2003 – 2004 
	
	
	
	
	


SA information is hard to obtain at this point, but I will put through a request with the insurer to obtain this information.  
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Employee reports the issue to the senior management.  





The employee with the grievance reports issue to the supervisor





Yes





Issue Resolved





WorkCover Inspector attends the workplace





No





Issue Resolved





OHS Committee tries to resolve the issue





No





Yes





Issue Resolved





No





Yes





Issue Resolved



























































Executive Management








ROD WAKEFIELD   


Managing Director





OHS Management








BRIAN ALMEIDA Human Resources & Safety Leader


          National OHS Officer


ANITA HILL National Return to Work Co-Ordinator
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Hazard Identified and Hazard and Incident form completed





Completed form passed to manager or supervisor





Manager or supervisor asks person who completed form if they want to assist in the risk assessment and control process





Manager or supervisor completes the Hazard / Incident Form and sends to a copy to the National OHS Officer.  Original is retained on site





Risk Management Process conducted again after Risk Control measures have been implemented to ensure control measures that have been implemented will not contribute or result in another hazard





Manager or supervisor, OHS Committee member and employee (optional) determine Risk Control measures and complete relevant section on the form





Location manager, supervisor, safety representative and employee agree on the Risk Assessment and Control measures and sign relevant section





If employee was not involved in the Risk Assessment or Risk Control process, department manager to contact employee to go through risk rating and proposed control measures





Manager or supervisor, OHS Committee member and employee (optional) conduct Risk Assessment and complete the relevant section on the form





Manager or supervisor advises OHS Committee 



































Instruction and training of managers for awareness of their role to ensure OHS training for all employees





Establish Learning Outcomes





Evaluate Training





Record Training





Implement Training Program





Plan and Program Training





Record Information and Instruction sessions 





Identify Needs 





OHS Committee requests a WorkCover Inspector to attend the Workplace








	Prepared By: National OHS Officer                  
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