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PART A – OVERVIEW 

1. INTRODUCTION 

1.1. Purpose 

The Health and Safety Management Plan (US-050055-HS-MP-001) describes how we will apply the Ventia 

Health and Safety (SHEQ) Management System on the Kendall Bay Sediment Remediation Project to 

produce a workplace free of incident and injury. 

The plan is to be read in conjunction with the Project Overview and Quality Management Plan (US-050055-

QS-MP-001) which provides more detail on the project scope and client requirements. 

1.2. Health and Safety Management Plan Map 

The relationship of the Health and Safety Management Plan (HSMP) within the Project’s core suite of 

management plans is shown in the following table. 

All Functions 

Project Overview and Quality Management Plan (US-050055-QS-MP-001) 

Health and Safety Management Plan (US-050055-HS-MP-001) 

Environmental Management Plan (US-050055-ENV-MP-001) 

Emergency Response Management Plan (US-050055-HS-MP-002) 

Marine Safety Management Plan (US-050055-HS-MP-003) 

Traffic Management Plan (US-050055-HS-MP-004) 

Health & Hygiene Management Plan (US-050055-HS-MP-005) 

Design Management Plan (US-050055-DMP-MP-001 

Environmental Hazardous Chemicals and Spill Response (US-050055-ENV-GL-003) 

Operational Remediation Works Management Plan (US-050055-OPS-MP-002) 

1.3. Plan Structure 

The Health and Safety Management Plan has the following structure: 
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1.4. Definitions 

Definitions for terms used in this document is included in Annexure A. Associated health and safety 

procedures are referenced as attachments located at the end of this HSMP. 

1.5. Distribution and Authorisation 

This plan is issued in accordance with Ventia Process: Develop/Update Project Management Plans and shall 

be communicated to all project personnel. 

Revisions are approved and issued along with an updated record of revisions. Revisions to the plan are 

made in accordance with Ventia Process: Establish Documented Information Management System. As 

required, revisions to text are denoted by ‘track changes’. Tracked changes are then approved by the 

Project Manager who shall arrange the release of the new revision in VenDocs and to Jemena. 

All documentation produced by Ventia conforms to the requirements as outlined in Ventia’s Business 

Management System (BMS) and Business Processes which are located in Inventia and Vendocs. 

Revisions are distributed to all holders of controlled copies and communicated via email to the users of the 

Ventia intranet based system. It is the responsibility of the persons receiving the revision to update the 

workplace management plan assigned to them and to destroy obsolete copies of all amended pages. 

Part A - Overview 

A plan overview that clearly defines: 

• Ventia Health and Safety Management System 
• Elements and Expectation Outline 

• Project Obligations and Targets 

• High Risk Activities 

Attachments 

Provides immediate reference to detail relevant to this plan which exists in other 

discrete documents 

Part B – Implementation Plan 

An implementation plan that describes: 

• How the Project will meet each Element and Expectation 

• Responsibilities for each Expectation 

• The Procedures and Deliverables for each Expectation 

Part C – High Risk Activities 

Identify high risk activities and, indicate controls and the responsible persons 

  

Annexures 

Provides the supporting detail behind the methodology and systems used to 

support the implementation plan 

 

https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/5ECDD428-1014-45E6-9D57-79F2DE58ABF4
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/286009CD-370B-425F-A994-59E0315A6CB6
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The documents contained on the Project’s SharePoint site, Inventia and Vendocs shall always remain up to-

date and current. Any documents printed from the Ventia BMS are considered UNCONTROLLED. 

Authorisation 

The implementation of the plan is under the authority of Ventia Utility Services Pty Ltd (herein Ventia) and 

the Project Manager. All personnel employed on the project will perform their duties in accordance with 

the requirements of this plan and related procedures.  

The HSMP will be further developed and revised during its use on the project to address: 

• Any changes in the work scope which may affect the control of works or added high risk 

• Comments and feedback by the Client 

• Changes in technology and work methods to improve processes 

• Changes identified by continual improvement 

• Changes in legislation that requires amendments to this plan. 

The Project Manager will review this plan with the assistance of senior project staff at regular intervals 

(minimum annually or at least once within the project period). 

 

2. VENTIA HEALTH AND SAFETY MANAGEMENT SYSTEM 

2.1. Health and Safety System Overview 

The Ventia Health and Safety Management System is an integrated set of tools and resources that define 

how we manage health and safety at all levels of our business.  

The scope and content of this plan has been developed to assist in meeting requirements for effective WHS 

management, as expressed in: 

• Relevant Legislation 

• Ventia SHEQ Standards and Processes 

• Client and Contractual Requirements 

This plan will be implemented and compliance and performance monitored and reviewed through the 

broader context of the Ventia Business Management System. The interlinking of the SHEQ support systems 

shown in Figure 1 below, demonstrates the suite of systems used for managing the Safety, Health, 

Environment and Quality (SHEQ) function. 
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Figure 1 

3. IMPROVEMENT 

The Ventia SHEQ Management System has a continuous improvement mechanism embedded in its 

elements: 
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4. ELEMENTS AND EXPECTATIONS  

4.1. Elements Outline 

The HSMP is based on a set of fifteen elements that describe Ventia’s requirements for Project health and 

safety management.  

Each Element is supported by a short intent statement and a set of expectations or key outcomes to be 

delivered as part of that element.  

Element – Key aspects for managing this function of the project 

Intent – A statement describing the overall purpose of the element 

Expectation – The outcomes achieved as part of each element.  

This structure is applied consistently across all Ventia management plans. The Elements and Expectations 

are defined below. Our approach to meeting these expectations is outlined in Part B – Implementation Plan 

and key Ventia Standards and Processes related to each element are also documented.  

Responsible and contributing persons associated with each sub element are also indicated again at 

Annexure B – Health and Safety Roles and Responsibilities. 

 

ELEMENT 1. LEADERSHIP, ACCOUNTABILITY AND CULTURE 

All managers, staff, employees and contractors will actively drive health and safety performance on the 
project. 

Expectations 

1.1. H&S accountabilities, roles and responsibilities for managers, staff, employees and contractors are 
clearly defined, documented and communicated 

1.2. H&S leadership commitment is demonstrated through measureable participation in H&S 
management 

1.3. H&S expectations are clearly defined with appropriate recognition and disciplinary processes in 
place 

1.4. Line management at all levels model, promote and recognise safe behaviour 
1.5. Project management develop, provide and review the resources, training, coaching and feedback 

required to maintain a strong safety culture 

ELEMENT 2. PLANNING 

We will formally and systematically plan for safety excellence on the project 

Expectations 

2.1. Client, partner and other key stakeholder health and safety requirements relevant to the project 
have been clearly identified and addressed 

2.2. A documented HSMP which addresses the project’s risk profile has been developed and agreed in 
consultation with key stakeholders 

2.3. Adequate resources are provided to effectively implement the health and safety plan 
2.4. Project safety objectives and targets are defined 
2.5. A schedule of internal and external health and safety audits and reviews has been developed 

ELEMENT 3. LEGAL COMPLIANCE 

We will comply with all applicable safety legislation, standards and codes of practice 

Expectations 
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3.1. Legal and regulatory requirements relating to health and safety are identified and recorded on a 
register 

3.2. The operational activity program has been regularly assessed to ensure legal and regulatory 
requirements relating to health and safety are being met 

3.3. Personnel on the site have access to current versions of legislation, standards and codes of 
practice 

3.4. Changes to legislation, standards and codes of practice are incorporated into project procedures 
and practices 

ELEMENT 4. RISK MANAGEMENT 

We will use a risk management approach during all stages of the project to identify, assess and control health 
and safety risks 

Expectations 

4.1. Health and safety risks are identified and assessed at all stages of the project 
4.2. The most effective controls are selected appropriate to the level of risk 
4.3. All identified risks and controls are recorded in a risk register 
4.4. Risks and controls have been communicated to all affected personnel 
4.5. Regular inspections and observations are conducted to monitor compliance with and 

effectiveness of identified controls 
4.6. All personnel performing risk identification and assessment activities are suitably trained and 

experienced 

ELEMENT 5. CHANGE MANAGEMENT 

We will identify and manage safety risks arising from permanent and temporary changes to the project’s 
planned operations 

Expectations 

5.1. Changes to planned operations that have potential health and safety consequences are identified 
5.2. Risks associated with identified changes are assessed and controlled before changes are 

implemented 
5.3. All changes, along with their assessments and controls, are recorded 
5.4. All changes with health and safety consequences are authorised before they are implemented 
5.5. Controls associated with change are communicated to all affected personnel 

ELEMENT 6. COMMUNICATION, CONSULTATION AND HSE COMMITTEES 

We will effectively and openly communicate and consult with external and internal stakeholders to create an 
environment of trust, openness and involvement 

Expectations 

6.1. Consultative forums have been established with regular meetings scheduled, conducted, 
documented and communicated 

6.2. Health and safety representatives and HSE committee members are appropriately trained 

ELEMENT 7. TRAINING AND COMPETENCY 

We will ensure that all personnel working on the project are competent to perform their duties safely 

Expectations 

7.1. All personnel have completed appropriate project inductions containing relevant health and 
safety information before they are authorised to work on the project 

7.2. A skills matrix is developed that identifies the competencies required to complete the works 
safely 

7.3. Individuals are assessed against the project’s skills matrix to determine their specific training 
needs 

7.4. A training plan has been developed 
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7.5. Personnel have been trained and assessed according to the training plan 
7.6. Training records are maintained and accessible to relevant personnel 

ELEMENT 8. SAFE WORK SYSTEMS 

We will develop and implement safe work systems for activities that can potentially cause injury, illness or 
serious health effects 

Expectations 

8.1. Activities requiring safe works systems are identified 
8.2. Required safe work systems are adopted or developed 
8.3. Access to safe work systems is established and maintained 
8.4. Safe work systems are regularly reviewed to ensure currency 
8.5. Employees and contractors are trained in relevant safe work systems 

ELEMENT 9. SUBCONTRACTOR AND SUPPLIER RELATIONSHIPS 

We will build effective relationships with our subcontractors and suppliers to ensure they positively 
contribute to the safety of our project 

Expectations 

9.1. Selection processes ensure subcontractors and suppliers meet our minimum health and safety 
requirements 

9.2. Subcontractors and suppliers actively participate in health and safety management on the project 
  Process: Manage SHEQ Planned Inspections 
9.3. Subcontractors and suppliers are audited and reviewed to assess their performance and 

compliance with Ventia minimum health and safety requirements 

ELEMENT 10. INCIDENT MANAGEMENT 

We will effectively respond to, report, and investigate all incidents. We will take appropriate corrective and 
preventative actions and share associated lessons 

Expectations 

10.1. All incidents are followed by appropriate response and notification 
10.2. All incidents are entered and closed out in the SHEQ Ven-Safe system 
10.3. Incident investigations are conducted appropriate to the severity of the incident 
10.4. All personnel conducting incident investigations are trained to competently perform the task 
10.5. Corrective and preventative actions are taken after incidents, and lessons are shared with other 

projects 
10.6. Employees, contractors and visitors have access to medical and first aid services 
10.7. Injured personnel are actively rehabilitated 
10.8. Effective workers compensation processes are in place 
10.9. High potential and repeat incidents are regularly reviewed by the project management team 

ELEMENT 11. FITNESS, HEALTH AND HYGIENE 

We will ensure all employees and contractors working on the project are fit for duty and that risks to their 
health are assessed and controlled 

Expectations 

11.1. All personnel working on the project are fit to safely perform their duties 
11.2. Fitness for duty is assessed and managed 
11.3. Personal health and fitness is actively promoted and encouraged 
11.4. Health and hygiene risks are assessed and appropriate control measures established 

ELEMENT 12. PLANT AND EQUIPMENT 

We will ensure that all plant and equipment used on the project is safe to use and is suitable for the task 
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Expectations 

12.1. Plant and equipment requirements have been identified for all stages of the project 
12.2. Processes are implemented to assess the risks associated with plant and equipment 
12.3. The impacts of modifications made to plant and equipment are assessed 
12.4. All plant and equipment used on site is maintained, certified and recorded 
12.5. All operators using plant and equipment are appropriately licensed and verified as competent 

ELEMENT 13. EMERGENCY PLANNING AND RESPONSE 

We will actively prepare for and respond to emergencies 

Expectations 

13.1. Potential emergencies are identified using a formal risk assessment process 
13.2. Emergency response plans and procedures are developed and regularly reviewed 
13.3. Adequate resources are provided to effectively implement Emergency Response Management 

Plans and procedures 
13.4. Emergency action drills and exercises are conducted and reviewed 
13.5. Employees, contractors and visitors are given appropriate emergency response training 

ELEMENT 14. DOCUMENT AND RECORD MANAGEMENT 

We will maintain accurate documents and records relevant to our health and safety management system 

Expectations 

14.1. Current versions of all relevant documents and records are available and controlled 
14.2. Documents and records are stored in the appropriate systems 

ELEMENT 15. AUDITING, REVIEW AND IMPROVEMENT 

We will continually improve our safety systems and safety performance by monitoring and reviewing their 
effectiveness 

Expectations 

15.1. Performance trends are identified and corrective actions are taken 
15.2. Regular management reviews are conducted to determine the continuing suitability, adequacy 

and effectiveness of the health and safety management system 
15.3. Audits are undertaken to ensure compliance with the HSMP 
15.4. All audits are undertaken by suitably qualified and experienced personnel 
15.5. Processes are in place to assess the effectiveness of risk management controls 
15.6. Processes are in place to periodically review and revise health and safety documentation 

5. PROJECT OBLIGATIONS AND TARGETS 

5.1. Project Overview 

Ventia have been engaged by our client Jemena to complete the Kendall Bay Sediment Remediation Project 

in Sydney. The project is required to address significant contamination in Kendall Bay by undertaking in-situ 

remediation works and other management activities.  

Kendall Bay is a bay off the southern side of the Parramatta River, approximately 9 kilometres west of the 

Sydney CBD, and is situated between the Breakfast Point development (on the site of the former Mortlake 

Gasworks) and Cabarita Park.  

Kendall Bay is a shallow marine environment characterised by intertidal mudflats, mangroves, outcropping 

sandstone rock, a sandstone seawall and a sandy beach.  It was utilised as a marine loading and unloading 

facility for supply ships carrying coal to, and the removal of tar from, the former Mortlake Gasworks.  
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The process of gas production left the site of the former Mortlake Gasworks and the nearby Kendall Bay 

with a legacy of contamination.  

The sediments in the bay are contaminated with wastes from gasworks operations, primarily from coal 

gasification (and related processes) which occurred at the Mortlake Gasworks between 1886 and 1971, as 

well as metals and other pollutants which are at levels comparable with other parts of the Parramatta 

River.  

The sediments in the main impacted areas of Kendall Bay are black and oily and have a strong tar, 

hydrocarbon or naphthalene odour, characteristic of gasworks contamination. These sediments contain 

levels of polycyclic aromatic hydrocarbons (PAHs) and petroleum hydrocarbons (TRHs) greatly in excess of 

sediment quality guidelines. This highly contaminated sediment is present to a maximum depth of more 

than 4 m in the area in the north-west of the bay, where the coal and coke wharves were located, and to a 

maximum depth of 8 m in parts of the southern end of the bay, where a former stream had cut into the 

sandstone bedrock. Ventia have developed an innovative solution to the management of the contaminated 

sediments in Kendall Bay and look forward to working with our client Jemena to successfully remediate this 

site. 

The workplace is comprised of: 

• a Staging Site that houses facilities to facilitate the works. Containing a wharf, jetties, offices etc.; 

• Kendall Bay cove where the remediation areas and a buffer zone are located; and 

• The Breakfast Point seawall. 

Project is expected to start in September 2019 and estimated completion date is approximitly October 

2020. 

5.2. Compliance with Requirements 

The HSMP complies with: 

• AS/NZS 4804: OHS Management systems – General guidelines on principles, systems and 

supporting techniques and AS/NZS 4801: OHS Management systems – Specifications with guidance 

for use 

• Work Health & Safety Act 2011 (NSW) 

• Work Health & Safety Regulations 2017 (NSW) 

5.3. Site Security 

All boundaries except the eastern aspect of the Tennyson Road staging site is surrounded by boundary 

fencing or structures. The site is bounded to the east by the Parramatta River. The site includes a wharf and 

jetty structure that will act as the main access point for water based works. 

Ventia is responsible for the security of the Tennyson Road site once it is formally handed over from the 

client. 

Ventia will be required to maintain the perimeter boundaries and provide reasonable security measures for 

the main access points. Ventia will; 

• Ensure access to the site via the pedestrian / vehicular access gate located at the south-eastern 

extent of the site is adequately secured outside of approved working hours. This will be controlled 

via an existing gate and lock system. Within approved working hours the site is to be monitored for 
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security breaches. Ventia may choose to keep the site access gate closed and locked during work 

hours. Authorised persons will be provided a key for access during these hours. 

• Ensure access to the site via the wharf and jetty structures is adequately secured outside of 

approved working hours. This will be controlled by an existing wharf gate and lock system. Within 

approved working hours the site is to be monitored for security breaches  Ventia may choose to 

keep the site access gate closed and locked during work hours. Authorised persons will be provided 

a key for access during these hours. 

For work areas located at Kendall Bay in a marine environment, Ventia will; 

• Ensure appropriate marine naviagational controls and signs are displayed 

• Where appropriate, ensure vessels and craft are located away from environments which may 

make vessels / craft easy to board i.e adjacent to seawall or in close proximity to the beach 

• Ensure plant and equipment at these work areas are adeqeutely isolated and locked to prevent a 

security beach. 

5.4.   Principal Contractor Obligations 

Ventia will exercise the authority required to discharge its responsibilities in accordance with the principals 

outlined in the Work Health & Safety Act 2011 (NSW). 

5.5. Specific Client Expectations 

The following health and safety requirements form part of our client contract obligations for this contract: 

Client expectation 
How we will meet the 

expectation 

Contract 

4.8 Health and safety obligations 

The Contractor must ensure that: 
 

4.8.2 – all workers and the public are protected from exposure to 
Contamination while the Works are undertaken; 

Refer to Part B – Element 4 
(Risk Management) 

4.8.4 –  the Works are carried out in a manner that does not, and that the 
Contractor and its Personnel do not:  

 (b) interfere with the parking arrangements, traffic flow and pedestrian 
walkways at any land at, adjoining or in the vicinity of the Site, any Principal 
Procured Facility or any Off-Site Facility, as they exist immediately prior to the 
Initial Access Phase; 

Refer to Part B – Element 4 
(Risk Management) 

4.8.8 – all invitees, employees and contractors are fully and properly 
instructed and trained prior to accessing or using the Site, any Principal 
Procured Facility or any Off-Site Facility; 

Refer to Part B – Element 7 
(Training and Competency) 

4.8.10 – fully cooperate with, and otherwise comply with all directions given 
by, the Principal in respect of any health and safety issue, including any health 
and safety incident. 

Refer to Part B – Element 10 
(incident Management) 

4.9 Work Health and Safety  

The Contractor must: 
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4.9.1 – comply with, and ensure that its Personnel comply with, all WHS Laws 
in connection with the Site, any Principal Procured Facility, any Off-Site Facility 
and the carrying out of the Works; 

Refer to Part B – Element 3 
(Legal Compliance) 

4.9.2 – without limiting clause 4.9.1, the Contractor must comply with all WHS 
Laws, including to the extent that the Contractor is a person conducting a 
business or undertaking (including to whom any of sections 22, 23, 24, 25 or 
26 of the WHS Act applies). 

Refer to Part B – Element 3 
(Legal Compliance) 

4.9.3 – in carrying out the Works, take all possible and reasonably practicable 
steps and measures to eliminate risk to health and safety and to avoid and 
minimise the consequences of work health and safety issues; 

Refer to Part B – Element 4 
(Risk Management) 

4.9.4 – ensure that it carries out the Works in a manner which ensures that, 
and otherwise provide all required assistance to the Principal to ensure that, 
the Principal satisfies its obligations under all WHS Laws in connection with 
the Works; 

Refer to Part B – Element 3 
(Legal Compliance) 

4.9.5 – ensure that there is no unreasonable risk to health, safety and welfare 
of any persons employed in connection with the Works (whether by the 
Contractor, its Personnel or otherwise); 

Refer to Part B – Element 4 
(Risk Management) 

4.9.6 – manage risks associated with the carrying out of the Works in 
accordance with Part 3.1 of the WHS Regulation;  

Refer to Part B – Element 4 
(Risk Management) 

4.9.7 - ensure that if any Law requires:  

(a) a person to be authorised or licensed (in accordance with the WHS Act and  

WHS Regulation) to carry out any work at that workplace, that person is so  

authorised or licenced, and complies with any conditions of such  

authorisation or licence;  

(b) a person to have prescribed qualifications or experience or requires a  

person to be supervised by a person who has prescribed qualifications or  

experience (as defined in the WHS Act or WHS Regulation), that person has  

the required qualifications or experience or is so supervised; or  

(c) a workplace, plant, substance, design, or work (or class of work) to be  

authorised, registered or licensed, that workplace, plant, substance, design,  

or work is so authorised, registered or licensed; 

Refer to Part B – Element 3 
(Legal Compliance) & Element 
7 (Training and Competency) 

4.9.8 - not direct or allow a person to carry out or use plant or substances at a 
workplace unless the requirements of clause 4.9.7 are met (including any 
requirement to be authorised, licensed, qualified or supervised); 

Refer to Part B – Elements 4 
(Risk Management) & 7 
(Training and Competency) 

4.9.9 -  if requested by the Principal’s Representative or required by any WHS 
Law, produce evidence of any Approvals, registrations, prescribed 
qualifications or experience, or any other information relevant to work health 
and safety (as the case may be) to the satisfaction of the Principal’s 
Representative; and 

Refer to Part B – Element 7 
(Training and Competency) 

4.9.10 -  indemnify the Principal and its related bodies corporate against any 
Claims against, or Losses suffered or incurred by, the Principal or any of its 
related bodies corporate (as applicable) arising out of, or in any way in 
connection with, any breach by the Contractor of its obligations under this 
clause 4.9 or clause 4.10 (and or which purpose the Contractor acknowledges 
and agrees that the Principal holds the benefit of the indemnity under this 
clause 4.9.10 on trust for itself and its related bodies corporate). 

Refer to Part B – Element 3 
(Legal Compliance) 



    Health and Safety Management Plan  

US-050055-HS-MP-001 PAGE 15 OF 106  

PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED VERSION 1.0 

Project Requirements 
5.1 General Requirements 

The Contractor must carry out the Works in a manner which complies with all 
relevant Laws, requirements of Authorities and industry standards, including 
those prescribed for health and safety of employees, self-employed persons 
and the public. 

Refer to Part B – Element 3 
(Legal compliance) 

The Contractor must, in carrying out the Works, ensure the following: 

• the safety of all people and property; 

• minimisation of effects of the Works on the community; and 

• minimisation of disruption to the public. 

Refer to Part B – Element 1 
(Leadership, Accountability & 
Culture) 

The Contractor is fully responsible for the performance of its Subcontractors. 
The Contractor is responsible for ensuring the suitability of a Subcontractor 
for the work proposed to be carried out and that the work carried out meets 
the requirements of the Principal and the Contract. The Contractor must 
ensure that Subcontractors are aware of all HSE information relevant to the 
Works. 

Refer to Part B – Element 1 
(Leadership, Accountability & 
Culture) 

The WHS Plan (this plan), Safe Work Method Statements (SWMS), risk 
assessments and Emergency Response Plan (ERP) (refer to sections below) 
must be submitted to the Principal’s Representative for review in accordance 
with clause 10 of the Contract prior to commencement of the Works. 

Refer to Part B of this HSMP 

  

5.2 HEALTH AND SAFETY 

The  Contractor  must  hold  recognised  current  certification  for  health  and  safety   to  

AS/NZS  4801  and OHSAS18001. 

The Contractor must develop and submit a Project-specific WHS Plan, including: 

• Description of the Works to be carried out and the workplace itself; 

• A statement  of  responsibilities  of  person(s)  who  will  be  responsible  for  

implementing,  maintaining, supervising and monitoring the compliance with the 

WHS Plan on the Site; 

• The process for communication and consultation, including the content of the WHS 

Plan with workers on the Site, e.g. via daily pre-start meetings and weekly toolbox 

meetings; 

• List of the  Project  specific  competencies,  licences  and  training  requirements,  

including  the  details  of induction training; 

• The potential identified WHS risks of the Works and the procedures and precautions 

to be taken to manage those risks; 

• the processes  to  identify  and  manage  HSE  risk  on  the  Site  such  as  permit  to  

work  system,  site  risk assessment and SWMS; 

• occupational health and hygiene issues and requirements; 

• Site induction; 

• access and visitor control; 

• traffic management; 

• first aid, emergency response, etc.; 

• The methods to manage risks associated with the high-risk activities; 

• managing risks associated with working on water; 

• managing risks associated with handling, use, storage and transport or disposal of 

hazardous chemicals and Contaminatedmaterial; 

• managing risks associated with airborne contaminants; 

• managing risks associated with hazardous atmospheres, including ignition sources; 

• managing the physical working environment;   

• the monitoring process to ensure compliance with the WHS Plan; and 
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Other items detailed below.The  Contractor  must  conduct  risk  assessments  and  prepare  

and  submit  for  review  by the  Principal’s Representativein accordance with clause 10 of the 

Conditions of Contract, prior to any Work commencing on the Site, detailed site-specific Safety 

Health Environment Work Method Statements (SHEWMS) for all tasks, giving full details of the 

materials, plant and operations, the Contractor intends to adopt for the Works. 

The Principal has conducted a preliminary hazard analysis and a copy is attached to these 

Project Requirements to guide the Contractor in the preparation of the above documents. 

The Contractor must provide details of how the Contractor and Subcontractors will be managed 

and monitored, including the arrangement to ensure their compliance with the Project HSE 

plan.  

The Contractor must implement, and pay all costs for, a safe system of work which complies 

with the following of the Principal’s policies and procedure: 

• health and safety policy; 

• fitness for work drug and alcohol policy; and 

• fatigue management procedure 

 

The Contractor is responsible for and must allow for: 

• ensuring all workers encourage and promote Incident and Injury Free (IIF) initiatives 

on the Project and actively  participate  in  improving  work  practices  on  the  Site,  

including  developing  and  implementing  a reward and recognition program, 

incorporating IIF initiatives/strategies; 

• all workers to be inducted into the HSE Management systems, SHEWMS and other 

relevant documents prior to the commencement of work on the Site; 

• workers to complete a Project specific induction prior to starting any of the Workson 

the Site; 

• completing  all  necessary  pre-commencement  training  required  for  specific  work  

activities  prior  to commencing the Works; 

• a minimum of one person per marine-based and land-based operation trained in First 

Aid and any first aid personnel must have available transport during the Works; 

• a competent and appropriately qualified full-time supervisor at all times during 

operations. These person(s) must be wholly committed to the Project for the full 

duration of the Works;  

• the provision of an organisational chart for the Project for review and approval by the 

Principal; 

• all workers on the Site to complete a recognised industry occupational health and 

safety induction and any other relevant qualifications prior to commencement on the 

Site; 

• a  suitably  experienced  and  qualified  HSE  representative  on  the  Site  at  all  times  

during RemediationWorks.  

 

 

The HSE representative must have support from a COH during the delivery of the Project; 

• daily pre-start meetings to be conducted prior to the commencement of work each 

morning. Records of pre-starts must  be  sent  to the  Principaldaily. The  Principalmay  

attend  pre-starts  at  its  discretion.  It  is mandatory  that  all  personnel,  including  

Subcontractors,  attend  the  pre-start  meeting. Where  personnel are unable to 

attend this pre-start meeting, they must be made aware of the items covered at the 

pre-start meeting prior to commencing work on the Site; 

• a weekly HSE site inspection (to be completed by the Contractor and submitted to the 

Principal);[7052226: 20289912_2]HEALTH, SAFETY AND 

ENVIRONMENT52Confidential—3 November 2017 ©Jemena Limited 

• PPE  provided  and  worn  by  all  on-site  workers,  including  PPE  for  visitors  to  the  

Project.  Mandatory (minimum)  PPE  for  the  Project  consists  of;  hard  hats,  steel-

capped  safety  boots,  high-visibility clothing/vest, long pants, long-sleeved shirts, 

task appropriate safety glasses and task appropriate gloves for use at all times. All 

persons entering a marine work area must also wear a Personal Flotation Device 

(PFD); 

• completion of all administration, plant registers, electrical registers, site diaries, tool-

box talks and daily personnel registers and safety checklists; 
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• protection and safety devices, including signage, protective barriers and access ways 

required to complete the Works in accordance with the relevant SHEWMS and 

provide  afe  access  to  the  work  areas.  All exclusion zones and plant operating 

areas must be delineated by physical barrier separation; 

• the registration of all plant and equipment in accordance with SafeWork NSW 

requirements. All plant and equipment  must  be  registered,  including  up  to  date  

plant  inspection  checklists.  The checklist must  e completed by a competent person 

prior to operating. All plant operators must complete and pass a site-specific 

verification of competency completed by a competent person. An operator 

competency register must be maintained by the Contractor throughout the Project; 

• compliance with all hazardous substances storage requirements in accordance with 

all Laws, standards and EPA requirements. This includes appropriate container 

storage, bunds, provision of fire equipment etc; 

• ladders to only be used for access, not completing the Works; 

• ensuring that all electrical tools are in good working condition and are tagged and 

tested in accordance with relevant Laws and codes of practise; 

• consideration of  implementation  of  elimination,  substitution  and  engineering  

safety  controls  over administrative and PPE safety controls; 

• implementation of a physical barrier or other engineering control to protect workers 

in all areas (including marine areas) where people are required to interact with plant 

(i.e. elimination and substitution control not possible); and 

• inspection of all plant by a suitably qualified person prior to being mobilised to the 

Site. 

 

5.3 WORK PERMITS 

 

The Contractor must establish a permit to work system prior to commencing work for the 

following as a minimum: 

• marine Works; 

• Excavation and penetration; 

• hot Works; 

• confined space; 

• working at heights; and 

• isolating energised systems 

 

5.5 ITEMS NOT PERMITTED ON THE PROJECT 

 

The following items are not permitted on the Site: 

• illicit drugs; 

• offensive material; 

• firearms or other weapons; 

• metal crowbars of any type; 

• hammers with a head weight of 5 pounds (2.25 kg) or greater fitted with ‘hardened’ 

heads, and, hammers with a head weight greater than 20 pounds (9 kg); 

• portable grinders without ‘dead-man’ switches; 

• portable grinders 7 inches and greater; 

• in-ear/over-ear audio devices (when operating plant or equipment); 

• sabre saw/reciprocating saw; 

• ratchet type vehicle support stands; 

• lifting hooks without safety catches; 

• non screw type karabiners; 

• lever action load binders; 

• chains and/or lifting devices for towing or pulling purposes; 

• obelix lifting clutches; 

• octopus “Ockey” straps; 

• double adaptors; 

• electrical plug tops without insulated pins and clear casing 

• all-terrain vehicles; 

• non-rated or modified “D” or bow shackles; 

• ‘Stanley’ type knives without auto-retracting blades; 
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• generators not fitted with a Residual Current Device (RCD) unit; 

• welders without voltage reduction devices; 

• Oxy/Acetylene systems not fitted with flash back arrestors to both the hand piece and 

cylinder; 

• magnetic (base) electric drill without automatic cut-out capability; and 

• power boards unless fitted with built in RCD and overload protection. 

 

5.6 WHS ACT LICENCE AND CERTIFICATE REQUIREMENTS 

 

The Contractor must ensure that all workers on the Site have in their possession at all times 

their construction induction cards and any required high-risk work licences and must maintain a 

register of the details. 

 

5.8 ENVIRONMENT 

 

The Contractor must hold a current certificate for Environment to ISO14001.The Contractor 

must, as a minimum: 

• adhere to the commitments in the attached Jemena Environmental Policy; 

• ensure that all reasonably practicable measures are taken to ensure actual or likely 

environmental harm is minimised or prevented;  

• ensure compliance with the RAP and environmental Laws; 

• provide  an  RWEMP  showing  how  the  Contractor  will  meet  these  requirements  

and  satisfy  the requirements in sections 3.6 and 4.2.3 and deal with other Project 

environmental issues; 

• ensure compliance with the EPA, City of Canada Bay and other site-specific 

requirements for all aspects of the Works, including but not limited to odour, noise, 

dust, vibration and traffic control; 

• conduct a weekly HSE site inspection (to be completed by the Contractor and 

submitted to the Principal) 

• ensure all  haulage  vehicles  containing  waste  materials  leaving  the  site  do  so  in  

a  condition  that  is in accordance with the Site EMP, EPA requirements and any 

other Site rules. All vehicles carrying waste materials must be inspected before 

leaving the Site; and 

• submit, whenever requested by the Principal, a completed National Greenhouse and 

Energy Reporting Scheme (NGERs) reporting template, with all relevant supporting 

information (i.e. receipts/tax invoices for fuel, gas, waste etc.) to verify the figures 

submitted. 

 

5.6. Performance Targets 

Corporate objectives and targets are reported in monthly workplace SHEQ reports. Specific objectives and 

targets are set by the Project Manager to meet corporate, legislative and contractual requirements.  

These include specific performance criteria whether planning, monitoring, inspecting, maintaining, 

supporting or performance feedback, human resources etc.  

Each month the Project will prepare a written report with regards to Lead and Lag Indicators to ensure 

compliance with corporate objectives and targets. This includes information on: 

• Incidents 

• Audits 

• SHEQ Lead, Engage, Analyse & Discuss observations (LEADs). i.e. safety, health and environment 

records including: 

o hours worked 
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o medical treatment injuries and lost time injuries and their frequency rates 

o incident inverstigation reports; and 

o environment and health monitoring reports etc. 

• Leadership Walk & Talks (LWTs) 

The project has set the following health and safety performance targets: 

Lead Indicators 

• 100% of corrective actions closed out within designated timeframe 

• 95% of hazard reports closed out within one week 

• All planned SHEQ training, inductions, verification of competencies (VOC), and Lead, Engage, 

Analyse Discuss (LEAD) observations are completed by due dates 

• Minimum of 50% actions raised are from lead indicators 

• Minimum of 90% compliance score for Ventia programmed safety audits 

• Minimum of 90% compliance score for Ventia subcontractor safety audits 

Lag Indicators 

• Zero lost time injuries 

• No high potential incidents 

• Recordable injury frequency rate <4 

• All incidents are reported within the designated time period relevant to the event 

severity/classification and recorded into the SHEQ Ven-Safe reporting database within 48 hours 

6. HIGH RISK ACTIVITIES 

The Kendall Bay safety risks, including high risk work, will be identified and managed through the 

implementation of the project’s risk management processes as described in Element 4 (Risk Management) 

and Ventia’s risk management processes. 

For this contract, the following high-risk work activities have been identified through project planning, 

legislative requirements and the risk management process: 

• People and plant interaction 

• Excavation operations 

• Working at heights 

• Exposure to energy sources (mechanical, electrical, pressurised works) 

• Lifting operations 

• Working with contaminated materials  

• Working on or near water 

• Diving Works 
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• Working in Confined Space 

All safety risks, including high risk activities, will be managed by the application of existing Safe Work 

Systems (SWS), Safe Health Environment Work Method Statements (SHEWMS) and/or Project Safe 

Operating Procedures (SOPs). Refer to Element 8 - Safe Work Systems. 

Applicable Ventia Business Processes are included at the end of this plan. 

A summary overview of how each identified high-risk work activity will be managed is also provided in Part 

C of this plan. Hazards and risk controls associated with each identified high-risk work activity will be 

documented in risk assessments and communicated to all relevant persons. 
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PART B – IMPLEMENTATION 

ELEMENT 1. LEADERSHIP, ACCOUNTABILITY AND CULTURE 

All managers, staff, employees and contractors will actively drive health and safety performance on the project. 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

1.1. H&S 

accountabilities, 

roles and 

responsibilities for 

managers, staff, 

employees and 

contractors are 

clearly defined, 

documented and 

communicated 

Standard: Leadership and 

Commitment 

Process: Demonstrate 

Project Leadership 

Process: Define Project 

Roles Responsibilities and 

Tasks  

Process: SHEQ 

Performance Reporting 

Guideline: Leadership 

Accountability and H&S 

Culture 

Roles and responsibilities 

H&S roles and responsibilities will be identified and incorporated into position descriptions.  

H&S responsibilities are identified in Annexure B as part of the Project’s approved HSMP. 

The Kendall Bay Sediment Remediation Project will be allocated overall responsibility for H&S, 

including reporting on the SHEQ management system to the Business Unit or Senior 

Management. 

Project Manager 

SHEQ Advisor 

Engineer 

Signed Position 

descriptions 

H&S roles and 

responsibility 

appointment letters 

Approved subcontractor 

management plans  

Organisational Chart 

1.2.  H&S leadership 

commitment is 

demonstrated 

through measurable 

participation in H&S 

management 

Standard: Leadership and 

Commitment 

Procedure: WHS 

Responsibilities 

Accountabilities 

Process: Demonstrate 

Project Leadership 

Process: SHEQ 

Performance Reporting 

Process: Leadership Walk 

and Talk  

Process: Site 

Communication 

Participation and measurement 

Participation in safety management activities such as inspections, observations and 

communication forums will be measured using the SHEQ VenSafe system and project HSE 

activity scheduler. 

Lead and lag indicators for the project are developed, see Part A – section 5.4 and reviewed 

monthly as part of Project management meetings – refer element 6. 

The Project team, including senior managers, will participate in inspections, observations, 

communication forums and leadership training, consistent with the Ventia SHEQ Culture and 

Core Values. 

A health and safety management plan (HSMP) will be developed in consultation with relevant 

stakeholders, and approved and reviewed annually or at least once within the project period – 

refer element 2.2. 

Ventia Senior 

Management  

Project Manager  

Site Superintendent  

Engineer 

HSE Activity Scheduler 

Project monthly reports 

SHEQ Ven-Safe system  

Project team meeting 

minutes 

Toolbox talks 

Leadership Walk & Talk’s 

(LWTs) 

Incident investigations 

Hazard Report Cards 

https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1047
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https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf6aae5d-170a-4e02-abc3-637a378a68d7
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Process: Communications 

Process 

Guideline: Leadership 

Accountability and H&S 

Culture 

Ventia senior management will participate in Leadership Walk and Talks. 

Supervisors will be personally involved in incident and near-miss investigations. 

1.3. H&S expectations 

are clearly defined 

with appropriate 

recognition and 

disciplinary 

processes in place 

Standard: Leadership and 

Commitment 

Process: Demonstrate 

Project Leadership 

Process: Create and 

Maintain a Positive Culture 

Process: Behavioural 

Safety Improvement 

Policy: Performance 

Management & Discipline  

Process: Conduct a 

Performance Review 

Process: Manage Poor 

Performance 

Guideline: Leadership 

Accountability and H&S 

Culture 

Golden Rules & Site Rules 

Safety, Health, Environment and Quality Policy 

The Ventia SHEQ Policy and Values will be prominently displayed and communicated at the 

project site. 

Personal safety KPIs 

Expected leadership behaviours are included in position descriptions and reviewed as part of 

the Ventia performance review process requirements. 

Site safety rules 

Golden rules and site safety rules will be developed and communicated. It is required that 

everyone: 

• Is mindful of health and safety risks and how they are being managed 

• Follows rules, including SHEQ procedures 

• Gets involved in health and safety discussions and initiatives 

• Speak up and report hazards or incidents 

Fair and just culture 

Errors or violations of the site rules and requirements should have clear consequences. A 

recognition scheme for SHEQ excellence shall be implemented to recognise and acknowledge 

positive SHEQ performance. 

Project Manager 

SHEQ Advisor 

Superintendent 

SHEQ Policy on notice 

boards 

Golden rules 

PDRs 

Reward and recognition 

program 

Ventia Bullying and 

Harassment Policy 

Ventia Code of Conduct 

1.4.  Line management 

at all levels model, 

promote and 

recognise safe 

behaviour 

Standard: Leadership and 

Commitment 

Procedure: WHS 

Responsibilities 

Accountabilities 

Process: Demonstrate 

Project Leadership 

Health and safety leadership 

The Project Leadership Team will model and promote safe behaviour, and embed the SHEQ 

Culture and Ventia Values throughout the lifespan of the project. 

Managers will visibly demonstrate and model the behaviours. These behaviours involve: 

• Setting high standard for SHEQ performance 

• Communicating openly 

• Confronting health and safety risk 

Project Manager 

Superintendent 

Engineers 

LEADs 

LWTs 

HSE activity schedule 

Toolbox talk 

Project team meetings 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf6aae5d-170a-4e02-abc3-637a378a68d7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf6aae5d-170a-4e02-abc3-637a378a68d7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/49bcddfc-5956-4496-b882-b5eb04054ca2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/49bcddfc-5956-4496-b882-b5eb04054ca2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/906b1024-2c70-4bef-9c7c-ddbdede9da15
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/906b1024-2c70-4bef-9c7c-ddbdede9da15
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=obKi4%2b8uNPKwHvw%2ffq6ugEFy%2bYXg6U5Ju6fpGtzuGTQ%3d&docid=2_1af925c8f1d6b4ce5a057a9ee6e502744&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=obKi4%2b8uNPKwHvw%2ffq6ugEFy%2bYXg6U5Ju6fpGtzuGTQ%3d&docid=2_1af925c8f1d6b4ce5a057a9ee6e502744&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/179373a5-2b50-4462-b08f-217a1f28ebe9
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/179373a5-2b50-4462-b08f-217a1f28ebe9
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/dca3b849-00bb-4bc9-865d-25d285388349
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/dca3b849-00bb-4bc9-865d-25d285388349
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BD4E9FB2C-143B-43A8-B376-2276AA8DCF7D%7D&file=US-059090-HS-LIB-001%20Golden%20Site%20Safety%20Rules.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/US0000/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1E63727D-33C6-494B-8FE2-BB55277C5395%7D&file=US-039090-HS-PR-033%20WHS%20Responsibilities%20Accountabilities.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf6aae5d-170a-4e02-abc3-637a378a68d7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf6aae5d-170a-4e02-abc3-637a378a68d7
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Process: Create and 

Maintain a Positive Culture 

Process: Leadership Walk 

and Talk 

Guideline: Leadership 

Accountability and H&S 

Culture 

• Improving the workplace through health and safety discussions and implementation 

of initiatives 

1.5.  Project 

management 

develop, provide 

and review the 

resources, training, 

coaching and 

feedback required 

to maintain a strong 

safety culture 

Standard: Leadership and 

Commitment 

Process: Define Project 

Roles Responsibilities and 

Tasks 

Process: SHEQ 

Performance Reporting 

Process: Conduct Project 

Meetings 

Process: Identify Training 

Requirements 

Guideline: Training Plan 

Health and safety resources 

The Kendall Bay Sediment Remediation Project will identify and make available appropriate 

resources to ensure SHEQ performance targets can be achieved including compliance with all 

relevant legislation and requirements. Relevant H&S training and coaching will be identified 

and provided to staff. 

Feedback 

Monthly health and safety performance reports will be submitted to the client when and in a 

format agreed with the client. (Refer to Element 15.1) 

Health and safety performance will be reviewed fortnightly at the Project’s Management Team 

Meeting. (Refer to Expectation 6.1 and 15.1). 

Project Manager 

Superintendent 

Project training matrix 

Training records 

(Advance) 

Monthly H&S 

performance reports 

Project team meeting 

minutes 

SHEQ Ven-Safe system 

  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/49bcddfc-5956-4496-b882-b5eb04054ca2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/49bcddfc-5956-4496-b882-b5eb04054ca2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f7014316-3de5-4371-9c72-3f0dffd64733
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f7014316-3de5-4371-9c72-3f0dffd64733
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/19e9b85e-1646-4ae3-ae7e-c299ddd15214
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/1eee0a11-0681-415e-bdbe-cdc9cd32d52e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/1eee0a11-0681-415e-bdbe-cdc9cd32d52e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
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ELEMENT 2. PLANNING  

We will formally and systematically plan for safety excellence on the project 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

2.1. Client, partner and 

other key 

stakeholder health 

and safety 

requirements 

relevant to the 

project have been 

clearly identified 

and addressed 

Process: Manage Client 

Requirements and Project 

Performance 

Ventia Compliance 

Framework 

Process: SHEQ Legal 

Requirements 

Process: Identify and 

Manage Project 

Requirements 

Key requirements 

Client and other stakeholder requirements will be included in Part A section 5.2 and 5.3 of 

this HSMP. 

A register of relevant legislative and Client H&S requirements and obligations will be 

maintained and accessible. 

All personnel demonstrate due diligence when performing their duties, which includes: 

• Understanding and complying with duties set out in WHS and environmental 

legislation 

• Identifying H&S risks in the workplace 

• Managing risks through a properly functioning and documented H&S management 

system 

• Behaving in a consistently good manner, i.e. a model for the workplace 

• Maintaining records of meetings or relevant conversations, i.e. minutes or diary 

notes 

• Consistently and promptly following up on the results of inspections and audits to 

ensure actions are closed out in a timely manner 

Project Manager  

SHEQ Advisor 

All Project Personnel 

 

Legislation register 

Project induction 

Ven-Law 

HSE Legislation Register 

Department of Planning & 

Environment - Compliance 

Monitoring and Reporting 

Program 

2.2. A documented 

HSMP which 

addresses the 

project’s risk profile 

has been developed 

and agreed in 

consultation with 

key stakeholders 

Standard:  Hazard 

Identification and Risk 

Assessment and Control 

Process: Develop/Update 

Project Management Plans 

Process: Risk and 

Opportunity Assessment 

Process: SHEQ Risk 

Assessment 

Health and safety management plan 

A HSMP is developed in consultation with relevant persons and approved by the Kendall Bay 

Sediment Remediation Project and BU SHEQ Manager. 

The Project Manager has assigned and communicated responsibility for H&S management in 

the workplace as detailed in the HSMP. 

A project risk register (refer Element 4), covering all project activities will be established and 

effective control measures will be identified. High-risk activities identified for this project are 

included at Section 6 of the HSMP. 

BU SHEQ Manager 

Project Manager 

Superintendent 

SHEQ Advisor 

Engineers 

Project risk register 

SHEWMS 

SOPs 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7B39E45F12-DD58-4AD7-8FD1-89FE7C4B3385%7D&file=SHEQ%20Hazard%20Identification%20and%20Risk%20Assessment%20and%20Control.doc&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7B39E45F12-DD58-4AD7-8FD1-89FE7C4B3385%7D&file=SHEQ%20Hazard%20Identification%20and%20Risk%20Assessment%20and%20Control.doc&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7B39E45F12-DD58-4AD7-8FD1-89FE7C4B3385%7D&file=SHEQ%20Hazard%20Identification%20and%20Risk%20Assessment%20and%20Control.doc&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5ecdd428-1014-45e6-9d57-79f2de58abf4
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5ecdd428-1014-45e6-9d57-79f2de58abf4
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B8024808F-A58E-4479-9849-3C16B7E56F0E%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B8024808F-A58E-4479-9849-3C16B7E56F0E%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

2.3.  Adequate 

resources are 

provided to 

effectively 

implement the 

health and safety 

plan 

Process: Source Project 

People and On Boarding 

Process: Learning & 

Development 

Process: Identify Training 

Requirements 

Process: Identify and 

Manage Project 

Requirements 

Process: Plan Work 

Guideline: Training Plan 

Health and safety resources 

The Project Manager will regularly review resources to ensure the requirements of the HSMP 

are effectively met.  

The review should be conducted during each stage of the work. Reviews should identify any 

new or unforeseen workforce requirements for additional training/up skilling of workers. 

Project Manager 

BU SHEQ Manager 

SHEQ Advisor 

 

Skills matrix 

Training records 

H&S performance reports 

Project team meeting 

minutes 

2.4.  Project safety 

objectives and 

targets are defined 

Standard: SHEQ Leadership 

and Commitment 

Process: SHEQ Objectives 

and Improvement Planning 

Process: SHEQ 

Performance Reporting 

Guideline: HSE Activities 

and Lead Indicators 

Objectives and targets 

Lead and lag H&S performance targets are included in Part A section 5.4 of the HSMP and are 

communicated to managers and supervisors. Compliance with these targets will be reviewed 

at least monthly via the HSE activity schedule and/or Ven-Safe. 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Lead and lag indicators in 

HSMP 

H&S performance reports 

Project team meeting 

minutes 

HSE activity schedule 

SHEQ Ven-Safe system 

Project Monthly Report 

2.5.  A schedule of 

internal and 

external health and 

safety audits and 

reviews has been 

developed 

Process: Manage Audit 

Program and Resources 

Process: Conduct 

Assurance Audit 

Process: Management 

System Review 

Guideline: HSE Activities 

and Lead Indicators 

Audits and reviews 

A schedule of audits and reviews will be developed appropriate to the level of risk and the 

schedule will be maintained, refer Element 15 

Project Manager 

BU SHEQ Manager 

Utility Services –SHEQ 

audit schedule 

HSE activity schedule 

SHEQ Ven-Safe system 

H&S performance reports 
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5b9e7976-dffe-4275-b85f-595be2d85064
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2833dcbd-1231-462b-b5a0-6267e856f3ce
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/0cfb7ce6-b6ce-4e24-9c69-119655104f95
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/0cfb7ce6-b6ce-4e24-9c69-119655104f95
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f384cf4f-acca-46d4-a47a-1dc80fc4ae0d
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f384cf4f-acca-46d4-a47a-1dc80fc4ae0d
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
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ELEMENT 3. LEGAL COMPLIANCE 

We will comply with all applicable safety legislation, standards and codes of practice 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

3.1. Legal and regulatory 

requirements 

relating to health 

and safety are 

identified and 

recorded on a 

register 

Ventia Compliance 

Framework 

Process: SHEQ Legal 

Requirements 

Process: Manage Client 

Requirements and Project 

Performance 

Process: Site 

Communication 

Process: Communications 

Process 

Guideline: HSE 

Communication and 

Consultation 

Legislative requirements 

Legislative requirements are included in Part A Section 5.1 of the HSMP. 

A register of relevant legislative, standards, codes of practice and client H&S requirements will 

be maintained for the Project. 

The Group and BU SHEQ Managers will utilise Ven-Law to keep informed of relevant legislative 

changes. Monthly legislative updates will be issued to the Project and the legislation register 

will be updated accordingly.   

The Project Management Plans, Project Risk Register, SHEWMS and Procedures applicable to 

the scope of works, will be updated to reflect the requirements of current applicable 

legislation, standards and other requirements relevant to health & safety. 

Changes to legislation relevant to project works will be communicated at pre-start meetings or 

toolbox talks, and updates will be placed on SHEQ noticeboards. 

BU SHEQ Manager 

Project Manager 

Site Superintendent 

Engineers 

Project legislation 

register 

Updates from Group 

SHEQ 

Pre-Start meeting 

minutes 

Toolbox talks 

Project inductions 

SHEQ noticeboard 

HSE activity schedule 

Project risk register, 

SHEWMS and SOPs 

3.2. The operational 

activity program has 

been regularly 

assessed to ensure 

legal and regulatory 

requirements 

relating to health 

and safety are being 

met 

Ventia Compliance 

Framework 

Process: SHEQ Legal 

Requirements 

Process: Conduct 

Assurance Audit 

Process: Manage SHEQ 

Planned Inspections 

Process: SHEQ Incident 

Management 

Guideline: HSE Activities 

and Lead Indicators 

Legislative compliance 

Scheduled reviews of workplace compliance must be conducted and recorded, which includes: 

• Audits (internal, external and subcontractor) 

• Inspections (internal, external and subcontractor) 

• Document and record reviews, etc. 

The legislation register will be reviewed on a monthly basis. HSE activities including audits, 

inspections and document reviews will ensure legal and regulatory requirements are being 

met.  

Reviews will be tracked via the Project’s HSE activity schedule and changes reported at Project 

team meetings.   

Where identified, legislative non-compliances and procedural breaches will be reported, 

investigated and recorded as an incident in the SHEQ Ven-Safe system & corrective actions will 

be assigned and tracked to completion. 

BU SHEQ Manager 

Project Manager 

Site Superintendent 

 

Project Audit Reports 

LEADs 

Worksite inspection 

records 

Document reviews 

HSE activity schedule 

Project team meeting 

minutes 

SHEQ Ven-Safe system 

https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Ventia%20Compliance%20Framework.pdf
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Ventia%20Compliance%20Framework.pdf
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/16e2169d-7498-4186-b503-a834e86b4dc7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Ventia%20Compliance%20Framework.pdf
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Ventia%20Compliance%20Framework.pdf
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BBA13A292-4AF8-430B-88D4-6563972C99AE%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BBA13A292-4AF8-430B-88D4-6563972C99AE%7D
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default


   Health and Safety Management Plan  

 

US-050055-HS-MP-001 PAGE 27 OF 106      

PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

3.3.  Personnel on the 

site have access to 

current versions of 

legislation, 

standards and 

codes of practice 

Process: SHEQ Legal 

Requirements  

Process: Site 

Communication 

Process: Communications 

Process 

Process: Deliver Site 

Project Induction Package 

 Awareness and accessibility 

Personnel will have access to current Health and Safety Acts, Regulations, Australian Standards, 

Codes of Practice and other documentation relevant to health and safety via the Ventia 

Business Management System (Ven-Standards & Ven-Law) and electronically in the Project’s 

VenDocs site.  

Updates to applicable safety legislation, standards and codes of practice will be communicated 

to the workforce in pre-start meetings or toolbox talks and placed on the SHEQ noticeboard 

(refer Element 6). 

BU SHEQ Manager 

Project Manager 

Site Superintendent 

 

Pre-Start meeting 

minutes 

Toolbox talks 

Project inductions 

SHEQ noticeboard 

Inductions 

SHEQ library resources 

3.4.  Changes to 

legislation, 

standards and 

codes of practice 

are incorporated 

into project 

procedures and 

practices 

Process: SHEQ Legal 

Requirements 

Process: Communications 

Process 

Process: Site 

Communication 

Process: Develop/Update 

Project Management Plans 

Process: SHEQ Risk 

Assessment 

Guideline: HSE 

Communication and 

Consultation 

Changes to legislation 

Legislative updates received from Group SHEQ will be regularly reviewed for relevance. The 

legislation register will be updated to reflect any changes that have been identified.  Project 

management plans, project risk register, procedures, SHEWMS and work practices will be 

updated accordingly to reflect changes. All affected personnel will be informed in a timely 

manner. Changes to procedures and SHEWMS, to reflect the new requirements, will be 

communicated via the Project’s pre-start meetings or toolbox talks. 

BU SHEQ Manager 

 

Updated legislation 

register 

Document reviews 

SHEWMS reviews 

Pre-Start meeting 

minutes 

Toolbox talks 

Project inductions 

SHEQ noticeboard 

 

  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7396030-133d-4f60-aa07-df86225ebf7a
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5ecdd428-1014-45e6-9d57-79f2de58abf4
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5ecdd428-1014-45e6-9d57-79f2de58abf4
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
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ELEMENT 4. RISK MANAGEMENT 

We will use a risk management approach during all stages of the project to identify, assess and control health and safety risks 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

4.1. Health and safety 

risks are identified 

and assessed at all 

stages of the project 

Standard: Risk & 

Opportunity Management 

Framework 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Activity and 

Task Based Risk 

Assessment 

Process: Manage Project 

Service Delivery Risk 

Process: Identify Interface 

Risks 

Process: Permit Control 

Start Card 

Identifying and assessing H&S risks 

The Project will identify and assess all health and safety risks in accordance with Ventia’s Risk and 

Opportunity Management Framework, SHEQ Hazard Identification and Risk Assessment and 

Control, and Manage Project Service Delivery Risk Processes. 

The Project Manager will conduct a risk workshop at Project start-up to identify critical risks 

associated with the Project and ensure all control measures are adequately documented in the 

HSMP.  

Each critical high-risk activity must be assessed, managed and recorded in the Project’s Risk 

Register. Risks identified in the Project Risk Register cannot have administrative controls or 

personal protective equipment selected as the principal control measure, except under 

exceptional circumstances, which must be approved in writing by the Project Manager. 

Detailed design reviews throughout the life cycle of the project (e.g. HAZOPs / CHAIRS) will be 

conducted to identify, evaluate and control hazards and potential high-risk activities within each 

Work Area. Risks identified from the HAZOP / CHAIR studies will be included in the project risk 

register and shall be documented in the relevant Work Packs to ensure adequate assessment and 

control methods are addressed and established (through SHEWMS SOPs, etc.) when executing 

the intended work. 

Work-activity risk control tools also include: 

• Safe work systems to address specific high-risk activities (also included in work packs) 

• SOPs for a routine set of tasks that have been assessed for their risks  

• SHEWMS developed in consultation and involvement with the workers doing the task 

to ensure hazards are identified and controlled in the field 

• START cards, which includes the authority to work system, must be signed and 

completed by the work group and signed and reviewed by the supervisor prior to 

undertaking work 

• Plant risk assessments 

• Permit to work 

Project Manager 

SHEQ Advisor 

CHAIR/HAZOP Facilitator 

Superintendent 

Engineers 

Project risk 

workshop 

Project risk register 

HAZOPs / CHAIRS 

Work packs 

SOPs 

SHEWMS register 

SHEWMS 

Start Cards 

Permit to work 

Project SHEWMS 

Template  

Hazard Reports 

HSE activity schedule 

https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=NieNmo%2fhRV43SN7GdZW%2fYmw51dicu5mt6S2%2fwikLyTE%3d&docid=2_13f279a10221243c4b292f9ef92c95392&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=NieNmo%2fhRV43SN7GdZW%2fYmw51dicu5mt6S2%2fwikLyTE%3d&docid=2_13f279a10221243c4b292f9ef92c95392&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=NieNmo%2fhRV43SN7GdZW%2fYmw51dicu5mt6S2%2fwikLyTE%3d&docid=2_13f279a10221243c4b292f9ef92c95392&rev=1
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• Hazard Identification (i.e. hazard reporting, workplace inspections, near-miss incidents, 

behavioural observations) 

• Chemical risk assessments 

4.2. The most effective 

controls are 

selected 

appropriate to the 

level of risk 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Activity and 

Task Based Risk 

Assessment 

Process: Manage Project 

Service Delivery Risk 

Process: Manage 

Exceptions to the High Risk 

Documentation and 

Business Processes 

Guideline: Safe Systems of 

Work 

Establish controls 

Project Safe Work Systems with application on the Project are: 

• Electrical safety 

• Excavation and trenching 

• Performing mechanical lifting operations 

• Vehicles and mobile equipment 

• Working in and around live traffic 

• Working on and around live services 

• Working with hazardous energies 

• Working on or near water 

The level of controls that will be implemented are based on the Hierarchy of Control and will be 

consistent with the relevant requirements outlined in the legislation, codes of practice, and 

Australian standards.  

The Engineer will ensure that all persons involved in critical risk activities are:  

• Consulted and provided with an opportunity to comment on the proposed system of 

work  

• Have received instruction in the Work Pack and SHEWMS 

• Have been trained and are deemed competent to undertake the work 

• Understand the risks and controls 

Project SHEWMS are based on the application of the hierarchy of controls and focus on the 

elimination, substitution/isolation and engineering out of risk. Applicable legislation, Codes of 

Practice, Australian Standards, Procedures and SOPs will be consulted and referenced in the 

SHEWMS. 

Assessing controls 

The Project team will review the Project’s Top 3 Critical Risks each month for the purpose of: 

Project Manager 

Superintendent 

SHEQ Advisor 

Engineers 

Work packs 

SHEWMS register 

SOPs 

SHEWMS 

Project Top 3 Risks 

Start Cards 

HSE activity schedule 

Project team 

meeting minutes 

H&S performance 

reports 
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• Identifying and assessing controls for upcoming high-risk work activities (with a primary 

focus on health, safety and environmental risks) 

• Monitoring and verifying the effectiveness of the current risk controls 

• Ensuring detailed planning for high risk activities and controls is a focus within the 

forward planning schedules  

• Evaluating the hierarchy of controls to reduce the risk to as low as reasonably 

practicable using elimination, substitution/isolation and engineering solutions 

Risk must be approved by an accountable level of management as per the Risk Ranking Response 

Obligations Table within the Ventia SHEQ Hazard Identification and Risk Assessment and Control 

Standard.  

Escalation of risk 

A work activity / task is not to proceed if the formal risk assessment (e.g. SHEWMS) has identified 

the following: 

• The risk is classified from 23-25 (EXTREME) on the Risk Matrix and the General Manager 

has not granted approval 

• The risk is classified from 17-22 (VERY HIGH) and the Project Manager or delegate has 

not granted approval  

• The risk is classified from 12-16 (HIGH) and the Site Supervisor has not granted approval   

• The risk is classified from 8-11 (MODERATE) and the Site Supervisor has not granted 

approval, and where; 

• Consensus is not reached in the consultation phase of SHEWMS development/review in 

relation to risk values or controls required/options. 

In such cases where the SHEWMS does not meet the required criteria, the Project Manager will 

be informed. Work is not to proceed until amendments have been authorised by the Project 

Manager or authorised delegate. 

 

4.3. All identified risks 

and controls are 

recorded in a risk 

register 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Risk register 

A project risk register will be established for the Project. Key risks identified from the risk 

workshop (at Project start-up) shall be propagated into the risk register including risks identified 

from the HAZOP / CHAIR studies.  

BU SHEQ Manager 

Project Manager 

Superintendent 

Project risk register 

Project Risk 

Workshop Minutes 
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Process: SHEQ Activity and 

Task Based Risk 

Assessment 

Process: Manage Project 

Service Delivery Risk 

Process: Identify Interface 

Risks 

H&S risks will be assigned to owners who will ensure actions are developed that are consistent 

with legislation, codes of practice, standards, Client requirements, and Ventia Business Standards, 

Processes and Procedures. 

All activities and operations relevant to the Project will be considered including public safety 

hazards with regards to local community and stakeholder involvement. H&S risks will be 

identified by a multi-disciplinary team including specialist subcontractors relevant to their scope 

of the works.  

Monthly reviews of the project risk register shall be scheduled via the HSE Activity Schedule with 

updated review versions noted. Reviews will be conducted by the Project team to ensure that 

current controls remain effective. 

SHEQ Advisor 

Engineers 

Project team 

meeting minutes 

Management 

System Review 

minutes 

HAZOP/CHAIR 

studies 

HSE activity schedule 

4.4. Risks and controls 

have been 

communicated to all 

affected personnel 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Risk 

Assessment 

Standard: Environment 

and Community 

Process: Environmental 

and Community Impact 

Assessment 

Start Card 

Guideline: HSE 

Communication and 

Consultation 

Communication of risks and treatments 

Identified risks will be communicated to the affected work groups, including subcontractors at 

the earliest opportunity to ensure that all personnel understand: 

• H&S risks associated with the project 

• H&S risk control measures 

• Roles and responsibilities in the event of an incident 

Key hazards from the Project’s Risk Register and associated procedures will be issued to 

subcontractors at the time of tender.  

Risks and controls will be communicated to the work groups via the following means: 

• Work pack briefings (to be conducted with work groups prior to the commencement of 

work) 

• SOP consultation & training 

• SHEWMS development and review 

• Start Cards - should ensure that hazard assessment and communication of daily work 

activities are conducted on a regular basis 

• Daily pre-start meetings and toolbox talks 

• H&S consultative (toolbox) meetings  

• Internal training sessions 

No work will be allowed to commence unless the risk assessment or relevant work procedure for 

the task has been communicated. 

Project Manager 

Superintendent 

Engineers 

Project risk 

workshop 

Project risk register 

HAZOPs / CHAIRS 

Work packs 

SOPs 

SHEWMS register 

SHEWMS  

Start Cards 

Permit to work 

Pre-Start meeting 

minutes 

Toolbox talks 

Work Activity 

Briefings 
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Communication and consultation with stakeholders 

The Project will support the Client to identify and proactively manage community and 

stakeholder issues and risks. During each stage of the risk management process, the Project shall 

communicate and consult with the Client and relevant stakeholders (at the request of the Client), 

and attend regular Client meetings as determined by the Client.  

Levels of engagement may include: 

• Attending a joint Risk Workshop with the Client and key stakeholders. 

• Consulting, collaborating and addressing H&S hazards and/or concerns with all relevant 

personnel 

 

 

 

Client Meeting  

Minutes 

4.5. Regular inspections 

and observations 

are conducted to 

monitor compliance 

with and 

effectiveness of 

identified controls 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Risk 

Assessment 

Process: SHEQ Activity and 

Task Based Risk 

Assessment 

Process: Management 

System Review 

Process: Behavioural 

Safety Improvement 

Process: Manage SHEQ 

Planned Inspections 

Guideline: HSE Activities 

and Lead Indicators 

Subcontractor SHEWMS 

Review Form 

Project SHEWMS Register 

Effectiveness of controls 

A review of HIRAC methodologies and performance will be included in the Project’s Management 

System Review Meeting to identify improvements to the Project’s risk management strategies, 

current procedures, documents and training. Reviews shall include: 

• Identifying relevant system changes from Ventia Group / ES documents 

• Identifying Legislative / Code of Practice changes that may affect current procedures 

and /or methodologies 

• Evaluating the effectiveness of Project audits, risk registers, SHEWMS reviews, plant risk 

assessments, chemical risk assessments, HAZOPs/CHAIRS, internal HIRAC risk tools  

• Evaluating feedback from H&S site inspections, leadership visits, LEAD observations, 

hazard reports, H&S consultative meetings, work pack reviews 

• Evaluating feedback from stakeholders including Client and local communities 

• Evaluating the effectiveness of HIRAC training 

• Identifying improvements to ensure HIRAC processes remain effective 

Ongoing monitoring and review frequency of SHEWMS will be based on current work activities 

and degree of risk or, following an incident. SHEWMS reviews will not exceed three-monthly 

reviews. SHEWMS reviews are recorded in the SHEWMS register and reviews will be undertaken 

by the Project team, work groups and subject matter experts (including subcontractors). The 

purpose of undertaking a SHEWMS review is to: 

• Identify any significant changes to the work activity 

• Identify any new significant hazards that has not been previously been documented 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Line Management 

Senior Management 

Subcontractors 

 

Management 

System Review 

Minutes 

SHEWMS register 

SWMS review 

checklist 

Start Cards 

HSE activity schedule 

Project team 

meeting minutes 

H&S performance 

reports 

LEADs, inspections, 

audit reports, hazard 

reports 

SHEQ Ven-Safe 

system 

Ven-Law system 

Pre-Start meeting 

minutes 

Toolbox talks 
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• Identify the effectiveness of controls to reduce the risk to an acceptable level (as low as 

reasonably practicable) with reference to the Project Safe Work Systems 

• Ensure relevant H&S Legislation, Regulations and Codes of Practice are identified 

Work groups required to use and follow the SHEWMS must be re-inducted into the SHEWMS 

requirements prior to starting the activity and sign to acknowledge understanding of the changes. 

SOPs will be reviewed by the Project team and/or workgroups annually unless new hazards 

and/or controls have been identified. 

Start Cards are reviewed and signed by the  Site Supervisor prior to undertaking work. At the end 

of each shift Start Cards are collated and reviewed again by the  Site Supervisor to identify any 

new hazards and controls. If required, the relevant SHEWMS will be updated to reflect new 

hazards with appropriate controls.  

A program of formal H&S inspections, observations, management plan reviews and audits will be 

conducted to: 

• Monitor compliance with SHEWMS and review the effectiveness of identified controls 

• Identify H&S impacts of various changes and the effectiveness of control measures 

• Monitor compliance with work procedures and project safety rules 

The H&S inspection program will be scheduled via the HSE Activity Schedule; will be appropriate 

to the type and level of assessed risks; and require input and participation from work groups.  

Corrective actions will be recorded in the SHEQ Ven-Safe system and will be monitored for 

resolution until close out. Findings and corrective actions will be discussed at pre-start meeting 

and project team meetings. Copies of review records will be held in VenDocs. 

4.6.  All personnel 

performing risk 

identification and 

assessment 

activities are 

suitably trained and 

experienced 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Risk 

Assessment 

Process: Deliver Site 

Project Induction Package 

Guideline: Training Plan 

Start Card 

Risk management training 

The Project Manager will ensure that persons performing, facilitating and reviewing the HIRAC 

processes are suitably trained and competent. Evidence of formal training in Ventia’s HIRAC 

methodology will be included in the Project’s training matrix and recorded in the Advance 

Training Database. 

Additional risk management training will also include: 

• Basic H&S risk management theory and risk awareness  

• Ventia risk management processes including understanding and using the Ventia risk 

matrix 

Project Manager 

SHEQ Advisor 

 

Site Induction 

HIRAC training 

presentation 

Project training 

matrix 

Training records 

(Advance) 

https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC20EA544-85C5-4631-BDF2-D769FFB8F393%7D&file=US-059090-HS-FO-035%20START%20CARD.docx&action=default
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• SHEWMS development and review  

• Legislative requirements relating to risk management  

• Due Diligence 

• Start Card training (at induction) 

• Project Safe Work Systems 
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

ELEMENT 5. CHANGE MANAGEMENT 

We will identify and manage safety risks arising from permanent and temporary changes to the project’s planned operations 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

5.1.  Changes to planned 

operations that 

have potential 

health and safety 

consequences are 

identified 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: Manage Change 

for Projects 

Process: Manage Change 

Guideline: HSE 

Communication and 

Consultation 

Guideline: Safe Systems of 

Work 

Identifying change 

Personnel will promptly report any identified change that could affect H&S in the workplace. 

This includes changes to design, plant (fixed and mobile) and organisational changes, to 

systems, legislation, personnel and work methods. 

Depending on the nature of the change - minor or major, a formal change request may be 

required. Changes that affect a work activity at the project site, such as a one-off change that 

will not affect other projects or work activities, are considered 'minor' change. 

Changes that affect the Company wide processes or systems are considered 'major' change. 

Minor changes include amending documented project processes and procedures such as Work 

Packs, SOPs, SHEWMS, Start Cards or risk tools required to manage a particular hazard on the 

day. Minor changes are communicated at pre-start meetings and toolbox talks. 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Design Change Register 

Design or document 

change request  

Updated Work Packs 

Updated SHEWMS 

Updated SOPs 

Start Cards 

Pre-Start meeting 

minutes 

Toolbox talks 

5.2.  Risks associated 

with identified 

changes are 

assessed and 

controlled before 

changes are 

implemented 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: Manage Change 

Process: SHEQ Risk 

Assessment 

Process: Manage SHEQ 

Planned Inspections 

Risks associated with change 

An assessment shall be undertaken to determine the risk associated with the change. The 

assessment will be based on the determination of potential consequence using the Ventia risk 

matrix. 

Implications of the change will be considered by the work groups, the responsible supervisor 

and the H&S manager to ensure that controls are effective as far as reasonably practicable, and 

will not introduce a new hazard. The site will ensure that changes to procedures/processes are 

documented and that the new method for completing the work is updated in the SOPs, 

SHEWMS or Start Cards. If required, the Project risk assessment will also be updated to reflect 

new hazards and controls. If changes are identified in the Start Card, work must stop and the 

relevant Supervisor must authorise work to re-commence following the assessment of the 

change.  

A risk based approach using HIRAC principals will be used for any unplanned change/deviation 

from the approved SHEWMS and all changes must be documented in the Start Card and / or 

SHEWMS.  

Project Manager 

SHEQ Advisor 

Superintendent 

Engineer 

 

Project Risk Register 

Project Risk Workshop 

Minutes 

Project team meeting 

minutes 

SOPs 

SHEWMS 

Start Card 

Hazard Reports 

 

 

 

 

 

https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/a1604ef2-db40-4f4a-84e5-a6b8609eeffc
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/a1604ef2-db40-4f4a-84e5-a6b8609eeffc
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/8F0679EC-B0EE-4F57-9618-56FA67A2AE4A
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1EFB404E-3FB8-4B8D-851F-E2F9022ED6E9%7D&file=US-059090-HS-GL-009%20Safe%20Systems%20of%20Work.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B1EFB404E-3FB8-4B8D-851F-E2F9022ED6E9%7D&file=US-059090-HS-GL-009%20Safe%20Systems%20of%20Work.docx&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/8F0679EC-B0EE-4F57-9618-56FA67A2AE4A
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/bf18d505-e23b-472b-8581-c70d0effc6ec
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Where the change affects the Company/Division, a formal change managed framework will be 

followed to ensure all elements of change are managed. The changes must be risk assessed in 

the Project’s risk register initially as part of a Risk Review, or if considered necessary, by 

convening a risk workshop to assess the risks associated with the change. 

Design 

The Project shall demonstrate that where they are responsible for the design of structures or 

plant, including temporary works design, there shall be a documented process and risk 

assessment in place.  Risk assessments and safe work systems shall address the following 

aspects of design with respect to plant and/or structures: 

• The manufacture, assemble, construction or use; 

• Storage, decommissioning, dismantling, disposing or relocating; 

• Transportation; 

• Operation; 

• Maintenance or service; and 

• Modifications  

Other aspects include assessing risks associated with noise, vibration, manual handling, and 

explosive or flammable environments. The project will ensure that operators have been 

deemed competent to operate plant or equipment, and assessed against the actual tasks that 

they will be required to perform. 

 

 

 

 

Design Management 

Plan (US-050055-SM-MP-

001) 

5.3.  All changes, along 

with their 

assessments and 

controls, are 

recorded 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: Manage Change 

for Projects 

Process: Manage Change 

Process: SHEQ Records 

Management 

Process: Execute Major 

Works Design 

Records of change management 

Records of change management will be kept. (Refer element 14, Document and Record 

Management). 

Ongoing reviews conducted by Engineers of WAPs & Work Packs will reflect the change 

process.  

Actions required to implement the change are recorded in the SHEQ Ven-Safe system and will 

be monitored for resolution until close out. 

All minor changes will be communicated to engineers and supervisors, will be discussed at 

project team meetings and captured in the minutes. Minor changes will be communicated to 

work groups at pre-start meetings and toolbox talks and recorded for auditable purposes. 

Project Manager 

SHEQ Advisor 

Engineer 

 

Updated SHEWMS 

Work packs 

Design or document 

change request  

Design change register 

SHEQ Ven-Safe system  

Start Cards 

https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-1049
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/a1604ef2-db40-4f4a-84e5-a6b8609eeffc
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/a1604ef2-db40-4f4a-84e5-a6b8609eeffc
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/8F0679EC-B0EE-4F57-9618-56FA67A2AE4A
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5682203a-6568-4c81-a701-c80c9c2e77b0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5682203a-6568-4c81-a701-c80c9c2e77b0
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/4b748211-b147-468a-92b1-621dd14f09a9
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/4b748211-b147-468a-92b1-621dd14f09a9
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Process: Execute Minor 

Works Design 

5.4.  All changes with 

health and safety 

consequences are 

authorised before 

they are 

implemented 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: Manage Change 

Process: Manage Change 

for Projects 

Process: Execute Major 

Works Design 

Process: Execute Minor 

Works Design 

Approvals of change 

Proposed changes must be approved before they are implemented. The level of approval 

required depends on the type and potential consequence of the change.  

Before the change is approved, the authorised approver must be satisfied that: 

• The appropriate people (including stakeholders) have been consulted 

• All immediate and downstream/consequential implications have been fully 

considered 

• The change proposed is effective and practical 

• The implementation plan is practical and achievable 

If a work activity involves a change to an existing procedure/process, SHEWMS or Start Card, 

the relevant Subject Matter Expert will approve the change following consultation with the 

relevant HSR or stakeholder. Changes to process in other functional areas will be managed by 

the Subject Matter Expert for that functional group. 

Major changes will be approved by the Project Manager (or delegated authority) acting as the 

authorised approver. 

Project 

ManagerSuperintenden

t 

 

Design Change Register 

Updated Work Packs 

Updated SHEWMS 

Updated SOPs 

Start Cards 

5.5.  Controls associated 

with change are 

communicated to 

all affected 

personnel 

Process: Manage Change 

Process: Manage Change 

for Projects 

Process: Communications 

Process 

Process: Site 

Communication 

Guideline: HSE 

Communication and 

Consultation 

Communication of change 

All changes must be clearly communicated to affected personnel including Engineers, 

Supervisors and work groups.  Communication methods include toolbox talks, pre-start 

meetings, WHS consultative meetings, and/ or Project team meetings. 

Work packs used in the work area, (the main communication package for work groups and 

subcontractors), will also contain the relevant change requests, SIs and RFIs which include 

information on any new H&S hazards and associated risks as determined by the safety in 

design review. 

Persons affected by the change must sign off the communication record to confirm the change 

has been communicated and understood. 

Project Manager  

SHEQ Advisor 

Superintendent 

Engineers 

 

Updated Work Packs 

Updated SHEWMS 

Updated SOPs 

Start Cards 

Project team meeting 

minutes 

Pre-Start meeting 

minutes 

Toolbox talks 
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https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/4b748211-b147-468a-92b1-621dd14f09a9
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/4b748211-b147-468a-92b1-621dd14f09a9
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/23532e21-1584-4611-b244-512f7b3f325a
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http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
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https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
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ELEMENT 6. COMMUNICATION, CONSULTATION AND HSE COMMITTEES 

We will effectively and openly communicate and consult with external and internal stakeholders to create an environment of trust, openness and 

involvement 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

6.1.  Consultative 

forums have been 

established with 

regular meetings 

scheduled, 

conducted, 

documented and 

communicated 

Process: Communications 

Process 

Process: Site 

Communication 

Process: Corrective and 

Preventative Action 

Guideline: HSE 

Communication and 

Consultation 

Toolbox Meeting Minutes 

Pre-Start Meeting Record 

Record of Agreed WHS 

Consultation 

Consultative forums 

A schedule of formal and informal H&S meetings will be developed. The effectiveness of the 

meeting outcomes and the methods in which consultation occurs will be reviewed six-monthly. 

The key meetings will include: 

• HSE agenda item during Project team meetings (HSE performance review – incident 

trends, status of corrective actions or investigation, compliance to KPIs, etc.) at least 

weekly 

• Toolbox talks – fortnightly 

• Pre-start meetings – daily, prior to commencing a shift 

• Face-to-face discussions 

• Briefing sessions 

• Record of Agreed WHS Consultation  

Consultation with the workforce and subcontractors shall also be included during: 

• Inductions  

• Development / review / training of H&S procedures, SOPs, Work Pack Briefings, 

SHEWMS development, risk assessments, Start cards etc. 

• Client and subcontractor meetings 

• The appointment of WHS Representatives or Work Group Delegate (where 

required/requested) 

Records will be kept of all HSE communication activities and retained in VenDocs for auditable 

purposes.  

Project Manager 

SHEQ 

AdvisorSuperintendent 

Engineers 

 

Minutes of WHS 

meetings 

Toolbox talks 

Pre-Start meeting 

minutes 

Client meetings 

Project management 

team meetings 

Work pack briefings 

H&S procedures 

SOPs 

SHEWMS reviews 

Project site induction 

SHEQ noticeboard 

 Process: Communications 

Process 

WHS Consultative (Committee) Meetings 

WHS Consultative Meetings are held weekly by way of a group toolbox. All persons attending 

are to be encouraged to contribute to WHS management through participation in risk 

Project Manager 

SHEQ Advisor 

Superintendent 

WHS Consultative 

meeting minutes 

Toolbox talks 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B792E109D-CF78-46DF-BF2E-C9289236FA40%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B792E109D-CF78-46DF-BF2E-C9289236FA40%7D
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B0AE47B70-E5A8-439B-81A0-05F12D288514%7D&file=US-059090-HS-FO-053%20Toolbox%20Meeting%20Minutes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BCF6DE042-2769-4F64-A420-5342DBB317AE%7D&file=US-059090-HS-FO-002%20Pre-Start%20Meeting%20Record.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B34A2A422-8A6A-4FF7-ADB5-650891938EBF%7D&file=US-059090-HS-FO-062%20Record%20of%20Agreed%20WHS%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B34A2A422-8A6A-4FF7-ADB5-650891938EBF%7D&file=US-059090-HS-FO-062%20Record%20of%20Agreed%20WHS%20Consultation.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Guideline: HSE 

Communication and 

Consultation 

Guideline: Prevention & 

Settlement of Health & 

Safety Disputes 

management and communication with the consultative group. Outcomes of consultative 

forums shall be readily accessible to all work groups with documentary evidence of 

attendance, content and outcomes of to be maintained and records kept. 

The Project’s formal consultative mechanisms and forums for the workplace will be identified, 

agreed and established with the work groups. If a WHS Committee is requested/established, it 

will include members of the project management team and elected members from the 

workplace.  An Agreed WHS Consultation Charter will be developed detailing the function and 

responsibilities of its members. In such cases all members shall sign the charter to confirm 

agreement of the functions and responsibilities. 

Established forums will include members of the work site team and elected members from the 

workplace.  All persons shall be encouraged to contribute to HSE management through 

participation in risk management and communication with the H&S Committee. 

Pre-Start meeting 

minutes 

Project site induction 

SHEQ noticeboard 

Issue Resolution Process 

Flowchart 

Agreed WHS 

Consultation Charter 

Tool Box Meeting Record 

Consultation Statement 

 Process: Communications 

Process 

Guideline: HSE 

Communication and 

Consultation 

Guideline: Prevention & 

Settlement of Health & 

Safety Disputes 

H&S Issues Resolution 

Flowchart 

Actions from committee meetings 

Actions arising from consultative forums will be recorded in the SHEQ Ven-Safe system with 

timeframes and responsibilities allocated. The project will track actions using the SHEQ Ven-

Safe system each week to ensure timely closeout. Workers will be consulted and advised of the 

outcome of the consultation in a timely manner.  

There shall be an agreed issue resolution process for resolving health and safety matters at the 

workplace. The H&S Issues Resolution Flowchart will be developed in consultation with the 

work group and communicated at the monthly consultative meetings. A copy of the H&S Issue 

Resolution Flowchart will be placed on the Project SHEQ noticeboard. 

Project Manager 

 

WHS Consultative 

meeting minutes 

SHEQ weekly 

teleconference 

Corrective action reports 

SHEQ-Ven Safe database 

H&S Issues Resolution 

Flowchart 

 Process: Communications 

Process 

Process: Site 

Communication 

Guideline: HSE 

Communication and 

Consultation 

SHEQ signs and notice boards 

Dedicated SHEQ notice boards will be prominently located and maintained with current 

information, including WHS consultative meeting minutes and toolbox talk records. 

All required signs will be prominently displayed and conform to AS: 1319. 

Project Manager 

 

Project signage 

SHEQ notice boards 

6.2.  Health and safety 

representatives and 

Process: Safety, Health, 

Environment and Quality 

Training 

Training Project Manager 

 

Advance database  

Training records 

https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B41164E39-1C3B-48FE-8F2D-0D3E3E9EC800%7D&file=US-059090-HS-GL-005%20Prevention%20%26%20Settlement%20of%20Health%20%26%20Safety%20Disputes.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B849F2522-D0FE-429C-82C2-88504E7847F6%7D&file=US-059090-HS-FL-001%20H%26S%20Issue%20Resolution%20Flowchart.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B849F2522-D0FE-429C-82C2-88504E7847F6%7D&file=US-059090-HS-FL-001%20H%26S%20Issue%20Resolution%20Flowchart.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7149d898-4c14-4ee4-af76-4430efd43f29
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

HSE committee 

members are 

appropriately 

trained 

Process: Identify Training 

Requirements 

Process: Conduct Training 

or Assessment 

Process: Maintain Training 

Records 

Guideline: Training Plan 

Guideline: Health and 

Safety Representatives 

and WHS Committee  

Guideline: HSE 

Communication and 

Consultation 

Where required/requested, WHS committee members and WHS representatives will be 

trained in accordance with the legislative requirements.  

Personnel required to facilitate H&S consultative activities must be competent at conducting 

small group presentations in accordance with the Project’s training plan. 

 

 

  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/552d9ca0-173f-486e-97a0-6f2e22d26912
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/552d9ca0-173f-486e-97a0-6f2e22d26912
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/dd5244ca-f701-4087-9cb4-c84389fc4d4d
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/dd5244ca-f701-4087-9cb4-c84389fc4d4d
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B7730E10A-51AD-4C2E-BE30-FC3503E30D1E%7D&file=US-059090-HS-GL-012%20Health%20and%20Safety%20Representatives%20and%20Committee.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B7730E10A-51AD-4C2E-BE30-FC3503E30D1E%7D&file=US-059090-HS-GL-012%20Health%20and%20Safety%20Representatives%20and%20Committee.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B7730E10A-51AD-4C2E-BE30-FC3503E30D1E%7D&file=US-059090-HS-GL-012%20Health%20and%20Safety%20Representatives%20and%20Committee.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B7730E10A-51AD-4C2E-BE30-FC3503E30D1E%7D&file=US-059090-HS-GL-012%20Health%20and%20Safety%20Representatives%20and%20Committee.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
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ELEMENT 7. TRAINING AND COMPETENCY 

We will ensure that all personnel working on the project are competent to perform their duties safely 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

7.1.  All personnel have 

completed 

appropriate project 

inductions 

containing relevant 

health and safety 

information before 

they are authorised 

to work on the 

project 

Process: Deliver Site 

Project Induction Package 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Identify Training 

Requirements 

Guideline: Training Plan 

Inductions 

All personnel, including employees, subcontractors and visitors, will receive an appropriate 

project induction (including H&S requirements) which is conducted by the SHEQ Advisor, 

Engineer or other Ventia project personnel, before they commence work. 

H&S content of induction programs will be developed appropriate to the levels of induction 

identified, i.e. visitor, long and short, specific. 

The induction process for management staff will include more detailed information on the 

expectations, accountabilities and safety management requirements. 

The following induction programmes will be available on the project: 

• Long Term Worker Inductions will be completed by all personnel working on the project 

and contains information specific to the workplace 

• Visitor Inductions will be completed by all personnel visiting the project but NOT 

carrying out any works  

• Delivery/Commercial Driver Inductions / Code of conduct will be completed by all 

regular delivery drivers to the Project for the Loading and Delivery of Goods  

• Works in Level C / Level B PPE will be provided (as required) to personal working in a 

contaminated environment. 

Induction records will be stored in the Advance Training Database by the SHEQ Advisor.  

 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Project Site 

Induction 

TNA / Skills Matrix 

Training records 

(Advance) 

Induction register 

Advance Records 

7.2.  A skills matrix is 

developed that 

identifies the 

competencies 

required to 

complete the works 

safely  

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Manage Facility 

Training for Project 

Process: Identify Training 

Requirements 

Training Needs Analysis / Skills matrix 

A detailed training needs analysis (TNA)/skills matrix will identify job titles and learning 

requirements to ensure these requirements are met. The matrix will identify the competencies 

required for each role and the level of assessment required for each competency. 

Subcontractors training and competency requirements will be included in subcontract 

agreements. 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

TNA 

Advance records 

Skills Matrix 

provided in Advance 

Training Database 

Vis-Res system 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/9c93bfeb-688e-48bd-be7c-1944c6f5587e
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/7a0f29cb-d239-4445-9ad8-c217a764fdea
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Guideline: Training Plan 

 

The TNA will be updated by the SHEQ Advisor as the required training and competencies are 

completed to track the progress. It shall be subjected to review when: 

• There is a change is work scope 

• There is a change in legislation requirements  

• As a result of incident/investigation findings. 

7.3.  Individuals are 

assessed against the 

project’s skills 

matrix to determine 

their specific 

training needs 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Manage Facility 

Training for Project 

Process: Identify Training 

Requirements 

Process: Conduct a 

Performance Review 

Guideline: Training Plan 

Individual training 

A gap analysis will be conducted between each individual’s actual and required competencies as 

outlined in the TNA / skills matrix and position description. 

A training plan will be developed to address the gaps identified in the gap analysis.  

Completed training and competencies will be recorded in the Company’s Advance Training 

Database. 

A training needs analysis report will be issued monthly to review training and competency 

requirements for each role and the applicable level of assessment. The report will identify current 

competencies, future competency requirements and training gaps. 

The SafetyManager and/or Site Supervisor will ensure that all workers are instructed in the site 

safety procedures of the work they are undertaking, including but not limited to Work Packs, 

SOPs, SHEWMS, permits etc. The site supervisor will be responsible to check evidence of worker 

acknowledgement prior to work activities commencing. 

Project Manager 

SHEQ Advisor 

Superintendent 

 

TNA / Skills Matrix 

Training plan 

Advance training 

database 

Training needs 

analysis report 

Position Description 

Vis-Res system 

7.4.  A training plan has 

been developed 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Manage Facility 

Training for Project 

Process: Identify Training 

Requirements 

Guideline: Training Plan 

Training plan 

The SHEQ Advisor will assume the role of the Project’s Training Coordinator. 

Competency requirements or required training will be prioritised for the project with regards to 

upcoming and current work activities. This will be identified in the Project schedule and discussed 

at the Project’s weekly team meeting. Subcontractor training and competency responsibilities, 

outlined in this document, will be included in the Project’s health and safety management plan 

attachment as part of the subcontractor agreements. 

Provide training resources 

Necessary training resources, including personnel, equipment, funding and materials, will be 

procured as required by the project. 

Project Manager 

SHEQ Advisor 

Superintendent 

 

TNA / Skills Matrix 

Training plan 

Advance training 

database 

Training needs 

analysis report 

Project team 

meeting minutes 

Subcontract 

agreements 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

7.5.  Personnel have 

been trained and 

assessed according 

to the training plan 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Manage Facility 

Training for Project 

Process: Conduct Training 

or Assessment 

Process: Verification of 

Competency (VOC) for 

Safe and High Risk Work 

Guideline: Training Plan 

Training Evaluation Form 

Implementation of the training plan 

Training plans are developed within the functions of the Advance Training Database.  

Training sessions will be developed (as required) and delivered in accordance with the training 

plans. Training and development needs identified through the performance and development 

process will be achieved as per time frames in the nominated individual plans. 

Personnel delivering H&S training will be suitably qualified and competent in accordance with the 

training plan and/or risk exposure. 

The effectiveness of each training session will be evaluated. Training evaluation and feedback will 

be reviewed by the SHEQ Advisor and used to improve the quality of training delivered. 

Essential training, defined in the Advance training database, is mandated by the Project and must 

be completed as per the requirements documented in the TNA. 

Project Manager 

SHEQ Advisor 

Superintendent 

 

Attendance and 

training evaluation 

records 

TNA / Skills Matrix 

Training plan 

Advance training 

database 

Training needs 

analysis report 

7.6.  Training records are 

maintained and 

accessible to 

relevant personnel 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Maintain Training 

Records 

Guideline: Training Plan 

Records 

Records of all HSE training, assessment and competency will be maintained in the Advance 

training database by the SHEQ Advisor. Training records will be maintained in personnel files and 

recorded in VenDocs. These include: 

• Completed HSE training records 

• Completed HSE competency assessments 

• Copies of all current licenses and certificates  

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

TNA / Skills Matrix 

Advance training 

database 

Completed training 

records 

Completed VOCs 

Licenses and 

certificates 
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ELEMENT 8. SAFE WORK SYSTEMS 

We will develop and implement safe work systems for activities that can potentially cause injury, illness or serious health effects 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

8.1.  Activities requiring 

safe works systems 

are identified 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Risk 

Assessment 

Process: Manage Project 

Service Delivery Risk 

Process: Plan Work 

Guideline: Safe Systems of 

Work 

Requirements for safe work systems 

Ventia Business Processes and safe work systems (e.g. asbestos removal, excavation activities, 

demolition operations) will be implemented for work activities that are identified as being 

moderate to high risk as identified in the Project’s risk register. 

Detailed design reviews throughout the life cycle of the project (e.g. HAZOPs / CHAIRS) will be 

conducted to identify, evaluate and control hazards and potential high-risk activities within 

each work area. Risks identified from the HAZOP / CHAIR studies shall be documented in the 

relevant Work Packs to ensure adequate assessment and control methods are addressed and 

established (through SHEWMS SOPs, etc.) when executing the intended work. 

New procedures will be developed where there is no existing Ventia or project procedure on 

the issue. 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Project risk register 

HAZOPs / CHAIRS 

Work packs 

SOPs 

SHEWMS register 

SHEWMS 

Permit to Work 

8.2.  Required safe work 

systems are 

adopted or 

developed 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and Control 

Process: SHEQ Risk 

Assessment 

Process: Manage SHEQ 

Planned Inspections 

Process: Manage Project 

Service Delivery Risk 

Guideline: Safe Systems of 

Work 

Development and implementation 

New safe work systems will be developed with the involvement of relevant stakeholders, i.e. 

supervisors, workers, subcontractors, clients (where applicable). Personnel authorised to 

review and approve safe work systems will take into consideration the hierarchy of control and 

place major emphasis on the implementation of higher level of controls (i.e. elimination, 

engineering, isolation, substitution). complex set of controls, other stakeholders may be 

required, including: 

• Designers 

• Trainers 

• Subject Matter Experts 

The development of safe work systems may be supported by the following risk assessment 

tools: 

• HAZOP / CHAIR 

• SHEWMS 

• Work Pack 

Project Manager 

SHEQ Advisor 

Superintendent 

Engineers 

Project risk register 

HAZOPs / CHAIRS 

Work packs & briefings 

SOPs 

SHEWMS register 

Training records 

(Advance) 

Chemical Risk Register 

Plant Risk Register 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• SOPs 

• Plant risk assessment 

• Chemical risk assessment 

• A formal analysis of risk (likelihood/ consequence/ risk score) 

Personnel involved in moderate or high-risk work activities will be sufficiently trained in the 

relevant safe work system prior to commencement of the activity/task. The Project’s Engineer 

and/or Supervisor will be required to conduct a briefing with documents available prior to 

work commencing. All personnel will be required to have understood and signed onto the 

relevant document prior to commencement of the activities. Where a reference is made to 

other safe work systems in the signed SOP or SHEWMS, the referenced document shall also be 

readily available for personnel to read, understand and sign. 

8.3.  Access to safe work 

systems is 

established and 

maintained 

Standard: Risk & 

Opportunity Management 

Framework 

Process: SHEQ Risk 

Assessment 

Process: SHEQ Records 

Management 

Guideline: Safe Systems of 

Work 

Access to safe work systems 

Personnel involved in a work activity must have access to the latest versions of all relevant safe 

work systems. This includes Ventia Processes, Project procedures, Work Packs, SOPs, SHEWMS 

and other risk assessments. Documents will be retained in the Project Sharepoint site (KB 

VenDocs) and hard copies of Work Packs and SHEWMS will be available at the work site. 

Inclusion in work process documentation 

Activities requiring the use of safe work systems will be identified during the preparation of 

work area plans and HAZOPs/CHAIRS. Safe work systems relevant to a particular activity will be 

included in the Project work pack and SHEWMS documentation. 

Project Manager 

SHEQ Advisor 

Superintendent 

 

Project risk register 

HAZOPs / CHAIRS 

Work packs 

SOPs 

SHEWMS register 

SHEWMS 

Risk assessments 

8.4.  Safe work systems 

are regularly 

reviewed to ensure 

currency 

Process: Management 

System Review 

Process: Manage SHEQ 

Planned Inspections 

Process: Conduct 

Assurance Audit 

Process: Manage Project 

Service Delivery Risk 

Guideline: Safe Systems of 

Work 

Currency of safe work systems 

Safe work systems will be closely monitored in the field to ensure they are achieving the 

intended outcomes. This monitoring is particularly important during the initial stages of the 

work. Mechanisms for monitoring the effectiveness of safe work systems include: 

• Inspections 

• Audits 

• LEAD observations 

Safe work systems will be formally reviewed (at least) annually, or after significant changes to 

the work environment or, as a result of an incident investigation or following updates to 

applicable legislation or codes of practice. 

Project Manager 

SHEQ Advisor 

BU SHEQ Manager 

HSE activity schedule 

Project weekly team 

meeting minutes 

SHEQ Ven-Safe system  

Management System 

Review Minutes 

Updated Work Packs 

Updated SHEWMS 

Updated SOPs 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Guideline: HSE Activities 

and Lead Indicators 
The Project Management System Review will identify HIRAC Safe Work Systems procedures / 

documents to be reviewed annually reviewed or at least once within the project period. 

LEADs, inspections, audit 

reports, hazard reports 

8.5.  Employees and 

contractors are 

trained in relevant 

safe work systems 

Process: Manage Facility 

Training for Project 

Process: Identify Training 

Requirements 

Guideline: Safe Systems of 

Work 

Guideline: Training Plan 

Training 

Personnel shall be trained in relevant safe work systems before the activity begins. The level of 

training required for each person will depend on: 

• The level of risk identified for the activity 

• The person’s level of involvement in the activity 

A person or work group with only peripheral involvement may only require a toolbox talk. A 

person or work group at high risk may require formal training and assessment.  

Training requirements for safe work systems will be identified in the Project TNA/Skills Matrix.  

Project Manager 

SHEQ Advisor 

Superintendent 

 

TNA / Skills Matrix 

Advance training 

database 

Completed training 

records 

Completed VOCs 

Licenses and certificates 
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ELEMENT 9. SUBCONTRACTOR AND SUPPLIER RELATIONSHIPS 

We will build effective relationships with our subcontractors and suppliers to ensure they positively contribute to the safety of our project 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

9.1.  Selection processes 

ensure 

subcontractors and 

suppliers meet our 

minimum health 

and safety 

requirements 

Process: Prepare and Issue 

Tender for Project 

Procurement 

Process: Manage Tender 

Process for Project 

Procurement 

Process: Evaluate Tender 

Responses for Project 

Procurement 

Process: Contractor SHEQ 

Management 

Process: Mobilise 

Contractor 

Subcontractor SHEWMS 

Review Form 

Guideline: HSE Activities 

and Lead Indicators 

Selection process 

Subcontractor H&S requirements, including communication, training and competency, 

reporting and accountabilities, will be included in procurement packages through distribution 

of a Project Subcontractor Information Pack. Subcontractors will also be provided with a copy 

of the HSMP and Project’s risk register prior to tendering. 

Memos shall be issued to subcontractors outlining the minimum H&S requirements on site. 

The scope and nature of work will be clearly defined for each subcontract and will be risk-

assessed and reviewed.  

Subcontractor submissions will be evaluated to determine how well they satisfy our H&S 

requirements, including: 

• Subcontractor competency, qualifications and training programs 

• Subcontractor plant and equipment certification 

• PPE provision 

• Demonstration of the Project’s H&S Culture and Ventia values 

• Legal compliance 

The subcontractor’s safe work systems (including their SWMS and, Health and Safety Plans (if 

provided), will be reviewed by the Project Engineer (or more senior) before commencing work. 

In some cases (e.g. high-risk activities) subcontractors will be invited to participate in HAZOPs / 

CHAIRS to assist align Project requirements and HIRAC methodologies.  

The minor works subcontractor checklist shall be used depending on the scope and complexity 

of the proposed project. In all cases, HIRAC requirements for the project must be provided to 

the subcontractor at the time of request for tender. This documentation should include: 

• Project risk assessment / relevant sections related to the tender scope of work 

• Health and Safety Management Plan 

• HIRAC process required on the project 

Purchasing of goods and services 

Project Manager 

SHEQ Advisor 

Superintendent 

Project Engineers 

Subcontractor 

Subcontractor evaluation 

forms 

Approved subcontractor 

safe work systems 

Subcontractor SHEWMS 

Review Form  

Kick off meeting minutes 

Project Subcontractor 

Information Pack 

Risk Registers 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

The risk management (HIRAC) process for the purchasing of goods and services, plant and 

equipment (i.e. supply, inspection, maintenance etc.), and labour hire arrangements include: 

• Plant risk assessments 

• Chemical risk assessments 

• Procurement processes for subcontractors and labour hire 

• Safety Data Sheet (SDS) reviews prior to purchase of chemicals and corresponding 

risk assessment 

• Verification of conformance to specification on receipt and management of non-

conforming materials and equipment 

The purchasing of goods and services, plant and equipment and labour hire is identified as per 

the Project’s program / planning schedule. CHAIRS / HAZOPs will identify requirements at an 

early stage so that selections and purchases are made after reviewing Standards, Regulations 

and Codes of Practice.  

PPE selection will be discussed with local suppliers and in some cases, samples will be trialled 

with groups of workers to ensure selection is optimal. 

9.2.  Subcontractors and 

suppliers actively 

participate in health 

and safety 

management on the 

project 

Process: Contractor SHEQ 

Management 

Process: Manage SHEQ 

Planned Inspections 

Process: Investigate and 

Finalise SHEQ Incident 

Process: Communications 

Process 

Process: Site 

Communication 

Guideline: HSE Activities 

and Lead Indicators 

Guideline: HSE 

Communication and 

Consultation 

Subcontractor H&S participation 

Subcontractors will participate in H&S communication forums and monitoring activities, as a 

minimum, including: 

• Scheduled management meetings, toolbox talks, and WHS consultation meetings as 

required 

• LEAD observations, inspections and audits 

• Incident investigations as required 

• Development or review of SOPs and SHEWMS  

Project Manager 

SHEQ Advisor 

Superintendent 

Project Engineers 

Subcontractor 

HAZOPs / CHAIRS 

Work Packs 

SHEWMS, SOP reviews 

Start Cards 

Toolbox talk 

Pre-Start meeting 

Site workplace and 

hazard inspections  

LEAD observations 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

9.3.  Subcontractors and 

suppliers are 

audited and 

reviewed to assess 

their performance 

and compliance 

with Ventia 

minimum health 

and safety 

requirements 

Process: Contractor SHEQ 

Management 

Process: Manage Audit 

Program and Resources 

Process: Conduct 

Assurance Audit 

Guideline: HSE Activities 

and Lead Indicators 

Subcontractor audits and reviews 

Subcontractor H&S management systems will be assessed and approved prior to 

commencement of work and then reviewed within three months post start-up for 

subcontractors carrying out high-risk activities, and annually (or at least once within the project 

period) for all other subcontractors. 

Operational activities of subcontractors will be regularly monitored and recorded via audits, 

LEADs and site observations. Reviews will be scheduled via the Project HSE activity scheduler. 

Subcontractor performance will be evaluated and communicated throughout their 

involvement on the project. 

Subcontractor and supplier contract agreements include compliance with the minimum health 

and safety requirement and consequences for non-compliance. 

Project Manager 

SHEQ Advisor 

Superintendent 

Project Engineers 

Subcontractor 

BU SHEQ Manager 

HSE Activity Scheduler 

Audit schedule 

Completed audits, 

LEADs, inspections 

Project monthly reports 

SHEQ Ven-Safe system  

Project team meeting 

minutes 

Toolbox talks 
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ELEMENT 10. INCIDENT MANAGEMENT 

We will effectively respond to, report, and investigate all incidents. We will take appropriate corrective and preventative actions and share associated 

lessons 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

10.1.  All incidents are 

followed by 

appropriate 

response and 

notification 

Process: Identify SHEQ 

Incident and Apply 

Immediate Actions 

Process: Investigate and 

Finalise SHEQ Incident 

Process: Injury 

Management 

Incident Reporting 

Escalation Matrix 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

Response and notification 

An incident response and notification process will be established to ensure that: 

• Appropriate people are notified on the project and within the business as per the 

ERMP: 

                        - 4.7 Notification to Workers (including Subcontractors) 

                        - 4.8 Notification to Authorities 

                        - 4.9 Internal Notification 

                        - 4.10 Relevant Authorities and Emergency Contact Detail            

• Stabilise and evacuate any injured persons 

• Isolate the incident scene 

• The incident scene is preserved (if appropriate 

• Stakeholders and statutory authorities are notified within required time frames 

reference made in the ERMP- 4.11 Notification to Community 

• Insurance or compensation claims are submitted and managed within required time 

frames 

• Harm to persons or Loss of Life is prevented or minimised 

All incidents are to be reported immediately to the Project SHEQ Manager and Project 

Manager as soon as is practical after they occur. The SHEQ Manager will then notify the Client 

and the Divisional SHEQ Manager immediately. 

Notifiable incidents to regulatory authorities shall be reported by the SHEQ Manager. Should a 

significant incident occur (i.e. Class 1 or Class 2) the Project Manager shall immediately notify 

the company’s Executive General Manager. Work activities may be suspended on site at the 

direction of the Project Manager. If an emergency occurs personnel will be located to a safe 

area and accounted for. 

Divisional SHEQ 

Manager 

SHEQ Advisor 

Project Manager 

Superintendent 

Engineers 

 

Incident record 

SHEQ Ven-Safe system  

Client Notification 

ICAM investigation 

report 

Witness Statement 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

10.2.  All incidents are 

entered and closed 

out in the SHEQ 

Ven-Safe system 

Process: Investigate and 

Finalise SHEQ Incident 

Process: Corrective and 

Preventive Action 

Process: Communications 

Process 

Records and reports 

Approved incident records and investigation reports, appropriate to the incident classification, 

will be entered into the SHEQ Ven-Safe system and closed out within the required timeframes. 

Incident reports shall be reviewed by the Project Manager including corrective actions raised. 

Incidents reports shall be submitted to the Client by the SHEQ Manager. The SHEQ Manager is 

responsible for communicating incidents to the Project Team, including subcontractors.  

In the event of a significant incident, the Project Manager must ensure that the initial details of 

the incident are included as part of the next pre-start meeting. This communication should 

occur within 24 hours. Significant incident includes (as a minimum) any high potential incident, 

class 1 or 2 incident or lost time injury. 

Project Manager 

SHEQ Manager 

SHEQ Advisor 

Incident record or 

investigation report in 

SHEQ Ven-Safe 

Pre-start meeting 

Toolbox talks 

Notification to 

Client/Regulator 

10.3.  Incident 

investigations are 

conducted 

appropriate to the 

severity of the 

incident 

Ventia Incident 

Classification Guideline 

Process: Identify SHEQ 

Incident and Apply 

Immediate Actions 

Process: Corrective and 

Preventive Action 

Process: SHEQ 

Performance Reporting 

Investigations 

Incidents will be classified and investigated according to the type of incident using the event 

classification matrix. The appointed Ven-Safe Moderator will review all incidents to ensure the 

correct classification has been selected. 

Investigations will identify contributing factors, root causes and failures in controls. Corrective 

actions shall be determined for all identified causal factors as identified from the investigation 

and must be uploaded into the SHEQ Ven-Safe system. 

Incidents (and corrective actions) will be reviewed monthly by the Business Unit’s Executive 

General Manager and Service’s Manager with both the Project and SHEQ Managers. 

Project Manager 

BU General Manager 

BU SHEQ Manager 

 

Incident investigation 

reports 

Corrective action reports 

BU SHEQ meeting 

minutes 

10.4. All personnel 

conducting incident 

investigations are 

trained to 

competently 

perform the task 

Process: Investigate and 

Finalise SHEQ Incident 

Process: Identify Training 

Requirements 

Guideline: Training Plan 

Investigators 

Person engaged to conduct, lead or supervise Severity Level 1 incident investigations must be 

trained and assessed competent in the ICAM (or other process approved by the Group SHEQ 

Manager) investigation technique.  

Participants in all other incident investigation and management will receive Ventia internal 

training and coaching delivered by the BU SHEQ Manager to undertake project investigations.  

All incident investigation training shall be recorded on the Project’s TNA and attendances 

recorded in the Advance Training Database. 

Project Manager 

BU SHEQ Manager 

ICAM training records 

TNA / Skills Matrix 

Advance training 

database 

10.5. Corrective and 

preventative actions 

are taken after 

Process: Investigate and 

Finalise SHEQ Incident 

Corrective actions Project Manager 

BU SHEQ Manager 

WHS meetings 

Toolbox talks 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

incidents, and 

lessons are shared 

with other projects 

Process: Communications 

Process 

Process: Corrective and 

Preventive Action 

Guideline: HSE 

Communication and 

Consultation 

Guideline: HSE Activities 

and Lead Indicators 

Toolbox Meeting Minutes 

Pre-Start Meeting Record 

Corrective and preventative actions will be identified, assigned to an appropriate person, given 

an assigned date for completion, and implemented and recorded. Corrective actions will be 

monitored weekly for compliance and effectiveness. 

HSE alerts will be published and distributed in accordance with the HSE Communication and 

Consultation Guideline. HSE alerts shall be distributed primarily for internal company use and 

in a timely manner. Alerts will be developed where the circumstances or investigation findings 

from any incident provide a significant learning that would benefit the whole of Ventia or a 

specific part of Ventia. As a minimum HSE Alerts must be developed for all High Potential 

Incidents, unless there are limited learnings to be  communicated from the incident. 

Pre-Start meeting 

minutes 

Client meetings 

Project management 

team meetings 

BU SHEQ meeting 

minutes  

SHEQ alerts 

10.6. Employees, 

contractors and 

visitors have access 

to medical and first 

aid services 

Process: Emergency 

Management Plans 

Process: First Aid  

Process: Injury 

Management 

Emergency Response 

Management Plan (US- 

050055-HS-MP-002) 

Medical services 

A risk assessment will be conducted to determine first aid resources required including the 

number of suitably qualified first aid attendants. Risk assessments will consider the control of 

infectious diseases associated with first aid treatment.  

The following personnel are deemed competent by qualification and experience to conduct the 

first aid risk assessment: 

• Project Manager  

• SHEQ Manager 

• Qualified First Aiders 

• Chief Warden / Deputy Warden 

Adequate first aid facilities, consumables and trained first aid attendants will be provided. First 

aid resources will be routinely checked and maintained. 

Employees with work-related injuries or illnesses requiring external medical attention will be 

transported to a medical facility for initial assessment. A First Aid Record Form will be 

completed by the First Aider when initially treating the injured person.  

A preferred medical provider will be identified and briefed during the planning stages of the 

project. 

Project ManagerSHEQ 

Manager 

Qualified First Aiders 

 

 

First aid risk assessment 

First aid inspection 

records 

TNA / Skills Matrix 

Advance training 

database 

Completed training 

records 

First Aid Posters 

First Aid Record Form 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

10.7.  Injured personnel 

are actively 

rehabilitated 

Process: Injury 

Management 

Process: Injury and Return 

to work monitoring 

Process: Subcontractor / 

Labour Hire Injury /or 

Illness 

Rehabilitation 

An appropriately trained return to work (RTW) coordinator will be appointed to implement 

site-based injury management activities. The Ventia Group RTW Manager or SHEQ Manager 

will assume the role of the Project’s RTW coordinator and will develop a structured and 

approved return to work plan for each injured or ill employee as required. 

Alternative duties will be arranged through consultation with the injured workers, treating 

doctor, Ventia Staff, and rehabilitation professionals when required, in accordance with the 

Claims and Injury Management Workplace Planning Process. 

The Ventia Group RTW Manager shall manage all staff and workforce injury management 

requirements and monitor all known sub-contractor and labour hire rehabilitation cases. 

Sub-contractors and labour hire companies shall report workplace injuries to the Project in 

accordance with site incident reporting and contractual requirements. Where possible sub-

contractor and labour hire companies should provide alternate duties at the site or 

alternatively with Ventia approval at off-site locations. 

The project shall ensure that all reported sub-contractor and labour hire rehabilitation is 

managed in accordance with legislative requirements and applicable rehabilitation forms 

provided to Ventia Utility Services. 

Project Manager 

BU SHEQ Manager 

Rehabilitation folders 

RTW plans 

Rehabilitation records 

10.8. Effective workers 

compensation 

processes are in 

place 

Process: Injury 

Management 

Process: Injury and Return 

to work monitoring 

Compensation process 

Claims will be regularly reviewed to ensure the worker safely returns to work in an appropriate 

time frame. 

A separate injury management file will be created for each injured or ill employee and all 

records will be kept confidential and securely stored. 

 

Project Manager 

BU SHEQ Manager 

Ventia Injury 

Management 

Coordinator 

Confidential injury 

management file(s) 

Workers Compensation 

forms 

10.9. High potential and 

repeat incidents are 

regularly reviewed 

by the project 

management team 

Standard: Leadership and 

Commitment 

Process: SHEQ 

Performance Reporting 

Guideline: Leadership 

Accountability and H&S 

Culture 

Reviews 

H&S performance will be reviewed monthly, including a review of incident trends and 

investigation status. HPIs shall be communicated as part of the weekly review of HPI’s and 

Class 1 & 2 Incidents coordinated by the BU General Manager and Project Manager. 

The investigation report will be reviewed by the investigation team, project management and 

Client as a minimum to ensure people are in agreement with the findings and required actions. 

Project Manager 

SHEQ Advisor 

Client 

 

Minutes of WHS 

meetings 

Toolbox talks 

Pre-Start meeting 

minutes 

Client meetings 
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https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/EE9EE731-186B-4AEB-A249-9C575358804D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/EE9EE731-186B-4AEB-A249-9C575358804D
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/guestaccess.aspx?guestaccesstoken=RGKtmNvnlMGibwZmpjLp5xcIiv8n%2b1tws%2fm5wzmpm60%3d&docid=2_12cde782432514dc5a66b855c817c3534&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Guideline: HSE Activities 

and Lead Indicators 

Guideline: HSE 

Communication and 

Consultation 

Project team meeting 

minutes 

SHEQ alerts 

Project monthly reports 

SHEQ Ven-Safe system 

 

  

https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

ELEMENT 11. FITNESS, HEALTH AND HYGIENE 

We will ensure all employees and contractors working on the project are fit for duty and that risks to their health are assessed and controlled 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

11.1.  All personnel 

working on the 

project are fit to 

safely perform their 

duties 

Process: Fitness for Work 

Process: SHEQ Records 

Management 

Health Monitoring 

Management Procedure 

Process: Occupational 

Health & Hygiene Risk 

Management 

Alcohol & Other Drugs 

Testing Procedure 

Qualitative Occupational 

Hygiene Assessment 

Pre-employment 

All Ventia Project personnel are required to undergo a pre-employment medical examination if 

they are expected to remain on Project for more than 3 months. Pre-employment medicals are 

valid for 2 years.  

Fitness for duty includes assessment for: 

• Fatigue 

• Influence of alcohol or other drugs  

• Personnel suffering from illness or emotional stress 

• Personnel suffering from environmental stress (e.g. heat stress)  

Subcontractors, consultants, and labour hire personnel engaged on the Project are required to 

comply with the Project’s Fitness for Duty Procedure.  

Copies of pre-employment medicals will be identified as a record in relation to that worker and 

will be maintained in secure confidential files. 

Project Manager 

OHH Manager 

Project risk register 

Confidential medical 

records 

Qualitative Occupational 

Hygiene Assessment 

(QOHA 

11.2.  Fitness for duty is 

assessed and 

managed 

Process: Fitness for Work 

Process: Fatigue 

Managemhghent 

Ventia Drugs and Alcohol 

Guideline 

Alcohol & Other Drugs 

Testing Procedure 

 Process: Occupational 

Health & Hygiene Risk 

Management 

Process: Verification 

Equipment and Calibration 

Develop and implement a project fitness for duty procedure 

All employees, contractors and visitors must be fit for duty (unimpaired) when they present to 

work. Fitness for duty assessments will be conducted and confidential records will be securely 

stored.  Personnel who are impaired at work are recognised and removed from danger. 

Personnel who have been removed from the workplace will be given the support and 

resources needed for them to return to work. In such cases a FFD return to work plan will be 

implemented. 

The Ventia Employee Assistance Program (EAP) will be identified and communicated. 

Information will be placed on Project HSE noticeboards.  

The Project’s fatigue management control strategies shall be carried out in accordance with 

Ventia procedures and legislation.  

Drugs and Alcohol 

Project Manager 

Site Superintendent  

SHEQ Advisor 

 

D&A testing 

Employee assistance 

program 

Calibrated testing 

equipment 

Alcolizer Certificate 

 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/6ce69418-a64d-43c7-8c91-b79fe31d9eee
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5682203a-6568-4c81-a701-c80c9c2e77b0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/5682203a-6568-4c81-a701-c80c9c2e77b0
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B4DA9C85E-F600-4B33-A680-20081718DB51%7D&file=US-059090-HS-PR-001%20Alcohol%20and%20Other%20Drugs%20Testing.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B4DA9C85E-F600-4B33-A680-20081718DB51%7D&file=US-059090-HS-PR-001%20Alcohol%20and%20Other%20Drugs%20Testing.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/6ce69418-a64d-43c7-8c91-b79fe31d9eee
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/08d74c84-73e2-40f3-a686-8aff781e5796
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/08d74c84-73e2-40f3-a686-8aff781e5796
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-2227
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-2227
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B4DA9C85E-F600-4B33-A680-20081718DB51%7D&file=US-059090-HS-PR-001%20Alcohol%20and%20Other%20Drugs%20Testing.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B4DA9C85E-F600-4B33-A680-20081718DB51%7D&file=US-059090-HS-PR-001%20Alcohol%20and%20Other%20Drugs%20Testing.docx&action=default
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/885869de-1ae5-4a61-9528-32b6964116a3
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/885869de-1ae5-4a61-9528-32b6964116a3
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

The use of alcohol or non-prescription drugs on the work site is an offence and will not be 

tolerated. All employees, subcontractors and visitors shall report for duty in a condition 

capable of safely carrying out their duties. 

The Project Manager shall ensure that the Fit for Duty procedures are implemented at the 

project and applicable to employees, sub-contractors and visitors. The project shall conduct 

testing under the following circumstances: 

• Pre-employment 

• Selective cause testing 

• Post incident cause testing 

• Random block testing 

Mandatory alcohol testing will be carried out daily on the Project by competent, trained 

personnel. Workers/employees will have the ability to conduct self-testing using alcohol 

testing devices that are provided. Testing devices will be calibrated as per the manufacturer’s 

recommendations. Calibration records will be maintained in the Project’s calibration register. 

A person who returns a positive screen above 0.000 BAC will be advised that they are unfit to 

remain at work and transport will be arranged on behalf of that person to take them off site 

(i.e. if the test level is above legal limit to drive). 

11.3.  Personal health 

and fitness is 

actively promoted 

and encouraged 

Process: Health Promotion 

Process: Working in heat 

and Other Extreme 

Conditions 

Guideline: Working in Heat 

and Other Extreme 

Conditions   

Health Monitoring 

Management Procedure 

Qualitative Occupational 

Hygiene Assessment 

Promotion 

Fitness for duty education and well-being training programs will be promoted on the Project. 

Health, fitness and wellbeing initiatives including manual handling will be communicated at 

pre-starts and toolbox meetings. 

All persons will be encouraged to participate in the Project’s health and well-being programs. 

The SHEQ manager will regularly review the effectiveness of the programs and report 

outcomes in the weekly Project team meetings and at daily pre-starts.  

Posters promoting health and well-being initiatives will be displayed on the Project HSE 

noticeboards. 

Project Manager 

OHH/ SafetyAdvisor 

 

SHEQ notice board 

EAP displayed 

Worker injured poster 

displayed 

Induction  

Toolbox talks 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f6dbe28e-7ff9-4362-898b-161ca835df9f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BD7288B92-A916-4F38-A6C8-0E6AFBBA0DE8%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BD7288B92-A916-4F38-A6C8-0E6AFBBA0DE8%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BD7288B92-A916-4F38-A6C8-0E6AFBBA0DE8%7D
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7bd870df89-a515-4552-b5b5-6bfb81517c89%7d&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7bd870df89-a515-4552-b5b5-6bfb81517c89%7d&action=default
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/WopiFrame.aspx?sourcedoc=%7bd870df89-a515-4552-b5b5-6bfb81517c89%7d&action=default
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

11.4. Health and 

hygiene risks are 

assessed and 

appropriate control 

measures 

established 

Process: Occupational 

Health & Hygiene Risk 

Management 

Guideline: Occupational 

Health and Hygiene Risk 

Management 

Qualitative Occupational 

Hygiene Assessment 

Health and hygiene risks 

A Qualitative Occupational Hygiene Assessment (QOHA) will be conducted prior to 

commencement of work. Occupational health hazards will be identified for the project where 

there is the potential for adverse health effects from exposure to chemical, physical or 

biological hazards. The level of detail will depend on the nature and extent of the occupational 

hazards present and the nature of the work performed. Hazards identified in the QOHA 

including controls will be included in the Project’s risk register. 

A qualified occupational hygienist shall complete a site-specific assessment of potential health 

hazards, including: biological, physical and chemical/atmospheric contaminants (refer to the 

Qualitative Occupational Hygiene Assessment). Qualifications and competency is defined as 

per the Occupational Health and Hygiene Risk Management Guideline. 

Project Manager 

OHH Advisor 

 

Monitoring records 

Calibration records 

SDS 

Ven-Chem 

Asbestos management 

records 

Consolidation records 

Asbestos registers 

Project’s risk register 

 Process: Occupational 

Health & Hygiene Risk 

Management 

Guideline: Occupational 

Health and Hygiene Risk 

Management 

Qualitative Occupational 

Hygiene Assessment 

Health Monitoring 

Management Procedure 

Worker health surveillance/monitoring and evaluation 

Personal exposure to health hazards is measured and evaluated based on the potential health 

hazards identified in the QOHA by a qualified occupational hygienist. 

The Project’s occupational physician will establish and maintain familiarity with the 

occupational activities performed by worker’s and therefore understand the health hazards 

that are likely to impact upon a worker’s health to ensure the design of the health monitoring 

program is suitable to the nature and scope of the work. The following types of health 

monitoring are nominated to be performed on the Project: 

• Asbestos medical (for workers performing asbestos removal works only). This 

includes spirometry, occupational history 

• Level C PPE Baseline Monitoring. This includes assessment of specific OHH hazards 

related to the works to be performed (e.g. inclusive of the Lead (inorganic) medical, 

Asbestos medical etc.) 

• Pre-employment Fit for Duty medical. This includes assessment of thermal risk 

factors, muscular-skeletal functional capabilities, audiometric assessment, drug and 

alcohol screen, spirometry. 

• Exit Medicals 

Formal training/qualifications as defined in the Occupational Health and Hygiene Risk 

Management Guideline will be held in the Advance Training Database.  

Project Manager 

OHH Manager 

SHEQ Manager 

 

Qualitative Occupational 

Hygiene Assessment 

(QOHA) 

Project risk register 

Personal exposure 

monitoring program 

records 

Health monitoring 

records 

Occupational hygiene 

assessment records 

(includes baseline 

monitoring) 

Advance Training 

Database 

TNA / Skills Matrix 

Confidential medical 

records 

https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B414DFA41-6140-46EF-8695-C1345F5AB864%7D
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

  Assessing Exposure 

Specific legislative requirements to ensure that health surveillance/monitoring is carried out in 

accordance with relevant legislation, codes of practice and Australian standards are detailed in 

the Process: Occupational Health & Hygiene Risk Management.  

A Quantitative Exposure Assessment will be completed where the QOHA states that exposure 

possibly exceeds 50% of the WES. This is performed to assess the effectiveness of controls used 

to prevent worker exposure; with the aim of documenting that no person at the workplace was 

exposed to a substance above the exposure standard; and to document that monitoring was 

performed in accordance with the respective State Regulations. 

An Occupational Hygienist will engage an appropriate specialist (such as an Occupational 

Physician) to oversee the required health surveillance and medical monitoring requirements of 

the Project. Recommendations made by the physician shall be considered by the Occupational 

Hygienist and SHEQ Manager. 

The QOHA will define site PPE requirements for protection from chemicals of concern, noise, 

and respiratory protection.  

Project Manager 

OHH Manager 

SHEQ Manager 

Qualitative Occupational 

Hygiene Assessment 

(QOHA) 

Project risk register 

Personal exposure 

monitoring program 

records 

Health monitoring 

records 

Occupational hygiene 

assessment records 

(includes baseline 

monitoring) 

Pre-start meetings 

 Process: Communications 

Process 

Guideline: HSE 

Communication and 

Consultation 

Qualitative Occupational 

Hygiene Assessment 

Management and communication of health surveillance/monitoring 

Once the health monitoring report is received from the physician, the results, 

recommendations and advice contained in it will be considered by the SHEQ Manager and 

Occupational Hygienist. 

A copy of the health monitoring report shall be made available to: 

• The worker 

• All other PCBUs who have a duty to provide health monitoring for the worker (e.g. 

the subcontractor) 

• The regulator if the report contains any of the following: 

 - advice that the test results indicate the worker may have contracted a disease, 

injury or illness as a result of carrying out work with the chemical  

 - recommendation that remedial measures be taken including whether the 

worker can continue to carry out work with the hazardous chemical that 

triggered the requirement for health monitoring 

The availability of health monitoring results will be communicated in the Project’s induction 

and periodically at project toolboxes to inform workers that individual health monitoring 

Project Manager 

Superintendent 

OHH Manager 

Project risk register 

Personal exposure 

monitoring program 

records 

Health monitoring 

records 

Occupational hygiene 

assessment records 

(includes baseline 

monitoring) 

Pre-start meetings 

Confidential medical 

records 

Completed health and 

hygiene audit 

Tool box Meeting Record  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2b7e1577-954e-46ba-a874-5b84a2195554
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC9071A96-1197-4D57-855C-8DE93C348A95%7D&file=US-059090-HS-GL-004%20HSE%20Communication%20and%20Consultation.docx&action=default
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PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

records are available on request. Results of reports will be maintained in a secured cabinet for 

medical files, with access only to relevant WHS personnel and retained for periods as defined 

by the Health Monitoring Management Procedure. 

Pre-Start Meeting Record 

 Process: Verification 

Equipment and Calibration 

Calibration and maintenance of equipment 

Equipment used in the measurement of health and safety related hazards will be tested and 

maintained as per the manufacturers recommendations. Calibration records will be maintained 

in the Project’s calibration register. Testing and calibration certificates from NATA and ISO: 

9001 accredited agencies will be held in the Project’s VenDocs system.  

Project Manager 

Superintendent 

Project Engineers 

 

Calibration records 

Calibration register 

Testing/Calibration 

certificates from 

accredited agencies 

 
Process: Workplace 

Hazardous Substances 

Guideline: Chemical 

Management 

Management of hazardous chemicals 

The project shall manage all hazardous chemicals (including those brought to site by 

contractors) by the appointed Chemical Coordinator. Risks associated with using, handling, 

generating and storing hazardous chemicals will be identified and communicated to Project 

personnel via the Work Pack briefings. 

A register of hazardous chemicals will be maintained in Ven-Chem and include: 

• The name of the hazardous chemical 

• Supplier of the chemical 

• Chemical risk assessment 

• A copy of the safety data sheet (no older than 5 years) 

• Quantities stored on site 

• Location of storage areas 

• Emergency Contact number 

• Physical state (solid, liquid, gas) 

• Class (DG and/or Haz Subs) 

• Status (on / off site) 

Safety Data Sheets (SDS) for hazardous chemicals, generated by Ven-Chem will be available for 

all materials on site and readily accessible to all workers. 

Project Manager 

SHEQ Advisor 

Superintendent 

 

Chemical risk assessment 

Chemical register 

Appointment of 

Chemical Coordinator 

SHEWMS that include 

use of Hazardous 

Chemicals 

Evidence of chemical 

inspections 

PPE use in accordance 

with SDS/SHEWMS 

Toolbox/Discussion with 

regards to chemicals 

Ven-Chem database 

SDS Folder & Register 
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ELEMENT 12. PLANT AND EQUIPMENT 

We will ensure that all plant and equipment used on the project is safe to use and is suitable for the task 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

12.1.  Plant and 

equipment 

requirements have 

been identified for 

all stages of the 

project 

Process: Operation of 

Plant 

Process: Risk Assessment 

of Plant 

Guideline:  Plant 

Inspection 

Plant requirements 

Sufficient plant and equipment will be provided to safely complete the scope of work. 

Plant requirements will be identified in construction planning documentation, including the 

construction methodology, WAPs and work packs. 

Project Manager 

Superintendent 

Project Engineers 

 

Efficient plant and 

equipment utilised 

WAPs and work packs, 

SHEWMS 

12.2.  Processes are 

implemented to 

assess the risks 

associated with 

plant and 

equipment 

Process: Mobilise Hired 

Plant 

Process: Mobilise Internal 

Plant 

Process: Risk Assessment 

of Plant 

Guideline:  Plant 

Inspection 

Plant & Equipment risks 

No item of plant or equipment will be allowed to operate on site before its associated health 

and safety risks are addressed. Above ground and underground services will be identified to 

prevent inadvertent contact during plant transport, general movements or excavation work. 

Prior to use, a mechanical inspection by a qualified diesel mechanic/fitter shall inspect each 

item of plant / equipment before it is first used on site to confirm the plant/ equipment meets 

Ventia and Project requirements (e.g. warning devices, roll-over protection structures, etc.) 

and is safe to operate. A hired in plant inspection report will be completed, and if any non-

conformance is identified, plant and equipment shall be quarantined and referred to the Plant 

Supervisor.  In such cases the supplier will be contacted immediately for rectification. The Site 

Supervisor will verify that the plant is fit for purpose and satisfactorily meets all requirements 

listed before it will be allowed to operate on site. 

Plant risk assessments must be available for all mobile plant prior to it being used. Operators of 

plant shall be familiarised with the hazards associated with the relevant plant life cycle which 

may include delivery, operation, maintenance/service and inspections and must acknowledge 

the hazards by signing the risk assessment before operating. Additional pre-works checks 

acknowledging plant risk assessments will be noted on the Start Card. 

The Supervisor will review /approve plant risk assessments, using the Plant Risk Assessment 

Checklist Form, and record the approval date in the Project’s Plant Register. 

Manufacturers’ safe operating instructions will be available for plant and equipment used on 

site. Plant service records are to be available for each item of plant. 

Project Manager 

Superintendent 

Project Engineers 

Operators 

SHEQ Advisor 

Plant risk assessment 

Manufacturer’s safe 

operating instructions 

Compliance checks 

Hired-in-Plant Inspection 

Report 

Traffic management and 

movement plan 

Exclusion zones 

Plant Risk Assessment 

Checklist  

Mobile Plant Register  
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

A traffic management / movement plan will be developed with required controls established 

and included in work process documentation (WAPs and work packs) to manage traffic and 

pedestrians on sites. 

12.3.  The impacts of 

modifications made 

to plant and 

equipment are 

assessed 

Process: Operation of 

Plant 

Process: Risk Assessment 

of Plant 

Guideline:  Plant 

Inspection 

Plant modifications 

All modifications and changes to plant will be risk-assessed and approved prior to 

implementation in accordance with the Ventia Process, Risk Assessment of Plant. 

All modifications to plant should be assessed and sanctioned by the Project Manager  prior to 

implementation. Refer to Element 5. Change Management  

Project Manager 

Superintendent 

Project Engineers 

 

Modification records 

Certification/ Engineer 

Sign-off  

Plant risk assessments 

Plant register 

12.4. All plant and 

equipment used on 

site is maintained, 

certified and 

recorded 

Process: Operation of 

Plant 

Process: Risk Assessment 

of Plant 

Process: Site Traffic 

Management 

Traffic Management Plan 

Guideline:  Plant 

Inspection 

Use of plant on site 

Plant and equipment will be maintained and serviced in accordance with the manufacturers’ 

instructions and will be recorded in the Project’s Plant Register. Personnel maintaining and 

servicing plant and equipment have the required skills, experience and qualifications to safely 

undertake the task. 

Records of maintenance will be held in VenDocs. The Site Supervisor/ SHEQ Advisor will track 

dates/hours of last service and dates/hours of next service and record this information in the 

Project’s Plant Register. 

All Ventia-owned items of plant and equipment must be issued with a unique asset 

identification number and recorded in a register. The plant register will include service 

requirements for different models which is found in plant operating manuals.  

Plant and/or equipment will be inspected by the competent operator daily, prior to use. SOPs 

will be developed for mobile plant operations which must be read and understood by 

operators prior to use. 

Pre-start inspection checklists will be developed and completed for each item of plant / 

equipment by the operator. Completed inspection checklists will be handed to the Plant 

Supervisor daily who will verify that the plant / equipment is fit for purpose.  

If faults are identified the Site Supervisor will arrange to have the fault rectified by a qualified 

person. Faults will be recorded in the Project’s Fault Register. 

Project Manager 

Superintendent 

Project Engineers 

Operators 

Maintenance or service 

records 

Daily pre-start inspection 

checklist 

Register of Ventia -

owned plant and 

equipment 

WorkCover plant 

registration 

Mobile Plant Register  

Project SOPs  

Mobile Plant Daily 

Inspection Checklists 

 

 

12.5. All operators using 

plant and 

equipment are 

Process: Operation of 

Plant 

Licenses and competency Project Manager 

SHEQ Advisor 

Records of licences and 

verification of 

competency 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

appropriately 

licensed and verified 

as competent 

Process: Safety, Health, 

Environment and Quality 

Training 

Process: Verification of 

Competency (VOC) for 

Safe and High Risk Work 

Guideline: Training Plan 

Guideline:  Plant 

Inspection 

Traffic Management Plan 

 

Operators of mobile plant are required to hold the required licences and certificates and to be 

verified as competent prior to operating plant on site. Verification of competency (VOC) will be 

reviewed every two years. 

Where plant or equipment does not require a licence or ticket to operate, as a minimum, a 

VOC challenge test, including oral and practical tests, must be conducted prior to allowing 

operations to operate such plant or equipment. 

Operator competencies, including verification of competencies, will be recorded in the 

Advance training database. 

Assessors must hold a Certificate IV in Assessment and Workplace Training or equivalent.  

Where the assessor does not have specific subject knowledge, a subject matter expert 

competent in the level and area of assessment must be involved in the assessment with the 

assessor. 

Additional pre-works checks acknowledging personnel trained and competent will be noted on 

the Start Card. 

Superintendent 

Project Engineers 

SHEQ Advisor 

Operators 

Vis-Res system 

Verification of 

competency 

TNA / Skills Matrix 

Training plan 

Advance training 

database 

Training needs analysis 

report 

Start Card 
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ELEMENT 13. EMERGENCY PLANNING AND RESPONSE 

We will actively prepare for and respond to emergencies 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

13.1.  Potential 

emergencies are 

identified using a 

formal risk 

assessment process 

Process: Emergency 

Management Plans 

Ventia Guideline: 

Emergency Planning 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

Identify potential emergencies 

The project will hold a workshop to identify possible and likely emergency scenarios with 

"competent" persons including project wardens and first aiders. Emergency scenarios selected 

from a comprehensive list will be used to develop the Project’s emergency risk assessment 

which will also identify emergency equipment, resources and training required.  

Potential emergencies to be considered, depending on the nature of the work, hazards and 

location of the workplace, include:  

(a) Human  

(b) Natural  

(c) Technological  

(d) High Risk Activities. 

Project Manager 

Project Wardens 

SHEQ Advisor 

First Aiders 

Emergency risk 

assessment 

Emergency risk workshop 

minutes 

Training plan 

Emergency equipment 

register 

13.2.  Emergency 

response plans and 

procedures are 

developed and 

regularly reviewed 

Process: Emergency 

Management Plans 

Ventia Guideline: 

Emergency Planning 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

Ventia Crisis Management 

Plan 

Emergency Response Management Plan and procedures 

An Emergency Response Management Plan will address all emergencies as outlined in the 

emergency risk assessment. 

Effective communication systems will be established for use during emergencies. 

The emergency assembly locations will be identified, regularly inspected and a detailed 

location or layout map showing the site in relation to public roads will be placed on site 

noticeboards. 

Specific emergency procedures will be prepared and implemented for each potential 

emergency the project has identified. 

The emergency response plan and procedures will be tested & reviewed every three months or 

following an actual emergency event or whenever there has been a significant change to site 

activities. 

ERMP will identify Relevant Authorities and Emergency Contact Details Section 4.10 

Escalation 

Project Manager 

 

Emergency response 

plan and procedures 

Emergency Response risk 

workshop 

Emergency assembly 

points  

SDS 

Emergency response 

team posters 

Emergency drill records 

Emergency Response 

Rehearsal Form   

Incident Reporting 

Escalation Process  
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Where an emergency becomes a crisis situation it will be escalated to the Ventia General 

Manager and managed in line with the Ventia Crisis Management Plan. In addition, the Project 

Manager shall also contact the Client to inform them of the nature of the emergency and any 

other requirements. 

13.3.  Adequate 

resources are 

provided to 

effectively 

implement 

Emergency 

Response 

Management Plans 

and procedures 

Process: Emergency 

Management Plans 

Ventia Guideline: 

Emergency Planning 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

Process: First Aid 

Emergency resources 

 

Sufficient emergency response resources will be provided, based on the risk assessment (and 

workshop) of possible or likely emergency situations. 

A “First Aid” risk assessment will be conducted to define required first aid resources. 

The contact numbers of emergency services will be prominently displayed on site 

noticeboards. refferences 

The suitability, location, and accessibility of emergency equipment will be assessed by a 

‘competent’ person. Competency can include engaging specialists from local companies or 

from advice given by Project trained fire wardens or first aiders. 

All resources required to respond to an emergency will be identified and kept in a ‘fit for 

purpose’ state. Emergency equipment, communication systems, exit signs, paths of travel and 

alarm systems will be inspected, tested and maintained at regular intervals.  Reviews of 

emergency equipment will be scheduled in the SHEQ Ven-Safe system. Inspections will be 

carried out by site personnel and/or specialist external providers when required as identified in 

the ERMP at Section 5.10.   

An emergency equipment register will be maintained by the SHEQ Manager. 

Employee assistance or counselling service will be made available. Details of the service will be 

communicated at inductions and posted on SHEQ noticeboards.   

Project Manager 

Superintendent 

SHEQ Manager 

SHEQ Advisor 

 

Maintenance or service 

records 

First aid risk assessment 

Emergency contact 

poster 

Relevant Authority and 

Emergency contacts list 

Employee assistance 

program 

Emergency equipment 

register 

13.4. Emergency action 

drills and exercises 

are conducted and 

reviewed 

Process: Emergency 

Management Plans 

Ventia Guideline: 

Emergency Planning 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

Emergency drills 

Emergency response plans will be tested and evaluated at least once every three months or 

whenever there has been a significant change to site activities. 

Scheduling for drills will be managed in the HSE activity schedule. The first emergency response 

drill will be conducted as soon after mobilisation to site as is practicable. 

Drills will include the process of contacting senior management and (if required) activating the 

Ventia Crisis Management Plan (at a scenario level only). 

Project Manager 

SHEQ Advisor 

Superintendent 

 

Emergency response 

rehearsal form  

Pre-start meetings 

attendance records 

HSE activity schedule 

Debrief record 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-2691
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/4e4dea61-34c5-48ff-a47f-db3449b7bb60
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-2691
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

 Ventia  Crisis 

Management Plan 
Emergency debriefs will be held after scheduled drills and outcomes communicated to 

personnel at the following pre-start meeting. 

Drills will be recorded on the Emergency Response Rehearsal Form after an emergency drill. 

Corrective actions from drills will be recorded in the SHEQ Ven-Safe system. 

The Project Manager will discuss the results of the drills with the Client and possible concerns 

and/or recommendations for improvement. 

13.5. Employees, 

contractors and 

visitors are given 

appropriate 

emergency 

response training 

Process: Emergency 

Management Plans 

Ventia Guideline: 

Emergency Planning 

Emergency Response 

Management Plan (US-

050055-HS-MP-002) 

 

Process: Manage Facility 

Training for Project 

Process: Identify Training 

Requirements 

Guideline: Training Plan 

Emergency training 

Emergency responders will be trained in the Project’s Emergency Response Management Plan 

which is scheduled in the TNA/Skills Matrix. 

The Project’s training plan will identify what training or VOC is required for emergency roles 

based on the possible or likely scenarios. Completed training for project wardens, first aiders 

and other emergency roles will be included in the Advance Training Database.  

An internal training program will be developed for emergency personnel to acknowledge 

understanding of their emergency roles. 

Emergency response plans and procedures will be communicated to all personnel on site and 

will be readily accessible. 

Immediate actions to be taken to activate an emergency response will be defined and 

communicated to all personnel. 

Project Manager 

SHEQ Advisor 

 

TNA / skills matrix 

Advance 

Competency assessment 

records 

Training records 

Communication records 

(toolbox, training) 

VenSafe corrective action 

report 

 

  

https://ventia.sharepoint.com/:w:/r/sites/projects/dms/_layouts/15/Doc.aspx?sourcedoc=%7bd9a71298-73a3-44ef-97f9-d74ac27676e8%7d&action=default&mobileredirect=true
https://ventia.sharepoint.com/:w:/r/sites/projects/dms/_layouts/15/Doc.aspx?sourcedoc=%7bd9a71298-73a3-44ef-97f9-d74ac27676e8%7d&action=default&mobileredirect=true
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/50125a13-3506-4da1-8128-b5d772782ab2
https://ventia.sharepoint.com/sites/projects/dms/_layouts/15/DocIdRedir.aspx?ID=VENTIA-1603855126-2691
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
https://ventia.sharepoint.com/sites/VenPRecs/050055/_layouts/15/guestaccess.aspx?guestaccesstoken=N9YEgqw1dBZrC3v0bb8ZSUciBFE8TB5AoHfTcomEk2U%3d&docid=2_0b9be3b15e4c645479e4d2a67d98a751f&rev=1
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/95b5ab6a-490d-4c90-b010-634f2729902f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/95b5ab6a-490d-4c90-b010-634f2729902f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/fb88db9c-8098-43a1-8f8d-b3b4ac290189
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B2808F77A-D5DC-4E18-8A5D-C884E2E4C995%7D&file=US-059090-HS-GL-011%20Training%20Plan.docx&action=default
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ELEMENT 14. DOCUMENT AND RECORD MANAGEMENT 

We will maintain accurate documents and records relevant to our health and safety management system 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

14.1.  Current versions 

of all relevant 

documents and 

records are 

available and 

controlled 

Process: SHEQ Records 

Management 

Process: Record Keeping 

Requirements & Review 

Process: Documented 

Information Control 

Process: System 

Documents Control 

Process: Manage Business 

Process Change 

Document and record management 

All documents and records referred to within and required to implement the HSMP, including 

the plan itself, will be controlled and maintained according to the Ventia Process – SHEQ 

Records Management. A full list of Ventia documents and records is provided within this 

procedure and examples are provided below. 

Document types: 

The types of documents to be controlled include: 

• Procedures 

• Guidelines 

• Flow charts 

• Registers 

• Forms 

• Management Plans 

• Checklists 

Types of records: 

The types of records to be generated on the project that are to be stored and maintained 

include: 

• Medical records, including pre-employment records, drug and alcohol screening 

records, etc. – hardcopies stored confidentially, archived for thirty years 

• Incident records and investigation reports – electronically saved into the SHEQ Ven-

Safe system, maintained for seven years 

• Notifications received by regulators – electronically saved into the SHEQ Ven-Safe 

system maintained for seven years 

• Audit reports – electronically saved into the SHEQ Ven-Safe system maintained for 

seven years 

Project Manager 

SHEQ Advisor 

Project Engineers 

Client 

Project document 

register 

VenDocs 

Personnel files 

SHEQ Ven-Safe system  

Advance training 

database 

Aconex system 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B5682203A-6568-4C81-A701-C80C9C2E77B0%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B5682203A-6568-4C81-A701-C80C9C2E77B0%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2d9e3e15-8d44-41f4-9eee-030a89b0daf0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2d9e3e15-8d44-41f4-9eee-030a89b0daf0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/413715ea-e8f7-43cd-b088-14a84def4995
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/413715ea-e8f7-43cd-b088-14a84def4995
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7BF2E8E878-B1D8-45C6-8458-991DAF061CFD%7D/Item/%7B62D108E9-5617-4FBF-AD4A-2CDFD0F9B211%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7BF2E8E878-B1D8-45C6-8458-991DAF061CFD%7D/Item/%7B62D108E9-5617-4FBF-AD4A-2CDFD0F9B211%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/daf2fcaa-9da1-41e8-a072-a633b510f796
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/2AC90351-666E-4FCF-8D37-FE7B6B8B4854/Item/daf2fcaa-9da1-41e8-a072-a633b510f796
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

• Completed inspections and LEAD observations – hardcopies stored on site, 

electronically saved into the SHEQ Ven-Safe system, maintained for seven years 

• Training records – electronically saved into the Advance Training Database, 

maintained for seven years 

• Calibration records for monitoring equipment – electronically saved into VenDocs 

• Monthly SHEQ stats – electronically saved into the SHEQ Ven-Safe system 

• Management meeting minutes – electronically saved into VenDocs and archived for 

seven years 

• Pre-Start Meetings and tool box talks – electronically saved into VenDocs, archived 

for seven years 

• Subcontractor evaluations – electronically saved into VenDocs, archived for seven 

years 

• Risk assessments (SHEWMS, etc.) – electronically saved into VenDocs, archived for 

seven years 

• Site Induction records for employees and subcontractors – electronically saved into 

Advance, archived for seven years 

14.2.  Documents and 

records are stored 

in the appropriate 

systems 

Process: SHEQ Records 

Management 

Process: Record Keeping 

Requirements & Review 

Process: Documented 

Information Control 

All documents and records generated on the Project will be stored in VenDocs with the 

following exceptions: 

• Training documentation will be managed and stored using Advance training database 

• Incident records, investigation reports and corrective actions will be stored and 

managed using the SHEQ Ven-Safe system 

Project Manager 

SHEQ Advisor 

 

VenDocs 

Advance 

Ven-Safe 

 

  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B5682203A-6568-4C81-A701-C80C9C2E77B0%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B5682203A-6568-4C81-A701-C80C9C2E77B0%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2d9e3e15-8d44-41f4-9eee-030a89b0daf0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/2d9e3e15-8d44-41f4-9eee-030a89b0daf0
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/413715ea-e8f7-43cd-b088-14a84def4995
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/413715ea-e8f7-43cd-b088-14a84def4995
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ELEMENT 15. AUDITING, REVIEW AND IMPROVEMENT 

We will continually improve our safety systems and safety performance by monitoring and reviewing their effectiveness 

Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

15.1.  Performance 

trends are identified 

and corrective 

actions are taken 

Process: Conduct 

Assurance Audit 

Process: SHEQ 

Performance Reporting 

Process: Manage SHEQ 

Planned Inspections 

Process: Corrective and 

Preventative Action 

Guideline: Leadership 

Accountability and H&S 

Culture 

Guideline: HSE Activities 

and Lead Indicators 

Performance trends 

Health and safety performance will be reviewed and reported at least monthly to identify 

trends. 

Action plans will be developed to improve performance as required. 

Project Manager 

SHEQ Advisor 

 

Lead and lag indicators in 

HSMP 

H&S performance 

reports 

Project team meeting 

minutes 

HSE activity schedule 

SHEQ Ven-Safe system 

15.2.  Regular 

management 

reviews are 

conducted to 

determine the 

continuing 

suitability, adequacy 

and effectiveness of 

the health and 

safety management 

system 

Process: Management 

System Review 

Process: Manage Audit 

Program and Resources 

Management reviews 

Formal management system reviews will be conducted annually to assess the adequacy of the 

H&S management system as part of its annual management system reviews. The outputs of 

the review will be incorporated into the HSMP. 

All reviews are to be conducted in accordance with the Management System Review Agenda 

and minutes and outcomes recorded. 

Project Manager 

Superintendent 

Project Engineers 

BU SHEQ Manager 

Quality & Systems 

Manager 

Management system 

review minutes 

Ven-Safe reports 

HSE activity schedule 

15.3. Audits are 

undertaken to 

Process: Manage Audit 

Program and Resources 

Compliance with health and safety management plan Project Manager 

BU SHEQ Manager 

HSE Activity Scheduler 

US audit schedule 

Completed audits 

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/3da10a01-c1cd-4fea-958c-1eab68cf9c33
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/c364bee1-5d2a-4e8e-8251-8780a19816e7
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f49131ea-72b6-48cd-b403-5f8de620cd8f
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B792E109D-CF78-46DF-BF2E-C9289236FA40%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B792E109D-CF78-46DF-BF2E-C9289236FA40%7D
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B127C33B0-5042-4C11-B450-74241170D030%7D&file=US-059090-HS-GL-006%20Leadership,%20Accountability%20and%20H%26S%20Culture.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
https://ventia.sharepoint.com/sites/VenPRecs/059090/_layouts/15/WopiFrame.aspx?sourcedoc=%7B37BB8EB1-18C8-441E-A5E2-DC3339AE12D5%7D&file=US-059090-HS-GL-008%20HSE%20Activities%20and%20Lead%20Indicators.docx&action=default
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f384cf4f-acca-46d4-a47a-1dc80fc4ae0d
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/f384cf4f-acca-46d4-a47a-1dc80fc4ae0d
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ad5c2d7f-7ddb-4890-a9a1-9552413678fb
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

ensure compliance 

with the HSMP 

Process: Conduct 

Assurance Audit 

Process: SHEQ 

Performance Reporting 

Process: Manage SHEQ 

Planned Inspections 

Guideline: Leadership 

Accountability and H&S 

Culture 

Guideline: HSE Activities 

and Lead Indicators 

Audits and reviews will be scheduled and carried out to verify that activities comply with 

planned arrangements and Ventia H&S minimum requirements and the health and safety 

system is effectively implemented and maintained. 

A schedule of audits and reviews are developed and conducted based on the significance of 

health and safety risks and the results of previous audits for: 

• Planning reviews – conducted by Business Unit SHEQ Manager or delegate 

• Start-up reviews – conducted by Business Unit SHEQ Manager or delegate 

• Subcontractor reviews 

• High-risk activity  

• HSMP audits 

• Health and safety legislation 

Each audit type will have a clear audit scope and be conducted in compliance with Ventia 

requirements. Action plans will be developed and closed out to improve performance as 

required and this may include an increased audit frequency. All H&S audit reports will be 

uploaded into the SHEQ Ven-Safe system. 

Completed action plans 

Project monthly reports 

SHEQ Ven-Safe system  

Project team meeting 

minutes 

Toolbox talks  

15.4. All audits are 

undertaken by 

suitably qualified 

and experienced 

personnel 

Process: Manage Audit 

Program and Resources 

Guideline: Training Plan 

Auditor competency 

Persons conducting audits and reviews will be appropriately experienced and qualified.  

Records of qualifications / competency will be maintained in the Advance training database by 

the SHEQ Manager. 

Project Manager 

BU SHEQ Manager 

Project training matrix 

Training records 

(Advance) 

 

15.5. Processes are in 

place to assess the 

effectiveness of risk 

management 

controls 

Process: SHEQ 

Performance Reporting 

Process: Manage SHEQ 

Planned Inspections 

Process: Manage Audit 

Program and Resources 

Process: Conduct 

Assurance Audit 

Process: SHEQ Risk 

Assessment 

Compliance and effectiveness of risk management 

Scheduled reviews of workplace compliance will be conducted proportionate to the level of 

risk and will include reviews of the project’s: 

• HIRAC assessment processes including Work Packs, SHEWMS review, Start Cards 

• Audits – internal, external and subcontractor 

• H&S inspections – internal, external and subcontractor 

• LEAD observations, hazard reports 

Project Manager 

SHEQ Advisor 

 

SWMS review checklist 

Start Cards 

HSE activity schedule 

H&S performance 

reports 

LEADs, inspections, audit 

reports, hazard reports 

H&S inspection reports 

SHEQ Ven-Safe system 
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Expectations Procedures How will we meet the Expectation? (minimum requirements) 
Responsible/ 

Key Contributor 
Deliverables 

Guideline: HSE Activities 

and Lead Indicators 

Subcontractor SHEWMS 

Review Form 

The Project Manager will verify inspections and observations schedules and records to ensure 

that risk control effectiveness is being monitored. This includes ensuring the competency of 

those conducting the reviews. 

All hazards or actions to manage at-risk behaviours identified during inspections, observation 

and audits must be assessed, controlled and closed out. 

15.6. Processes are in 

place to periodically 

review and revise 

health and safety 

documentation 

Process: SHEQ Records 

Management 

Process: Record Keeping 

Requirements & Review  

Process: Documented 

Information Control 

Guideline: Leadership 

Accountability and H&S 

Culture 

Document review 

A controlled version of the HSMP and associated procedures will be maintained in VenDocs. 

The HSMP will be reviewed annually or at least once within the project period, and will be 

scheduled via the HSE activity schedule. Safe work systems will be formally reviewed (at least) 

annually, or after significant changes to the work environment or, as a result of an incident 

investigation or following upd 

ates to applicable legislation or codes of practice. 

Project Manager 

SHEQ Advisor 

Project Engineers 

 

VenDocs 

Training register 
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H 1.             PEOPLE AND PLANT INTERACTION 

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

H1.1 - Interface between live 

traffic and people 

Process: Site Traffic Management 

Process: CRP Working Around 

Mobile Plant 

Vehicle Movement Plans 

Project SOPs 

Eliminate the need for workers to enter live traffic zones 

whilst plant/traffic is moving 

Physical barricades (e.g. concrete, water filled) to separate 

pedestrians and vehicular traffic  

Collision Avoidance Systems installed in vehicles 

Establish exclusion zones, spotters as required 

Display AS1319-compliant safety signs 

Daily/Weekly update to Vehicle Movement Plan 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections  

LEAD Observations 

Traffic Management Plan 

H1.2 - Interactions between 

people on foot and mobile 

plant 

Process: Site Traffic Management 

Process: CRP Working Around 

Mobile Plant 

Vehicle Movement Plans 

Project SOPs 

Eliminate the need for workers to be inside the Plant 

Operating Zone 

Prevent mobile plant from moving outside of its operating 

zone 

Prevent people from accessing the plant operating zone 

Isolate or temporarily halt the plant until: 

- Positive communication with the plant operator has been 

made 

- All ground engagement tools/ implements have been 

lowered to ground and motion of the plant is ceased 

 - Plant controls are disengaged by an isolation process to 

ensure inadvertent operation or movement cannot occur 

- The plant operator’s hands have been visibly removed from 

the controls. 

Pedestrian walk-ways to be barricaded and signed 

Superintendent 

Project Engineers 

 

Internal audit by Project  

Daily inspections  

LEAD Observations 
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Stop in a safe area well clear of the plant, make positive 

contact with the operator, only enter the area once the 

operator has been halted, and the plant and the operator has 

instructed that it is safe to enter 

Operator to be trained and deemed competent 

Spotter located behind barrier 

H1.3 - Plant Mechanical 

failure 

Process: Operation of Plant 

Process: Risk Assessment of Plant 

Process: Mobilise Hired Plant 

Guideline:  Plant Inspection 

Mechanical inspections by qualified and competent mechanics 

Service history, maintenance records 

Pre-start inspection records 

Visual checks through workplace inspections 

Report and fix all mechanical faults 

Superintendent 

Operators 

Internal audit by Project  

Daily inspections  

Pre Start Records 

H1.4 - Incompetent Operator Process: Safety, Health, 

Environment and Quality Training 

Process: Verification of 

Competency (VOC) for Safe and 

High Risk Work 

Process: Operation of Plant 

Guideline:  Plant Inspection  

Guideline: Training Plan 

All plant operators to hold appropriate High-Risk Licence  

Current Verification of Competency for the item of plant being 

used 

Evidence of recent training in Advance 

Fitness for work testing 

Adequate instruction and information about site hazards 

Provide all available manufacturer’s information on the safe 

operation of the plant  

Superintendent 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Advance database 

Training Plan 

H1.5 - Unidentified risks  Standard : SHEQ Hazard 

Identification and Risk Assessment 

and Control 

Process: CRP Working Around 

Mobile Plant 

Process: Operation of Plant 

Process: Manage Project Service 

Delivery Risk 

Guideline: Safe Systems of Work 

Site induction 

SHEWMS, Safe Operating Procedures, Work Packs 

Plant risk assessments, Start Cards 

HAZOPs / CHAIRS 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections 

LEAD Observations 
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H 2.             EXCAVATIONS OPERATIONS 

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

H2.1 - Planning excavation 

works 

Process: Manage Project Service 

Delivery Risk 

Process: CRP Ground Excavation 

Process: Manage Excavation/Break-

in Works 

Process: Operation of Plant 

Process: Risk Assessment of Plant 

Guideline:  Plant Inspection  

Procedure: Excavation and 

Trenching 

Mechanical plant, vehicles, storage of materials (including 

excavated material) or any other heavy loads should not be 

located in the ‘zone of influence’ 

Use of benching or the installation of ground support (e.g. 

shoring) 

Use of ramps, steps or other appropriate access into the 

excavation 

Mechanical ventilation to remove airborne contaminants 

Obtain information from the relevant authorities on the 

location of underground services 

Apprval from utility provider received 

Project Manager 

Design Engineers 

Superintendent 

Project Engineers 

HAZOPs 

Work Packs 

SHEWMS 

SOPs 

Start Cards 

Plans/drawings 

DBYD 

H2.2 - Unauthorised work Process: Permit to Work 

Process: CRP Ground Excavation 

Process: Critical Risk/ 

Managing hazardous 

energies 

Process: Manage Excavation/Break-

in Works 

Procedure: Excavation and 

Trenching 

Work permit (Excavation) 

Dial Before You Dig (DBYD) records 

Location services drawings 

Signed SHEWMS 

Signed Start Card 

Work pack briefing 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections  

LEAD Observations 

H2.3 - Plant failure Process: Operation of Plant 

Process: Risk Assessment of Plant 

Process: Mobilise Hired Plant 

Mechanical inspections by qualified and competent persons 

Service history 

Maintenance records 

Project Manager 

Superintendent 

Project Engineers 

Plant Risk Assessment  

Maintenance records 

Daily Pre-start checklist 
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Guideline:  Plant Inspection  Pre-start inspection records 

Visual checks through workplace inspections 

Report and fix all mechanical faults 

Check locking devices are applied with quick hitch 

attachments 

Plant risk assessments 

H2.4 - Access to excavation 

work area 

Process: Site Traffic Management 

Process: CRP Ground Excavation 

Vehicle Movement Plans 

SOP Barricades and Signs  

SOP Excavator Operator 

Eliminate the need for workers to be inside the plant 

operating zone 

Prevent mobile plant from moving outside of its operating 

zone 

Prevent people from accessing the excavation operating zone 

Isolate or temporarily halt the plant until: 

- Positive communication with the plant operator has been 

made 

- All ground engagement tools/ implements have been 

lowered to ground and motion of the plant is ceased 

 - Plant controls are disengaged by an isolation process to 

ensure inadvertent operation or movement cannot occur 

- The plant operator’s hands have been visibly removed from 

the controls. 

Pedestrian walk-ways to be barricaded and signed 

Stop in a safe area well clear of the plant, make positive 

contact with the operator, only enter the area once the 

operator has been halted, and the plant and the operator has 

instructed that it is safe to enter 

Operator to be trained and deemed competent 

Spotter located behind barrier 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections 

LEAD Observations 
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H2.5 - Unqualified operator Process: Verification of 

Competency (VOC) for Safe and 

High Risk Work 

Process: Operation of Plant 

Process: Safety, Health, 

Environment and Quality Training 

Guideline:  Plant Inspection 

Guideline: Training Plan 

SOP Excavator Operator  

Procedure: Excavation and 

Trenching 

All plant operators to hold appropriate High-Risk Licence  

Current Verification of Competency for the item of plant being 

used 

Evidence of recent training in Advance 

Fitness for work testing 

Adequate instruction and information about site hazards 

Provide all available manufacturer’s information on the safe 

operation of the plant  

Superintendent 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Advance database 
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H 3.             WORKING AT HEIGHTS 

Risks Procedural Resources Controls 
Who is accountable for doing 

it? 

How do we check it is 

being done? 

H3.1 - Unauthorised work Process: Working At Height 

Process: CRP Working at Height 

Guideline: Safe Systems of 

Work  

Work at Heights Permit 

Conduct a HAZOP / Work Pack Review 

Assess risks as defined in the COP for Managing the Risk of 

Falls 

Work at Height Permit approval  

Signed SHEWMS 

Signed Start Card 

Rescue plan in place if harnesses are used 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H3.2 – Uncontrolled work 

area 

Process: Working At Height 

Process: CRP Working at Height 

Work at Heights Permit 

Process: Site Traffic 

Management 

Vehicle Movement Plans 

SOP Barricades and Signs  

SOP Elevating Work Platform 

A Vehicle Movement Plan to be implemented  

Physical barricades to separate pedestrian and vehicular 

traffic  

Establish exclusion zones, spotters as required 

Display AS1319-compliant safety signs 

Engineered barrier systems to prevent entry to plant area 

Daily/Weekly update to Vehicle Movement Plan 

Trained Traffic Controllers required when plant/transports 

required to enter leave via public road 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H3.3 - Competency of 

operators 

Process: Working At Height 

Process: CRP Working at Height 

Process: Safety, Health, 

Environment and Quality 

Training 

Guideline: Training Plan 

SOP Elevating Work Platform 

Appropriate training, instruction and competency for: 

• Operation of mobile EWPs 

• Erection, maintenance and dismantling of 

scaffolds 

• Use of ladders 

• Use of permit systems 

• Use of fall arrest equipment 

Superintendent 

 

Internal audit by Project  

Daily inspections  

LEAD Observations 

Advance training database 

Register of permits issued 
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Risks Procedural Resources Controls 
Who is accountable for doing 

it? 

How do we check it is 

being done? 

• Emergency response in the event of a fall 

• First aid response in the event of a fall 

Current Verification of Competency for the item of plant 

(i.e. EWP) being used 

Evidence of recent training in Advance 

Fitness for work testing 

Adequate instruction and information about site hazards 

Provide all available manufacturer’s information on the 

safe operation of the plant 

H3.4 – Equipment failure Process: Operation of Plant 

Process: Risk Assessment of 

Plant 

Process: Mobilise Hired Plant 

Process: Mobilise Internal Plant 

Guideline:  Plant Inspection 

Mechanical inspections by qualified and competent 

mechanics 

Service history 

Maintenance records 

Pre-start inspection records 

Visual checks through workplace inspections 

Report and fix all mechanical faults 

Plant risk assessments 

Superintendent 

Operators 
Internal audit by Project  

Plant Risk Assessment  

Maintenance records 

Daily Pre-start checklist 

H3.5 – Unstable ground Process: Working At Height 

Process: CRP Working at Height 

Process: SHEQ Risk Assessment 

SOP Elevating Work Platform 

Inspect and verify ground conditions for potentially 

unstable surfaces before commencement of work 

Inspect sloping or slippery surfaces   

Safe Operating Procedures 

Document in Work Packs 

Document in SHEWMS 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H3.6 – Extreme weather 

conditions 

Process: Working At Height Monitor wind conditions throughout activity   
Superintendent 

Project Engineers 
Internal audit by Project  
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Risks Procedural Resources Controls 
Who is accountable for doing 

it? 

How do we check it is 

being done? 

Process: CRP Working at Height 

Process: SHEQ Risk Assessment 

Process: Manage Project 

Service Delivery Risk 

Guideline: Safe Systems of 

Work 

Site inspection to ensure all at-risk materials are secured 

SHEWMS for activity 

Safe Operating Procedures 

WAPs, Work Packs 

Start Card 

Daily inspections  

LEAD Observations 

H3.7 – Persons falling from 

height 

Process: Working At Height 

Process: CRP Working at Height 

Process: Manage Project 

Service Delivery Risk  

Guideline: Safe Systems of 

Work  

Eliminate need to work at height –work on the ground or 

work on a solid structure 

Plant and equipment to be designed and purchased to 

eliminate or reduce the risk associated with working at 

heights  

Compliance to AS/NZS 1891.1 Industrial fall-arrest systems 

and devices  

Install edge protection systems and fall protection covers  

Rescue procedures when harnesses are required 

Separate workers from risk of falling by means of guarding 

or protection of openings and holes 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections  

LEAD Observations 
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H 4.             EXPOSURE TO ENERGY SOURCES 

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

H4.1 - Failure to isolate 

energy sources 

Managing Electrical Risks in the 

Workplace Code of Practice 2016 

AS/NZS 3000 Wiring Rules 

Process: Electrical Safety 

Process: CRP Electrical Safety 

Process: Isolation Process 

Guideline: Isolation and lockout 

Safe Work  

Isolation Certificate 

No maintenance is to be conducted on live equipment. 

Isolation procedures apply 

Permit required   

Isolation is only to be conducted by trained & competent 

persons 

Project Manager 

Superintendent 

Project Engineers 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Register of permits issued 

H4.2 - Authorisation to Isolate Managing Electrical Risks in the 

Workplace Code of Practice 2016 

Process: Electrical Safety 

Process: CRP Electrical Safety 

Process: Isolation Process 

Process: Permit to Work 

Process: SHEQ Risk Assessment 

Guideline: Isolation and lockout 

Safe Work  

Risk assessment for activity 

Safe Operating Procedures 

WAPs, Work Packs 

Start Card 

Isolation certificate  

Authorisation by the Isolating Officer 

Lock Out Tag Out (LOTO) 

Trained & competent persons 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Advance Training Database 

Register of permits issued 

H4.3 - Isolation training  Process: Isolation Process 

Process: CRP Electrical Safety 

Process: Permit to Work 

Appropriate training, instruction and competency for 

Isolations 

Current Verification of Competency for Isolations 

Evidence of recent training in Advance 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections 

LEAD Observations 
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Guideline: Isolation and lockout 

Safe Work  

Guideline: Training Plan 

Fitness for work testing 

Adequate instruction and information about site hazards 

Advance Training Database  

H4.4 - Electrical installation 

compliance 

Managing Electrical Risks in the 

Workplace Code of Practice 2016 

AS/NZS 3000 Wiring Rules 

AS 3012 Electrical installations – 

Construction and demolition sites 

Process: Electrical Safety 

Process: CRP Electrical Safety 

Process: Isolation Process 

Process: Permit to Work 

Guideline: Isolation and lockout 

Safe Work 

Temporary electrical installations at Ventia controlled 

construction and demolition work places must be designed 

and installed in compliance with the following: 

AS 3012 Electrical installations – Construction and demolition 

sites 

Local regulatory authority requirements where they exceed 

the requirements of AS 3012 and AS3760. 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Electrical Test & Tag Registers 

H4.5 - Installation, inspection 

and certification procedures 

(Electrical) 

Managing Electrical Risks in the 

Workplace Code of Practice 2016 

Process: Electrical Safety 

Process: CRP Electrical Safety 

Process: Isolation Process 

Process: Permit to Work 

Guideline: Isolation and lockout 

Safe Work 

Procedures for the installation, inspection and certification of 

temporary electrical services are to include the following: 

Only suitably qualified personnel to carry out temporary 

electrical work. The electrical contractor must make one 

experienced qualified supervisor responsible for the 

installation, maintenance and certification of the temporary 

electrical system. All completed work to be inspected by the 

supervisor responsible for the installation, maintenance and 

certification 

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Electrical Test & Tag Registers 

Certificate of Electrical Safety for 

temporary installations 

H4.6 - Re-inspection and 

testing procedures 

Managing Electrical Risks in the 

Workplace Code of Practice 2016 

Process: Portable Electrical 

Equipment 

The temporary electrical system must at a minimum be 

inspected and tested to the extent and at frequencies as 

required in AS 3012  

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections 

LEAD Observations 
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Process: Electrical Safety 

Process: CRP Electrical Safety 

Process: Isolation Process 

Process: Permit to Work 

Guideline: Isolation and lockout 

Safe Work 

Electrical Test & Tag Registers 
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H 5.             LIFTING OPERATIONS 

Risks Procedural Resources Controls 
Who is accountable 

for doing it? 

How do we check it is being 

done? 

H5.1 - Planning for lifting 

operations  

 

 

Procedure: Lifting Operations  

Process: CRP Performing Lifting 

Operations 

Process: Risk Assessment of Plant 

Conduct risk assessment to identify risks associated with 

lifting operation 

Inspect and verify ground conditions 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections  

LEAD Observations 

H5.2 - Unauthorised work Procedure: Lifting Operations  

Process: CRP Performing Lifting 

Operations 

Process: Risk Assessment of Plant 

Process: Permit to Work 

Complete lift study 

Select crane based on lift study  

Perform a pre-lift checklist 

Permit to work approval  

Project Manager 

Superintendent 

Project Engineers 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H5.3 - Control of work area Process: Site Traffic Management 

Process: CRP Performing Lifting 

Operations 

Vehicle Movement Plans 

SOP Barricades and Signs 

Barricades to be in place to prevent access to the work area 

and ‘drop zone’ 

Set up crane as per lift study 

Exclusion zones to be established and maintained 

Clear and effective communication is maintained at all times 

during lifting operations. 

Tag lines utilised 

Superintendent 

 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H5.4 - Competency of 

operators 

Process: Verification of 

Competency (VOC) for Safe and 

High Risk Work 

Process: CRP Performing Lifting 

Operations 

Process: Operation of Plant 

Guideline: Training Plan 

Procedure: Lifting Operations 

All persons involved in lifting operations must be trained  

Verification of competency of operators confirmed 

Licences and tickets verified 

Superintendent 

Operators 
Internal audit by Project  

Daily inspections  

LEAD Observations  

Advance database 
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Risks Procedural Resources Controls 
Who is accountable 

for doing it? 

How do we check it is being 

done? 

H5.5 - Equipment failure Procedure: Lifting Operations 

Process: CRP Performing Lifting 

Operations 

Process: Risk Assessment of Plant 

Process: Permit to Work 

All lifting equipment to be inspected, tested & tagged by a 

competent person,  

Lifting equipment register maintained 

Superintendent 

Operator 
Internal audit by Project  

Daily inspections  

LEAD Observations 

H5.6 - Plant roll-over or 

collapse 

Unstable ground condition 

Procedure: Lifting Operations  

Process: CRP Performing Lifting 

Operations 

Process: Risk Assessment of Plant 

Process: Permit to Work 

Inspect and verify ground conditions.   

Crane to be set up as per the lift study 

Use support mats or other suitable load platforms to 

distribute load to ground. Crane operator to determine mat 

size as per lift studies 

Superintendent 

Project Engineers 

Lift study 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H5.7 - Extreme weather 

conditions 

Procedure: Lifting Operations  

Process: CRP Performing Lifting 

Operations 

Process: Risk Assessment of Plant 

Process: Permit to Work 

Monitor wind conditions throughout activity.  Work to only be 

conducted in good weather conditions that presents a safe 

working environment for workers. 

All induction training is to include controls for work in 

extremes of temperature, hot or cold 

Project Manager 

Superintendent 

Project Engineers 

Operator 

Internal audit by Project  

Daily inspections  

LEAD Observations 
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H 6.              WORKING WITH CONTAMINATED MATERIALS 

Risks Procedural Resources Controls Who is accountable for 

doing it? 

How do we check it is 

being done? 

H6.1 - Exposure to 

hazardous substances 
Process: Occupational Health & Hygiene 

Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Qualitative Occupational Hygiene 

Assessment  

Project Occupational Health and Hygiene Program 

Eliminate contaminated material from being handled by 

the worker - to be handled directly via heavy equipment 

Establish exclusion zones 

Chemical specific PPE 

 

Project Manager 

OHH Manager 
Internal audit by Project  

Daily inspections 

LEAD Observations 

Completed SHEWMS signed 

and dated by workers 

H6.2 - Inadequate Planning 

of Works  
Process: Occupational Health & Hygiene 

Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Qualitative Occupational Hygiene 

Assessment  

Project Occupational Health and Hygiene Program 

SHEWMS 

Safe Operating Procedures 

WAPs, Work Packs 

Start Card 

 

Project Manager 

OHH Manager 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Completed SHEWMS signed 

and dated by workers 

 

H6.3 - Inadequate Training 
Process: Occupational Health & Hygiene 

Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Qualitative Occupational Hygiene 

Assessment  

Guideline: Training Plan 

Evidence of training 

Project Inductions 

Toolbox  

Pre-Start Communications 

Work Activity Briefing 

Project Manager 

 

Personnel Records 

Advance Training Database 

Internal audit by Project  

Completed induction records 

for workers/subcontractors 

undertaking this work 

 

H6.4 - Fitness to work in a 

contaminated environment 
Process: Fitness for Work 

Process: Occupational Health & Hygiene 

Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Fit for Duty declaration 

Project Occupational Health and Hygiene Program 

 

Project Manager 

Superintendent 

 

Personnel Records 

Advance Database 

Internal audit by Project  

Daily inspections 
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Qualitative Occupational Hygiene 

Assessment  

Health Monitoring Management 

Procedure 

LEAD Observations 

H6.5 - Appropriate PPE 
Process: Occupational Health & Hygiene 

Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Qualitative Occupational Hygiene 

Assessment 

Project Occupational Health and Hygiene Program 

SHEWMS 

Safe Operating Procedures 

WAPs, Work Packs 

Start Card 

 

Project Manager 

Superintendent 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Completed SHEWMS signed 

and dated by workers and 

indicating PPE for works 

 

 

  

http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BDA0D44C5-F51E-4C1D-A925-F7921FC5BFF1%7D
http://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BDA0D44C5-F51E-4C1D-A925-F7921FC5BFF1%7D


   Health and Safety Management Plan  

 

US-050055-HS-MP-001 PAGE 87 OF 106      

PROJECT-1301499482-359 UNCONTROLLED WHEN PRINTED       VERSION 1.0 

H 7.  WORKING ON OR NEAR WATER 

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

H7.1 – Vessel instability due to 

rough conditions 
Process: Permit to Work 

 

Monitor weather conditions throughout activity. Work to 

only be conducted in fair weather conditions. Ventia to 

adopt the Beaufort wind scale (i.e. wind >11m/sec presents 

an unsafe condition for work on the water) at the indicator 

for unsafe weather conditions on the water. Supervisor to 

continually review and monitor prevailing weather 

conditions and stop work / report and document unsafe 

weather conditions. 

Ensure sufficient dry conditions prevail for duration of 

activity 

All induction training is to include controls for work in 
extremes of temperature, hot or cold 

Project Manager 

Superintendent 
Internal audit by Project  

Daily inspections  

LEAD Observations  

H7.2 – Fall whilst boarding 

vessel/transfer between 

vessels 

 

Slip, trips and falls accessing or 

egressing embankments  

Process: Permit to Work 

SOP Barricades and Signs 

 

Plant and equipment to be designed and purchased to 

eliminate or reduce the risk associated with working on 

water  

Install edge protection systems and fall protection covers 

where safe to do so. 

Rescue procedures when personal floatation devices (PFDs) 

are required 

All personnel working within 2 metres of an unprotected 

edge is to wear a PFD and have the ability to swim 

Separate workers from risk of falling by means of guarding 
or protection of openings and holes 

Superintendent 

Project Engineers 
Internal audit by Project  

Daily inspections  

LEAD Observations 

H7.3 – Major storm event or 

severe weather  
 Monitor weather conditions throughout activity.  Work to 

only be conducted in fair weather conditions 

Ensure sufficient dry conditions prevail for duration of 

activity  

Project Manager 

Superintendent 

Project Engineers 

Operator 

Internal audit by Project  

Daily inspections  

LEAD Observations 
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All induction training is to include controls for work in 
extremes of temperature, hot or cold 

H7.4 - Unplanned 

plant/personnel in the water  
SOP Barricades and Signs  

Process: Permit to Work 

 

Exclusion zones within 2m of the water’s edge  

Trained and competent operators, signage, START Cards 

PFDs compliant with AS 4758.1-2008 Personal Floatation 

Devices- Part 1 General Requirements to be made available 

for personnel completing works near water. All operators to 

wear PFDs.  

Life rings to be available in work area were practical. 

Project Manager 

Superintendent 

Project Engineers 

Operator 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H7.5 - Unauthorised access (via 

water) 
Project SOPs 

Process: Permit to Work 

Guideline: Isolation and lockout 

Safe Work 

Ensure all plant and container storage is lockable 

Premium silt curtain has hard float chambers which acts as a 

barrier to small water craft 

Complete ‘notice to mariners’ to alert local marine operators 

of proposed works and required precautionary navigation 

controls. 

Superintendent 

 
Daily inspections  

LEAD Observations 

H8.6 Working on or near 

shipping lanes or ferries 
Process: STARTcard- Authority to 

work 

US-050055-HS-MP-030 Marine 

Safety Management Plane 

 

 

All marine works will be manages as per Marine Safety 

Management Plane ( US-050055-HS-MP-030) 

 

Project Manager 

Superintendent 

Project Engineers 

Operation 

Internal audit by Project  

Daily inspections  

LEAD Observations 
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H8 . DIVING WORKS 

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

H8.1 – Divers not Competent 
Process: Permit to Work 

STARTcard- Authority to Work 

Competencies: Training 

Plan/Advance Training Database 

All divers competencies must be submitted to prior to 

starting works on oiste at the Kendall Bay project. 

Competencies muct be uploaded to VisRes.  

Superintendent 

Project Engineers 

Divers Supervisor 

Divers  

 

Personnel Records 

Advance Training Database 

Completed induction records  

Daily inspections  

LEAD Observations  

H8.2 – Inclement weather/ 

Water conditions prior to 

fitting the plates 

 

Fall whilst boarding vessel/ 

Drowning 

Vessel overturn to site.   

 

 

Process:  Permit to Work 

START card- Authority to Work 

Dive Plan 

Monitor weather conditions throughout activity. Work to 

only be conducted in fair weather conditions. Ventia to 

adopt the Beaufort wind scale (i.e. wind >11m/sec presents 

an unsafe condition for work on the water) at the indicator 

for unsafe weather conditions on the water. Supervisor to 

continually review and monitor prevailing weather 

conditions and stop work / report and document unsafe 

weather conditions. 

Divers to know tidal movement prior to commencement of 

each day  

Rescue procedures when personal floatation devices (PFDs) 

are required or Swim suit 

All personnel working within 2 metres of an unprotected 

edge is to wear a PFD 

Superintendent 

Project Engineers 

Divers Supervisor 

Divers  

 

Daily inspections 

 

LEAD Observations 

H8.3 – unplanned works 

/inadequate diving equipement 
Process:  Permit to Work 

START card- Authority to Work 

Dive Plan 

A specific dive plan must be prepared and agreed upon by all 

parties involved in the diving operation prior to 

commencement of the dive 

Subcontractor dive plans must be reviewed and approved by 

Ventia’s Project Manager and Superintendent prior to 

commencement of the dive.  

Further, a periodic review during the diving operation shall 

be undertaken by both Ventia and the diving subcontractor 

Superintendent 

Project Engineers 

Divers Supervisor 

Divers  

 

Internal audit by Project  

Daily inspections  

LEAD Observations 
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to ensure the limitations of the control measures selected are 

not exceeded.  

 

H8.4 –Unexpected finds when 

diving/Broco Cutting 
Process:  Permit to Work 

SOP Unexpected finds 

START card- Authority to Work 

Trained and competent operators, signage, START Cards 

Site supervision. Stop works and notify the Ventia 

supervisor. It will be at the supervisors discretion 

Remove yourself from the  

Superintendent 

Project Engineers 

Divers Supervisor 

Divers  

 

Internal audit by Project  

Daily inspections  

LEAD Observations 

H8.5- Coming into contact with 

contaminated material. 
 Process: Occupational Health & 

Hygiene Risk Management 

Guideline: Occupational Health and 

Hygiene Risk Management  

Qualitative Occupational Hygiene 

Assessment  

Guideline: Training Plan 

Project Occupational Health and Hygiene Program 

SHEWMS 

Safe Operating Procedures 

WAPs, Work Packs 

Start Card 

 

Project Manager 

Site Supervisor 

Hygienist 

SHEQ Advisor 

 

Internal audit by Project  

Daily inspections 

LEAD Observations 

Completed SHEWMS signed and 

dated by workers 
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H9. CONFINED SPACE  

Risks Procedural Resources Controls Who is accountable 

for doing it? 

How do we check it is being 

done? 

HPlanning confined space 

works 

Process: 

Design Management US-050050-

DMP-PR-001 

Working in Confined Space 

procedure US-050050-H&S-PR-099 

Confined Spaces Code of Practice 

Confined Space Permit 

Conduct a Safety in Design Review 

Conduct risk assessment to identify risks associated with 

confined space entry and work to be conducted in the 

environment 

Compliance with “Working in Confined Space” procedure. 

Complete a “Confined Space Entry” permit 

Workplace Manager/ 

Project Engineer/Site 

Supervisor 

 

Daily inspection checklists 

HSE Observation 

Identification of Confined 

Space 

Working in Confined Space 

procedure US-050050-H&S-PR-099 

 

Confined Spaces are identified and signposted at the 

entrance 

Signs and barricades are in place to prevent general access  

Workplace Manager/ 

Project Engineer/Site 

Supervisor/ 

HSE Observation 

Site Inspection 

Competency to enter a 

confined space 

Working in Confined Space 

procedure US-050050-H&S-PR-099 

Confined Spaces Code of Practice 

Fitness for Work US-050050-H&S-

PR-086 

No one to enter confined space unless trained and hold 

current confined space  

All persons are trained and competent in use of PPE, SCBA 

and multi-gas monitoring equipment 

All persons are fit to enter confined space 

Workplace Manager/ 

Project Engineer/Site 

Supervisor 

 

Personnel records 

Competency tickets 

Verification of Competency 

Unsafe atmosphere Confined Spaces Code of Practice 

Risk Assessment 

Working in Confined Space 

procedure US-050050-H&S-PR-099 

Atmospheric monitoring is to be conducted prior to entry 

Monitoring is to continue while persons are in the confined 

space.  

Portable ventilation to be used if practical. 

Site Supervisor/ Spotter/ 

rescue personnel/ all 

persons entering a 

confined space 

Monthly Objectives & Target report 

HSE Observation 

Confined Space permit 

Inadequate emergency 

response preparations 
Kendall Bay ERMP  Remediation 

Project) 

A rescue plan is to be developed before entry to a confined 

space.  Adequate rescue resources available  

Project Engineer/Site 

Supervisor 

HSE Observation 

Confined Space permit 
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Management Procedures 

1: Leadership and 
Accountability 

2: Planning 
3: Legal 

Compliance 
4: Risk Management 

5: Change 
Management 

6: Communication, 
Consultation and HSE 

Committees 

7: Training and 
Competency 

Standard: Leadership 

and Commitment 
Ventia Compliance 

Framework 

Ventia Compliance 

Framework 

Standard: Risk & 

Opportunity 

Management 

Framework 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and 

Control 

Process: Communications 

Process 

Process: Safety, 

Health, Environment 

and Quality Training 

SHEQ Policy  
Process: 

Develop/Update 

Project Management 

Plans 

Process: SHEQ Legal 

Requirements 

Standard: SHEQ Hazard 

Identification and Risk 

Assessment and 

Control 

Process: Modifications 

and Change 

Management  

Process: Site 
Communication 

Process: Deliver Site 

Project Induction 

Package 

Process: Demonstrate 

Project Leadership 
Process: Identify and 

Manage Project 

Requirements 

Process: SHEQ 

Performance 

Reporting 

Process: SHEQ Activity 

and Task Based Risk 

Assessment 

Process: Manage 

Change for Projects 

Process: Safety, Health, 
Environment and Quality 
Training  

Process: Identify 

Training Requirements 

Process: Create and 

Maintain a Positive 

Culture 

Process: SHEQ 

Objectives and 

Improvement 

Planning 

Process: Manage 

SHEQ Planned 

Inspections 

Process: SHEQ Risk 

Assessment 

Process: 

Communications 

Process 

 
Process: Manage 

Facility Training for 

Project 

Process: Leadership 

Walk and Talk 
Process: SHEQ 

Performance 

Reporting 

Process: 

Communications 

Process 

Process: Manage 

Project Service Delivery 

Risk 

Process: SHEQ Risk 

Assessment 

 
Process: Conduct 

Training or 

Assessment 

Process: Conduct a 

Performance Review 
Process: Manage 

Client Requirements 

and Project 

Performance 

Process: Site 
Communication 

Process: Identify 

Interface Risks 
Process: Manage SHEQ 

Planned Inspections 

 Process: Maintain 
Training Records 

Process: Manage Poor 

Performance 

Process: Plan Work Process: Safety, 
Health and Risk 
Purchasing Control 

Process: Project Risk 
and Opportunity 
Assessment 

  Process: Verification of 
Competency (VOC) for 
Safe and High Risk 
Work 

Process: Define Project 

Roles Responsibilities 

and Tasks 

Process: Source 
Project People and 
On Boarding 
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Ventia Safe Work Systems  

Lifting Equipment Working at Height Fitness for Work 

Manage Excavation/Break-in Works Entry into Confined Space Housekeeping 

Asbestos and Synthetic Mineral Fibres Permit to Work Identification and Labelling of Items 

Fire Risk Management Chemical Compliance 
Identification and Management of 

Critical Systems 

Control of Hot Work 
Critical Instrumented Protective 

Systems 

Control of Non-Conforming Products 

and Services 

Dangerous Tools Critical Machine Systems Biological Hazards 

Electrical Safety Exhaust Ventilation Isolation Process 

Fatigue Management 
Handling, Storage, Preservation and 

Protection of Materials 
Lone and Isolated Workers 

Gas Detectors Hearing Conservation Machine Guarding 

Programmable Electronic Systems Personal Protective Equipment 
Occupational Health & Hygiene Risk 

Management 

Radiation Protection Physical Security Risk Management Operation of On-Road Vehicles 

Reproductive Hazards 
Electrical Requirements for 

Construction and Demolition 
Operation of Plant 

Risk Assessment of Plant Portable Electrical Equipment Permit to Work 

Safety Data Sheets Pressure Systems 
Preparation of Inspection and Test 

Plans 

Safety, Health and Risk Purchasing 

Control 
Live Traffic Management 

Transport of Dangerous and non-

Dangerous Goods 

Smoke Free Work Environment Site Traffic Management Travel Safety and Security 

Use of Hoses 
Verification Equipment and 

Calibration 
Working from Home 

Visitors to Site 
Work on High Voltage Equipment and 

Systems 

Work on Live Low Voltage Equipment 

and Systems 

Working in Heat and other Extreme 

Conditions 
Workplace Hazardous Substances  
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https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/986ba3ad-e2d4-4ffa-9dff-76dd9f4416fd
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/73be4907-b222-46b3-ba89-960e764d6ccc
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/1497fa75-8779-40cf-ba0b-72cbab33f2fc
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/b5562136-5137-47bf-8f67-912bedd1bb6c
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/4575afcb-2944-4126-9e76-9f8fb8c41678
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/885869de-1ae5-4a61-9528-32b6964116a3
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/885869de-1ae5-4a61-9528-32b6964116a3
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/09688124-2f6c-4cec-a55c-d7a8f2b874f5
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/4c971eca-2cba-4e22-965f-a0a5e2b18d33
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ebc95176-8cf7-4043-91bb-8c41d1af5315
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/ebc95176-8cf7-4043-91bb-8c41d1af5315
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/0263a476-7677-485f-8b9e-7ab43f757455
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/0263a476-7677-485f-8b9e-7ab43f757455
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7288b92-a916-4f38-a6c8-0e6afbba0de8
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/d7288b92-a916-4f38-a6c8-0e6afbba0de8
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/66256aa5-e343-44f2-8ed6-98f1fa46aefd
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Ventia Critical Risk Protocols  

Process: Confined Space Standard: Confined Space Work Confined Space CRP Toolbox 

Process: Electrical Safety Standard: Electrical Safety Electrical Safety CRP Toolbox 

Process: Ground Excavation Standard: Ground Excavation Ground Excavation CRP Toolbox 

Process: Isolated Work Standard: Isolated Work Isolated Work CRP Toolbox 

Process: Managing Hazardous 

Energies 
Standard: Managing Hazardous Energies 

Managing Hazardous Energies 

CRP Toolbox 

Process: Performing Lifting 

Operations 
Standard: Performing Lifting Operations 

Performing Lifting Operations 

CRP Toolbox 

Process: Working around Live 

Services 
Standard: Working around Live Services 

Working around Live Services 

CRP Toolbox 

Process: Working around Mobile 

Plant 
Standard: Working around Mobile Plant 

Working around Mobile Plant 

CRP Toolbox 

Process: Working at Height Standard: Working at Height Working at Height CRP Toolbox 

Process: Working in and around Live 

Traffic 

Standard: Working in and around Live 

Traffic 

Working in and around Live 

Traffic CRP Toolbox 

Process: Working with Asbestos and 

ACM 
Standard: Working with Asbestos and ACM Asbestos and ACM CRP Toolbox 

  

https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B29369CC4-26B0-4D4C-9C7E-F04141C938B2%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Confined%20space%20work.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B09590061-34F6-42F1-A408-413B893977B5%7D&file=Confined%20space%20work%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B7E9F2B8E-2890-4A3F-A6DD-775FDF38B8AC%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Electrical%20safety.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B09590061-34F6-42F1-A408-413B893977B5%7D&file=Confined%20space%20work%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B0B1CF3E0-CE7D-42A4-8E61-5993D5820E94%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Ground%20excavation.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B09590061-34F6-42F1-A408-413B893977B5%7D&file=Confined%20space%20work%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BA07D499E-5A42-4B2A-BB26-DB461E131A51%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Isolated%20work.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BAD78C2E3-EEC7-4138-81A0-B26126A33CB6%7D&file=Isolated%20work%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B1481F0C9-177D-4180-9364-ADCF8BBDBC10%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B1481F0C9-177D-4180-9364-ADCF8BBDBC10%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Managing%20hazardous%20energies.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BAD78C2E3-EEC7-4138-81A0-B26126A33CB6%7D&file=Isolated%20work%20tool-box%20talk.pptx&action=edit
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BAD78C2E3-EEC7-4138-81A0-B26126A33CB6%7D&file=Isolated%20work%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BCF72911E-47F3-41B8-B1B1-944834F9C674%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BCF72911E-47F3-41B8-B1B1-944834F9C674%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Performing%20lifting%20operations.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B04009470-E12F-4B70-8221-3D8AF2D58C1F%7D&file=Performing%20lifting%20operations%20tool-box%20talk.pptx&action=edit
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B04009470-E12F-4B70-8221-3D8AF2D58C1F%7D&file=Performing%20lifting%20operations%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BD7766963-ED9C-4B82-A820-4E09155F4112%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7BD7766963-ED9C-4B82-A820-4E09155F4112%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Working%20around%20live%20services.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B53AB7463-136D-4CD3-B2D0-57445B371502%7D&file=Working%20around%20live%20services%20tool-box%20talk.pptx&action=edit
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B53AB7463-136D-4CD3-B2D0-57445B371502%7D&file=Working%20around%20live%20services%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B234DD21D-4E26-4493-9DD4-B316E48CF0BF%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B234DD21D-4E26-4493-9DD4-B316E48CF0BF%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B234DD21D-4E26-4493-9DD4-B316E48CF0BF%7D
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B696A85A6-854A-4269-A55C-0D778C1037A0%7D&file=Working%20around%20mobile%20plant%20tool-box%20talk.pptx&action=edit
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B696A85A6-854A-4269-A55C-0D778C1037A0%7D&file=Working%20around%20mobile%20plant%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B2854E9D8-B5E2-42E0-9DB7-3069CDCE96D8%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Working%20at%20height.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BEA30714D-FB16-4141-8EDF-853E62709F66%7D&file=Working%20at%20height%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B42419199-DC0C-49AD-9D47-5693F0268D58%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B42419199-DC0C-49AD-9D47-5693F0268D58%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Working%20in%20and%20around%20live%20traffic.pdf
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Working%20in%20and%20around%20live%20traffic.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BA7D394F8-4DE7-4CA5-88EB-3AE30A9A76AF%7D&file=Working%20in%20and%20around%20live%20traffic%20tool-box%20talk.pptx&action=edit
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7BA7D394F8-4DE7-4CA5-88EB-3AE30A9A76AF%7D&file=Working%20in%20and%20around%20live%20traffic%20tool-box%20talk.pptx&action=edit
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B7A3C318C-EBE3-4101-8FDD-1712C3F05CC0%7D
https://ventia.modelpedia.com.au/PublishedWebsite/LatestFinal/%7B2AC90351-666E-4FCF-8D37-FE7B6B8B4854%7D/Item/%7B7A3C318C-EBE3-4101-8FDD-1712C3F05CC0%7D
https://ventia.sharepoint.com/sites/projects/dms/Corporate%20Documents%20Library/Working%20with%20asbestos%20and%20ACM.pdf
https://ventia.sharepoint.com/:p:/r/sites/projects/dms/knowledgecentre/_layouts/15/doc.aspx?sourcedoc=%7B3F25E6A7-E458-4873-B86E-65EE6FC5D6BC%7D&file=Working%20with%20asbestos%20and%20ACM%20tool-box%20talk.pptx&action=edit
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ANNEX A. GLOSSARY OF TERMS 

The following table outlines key terms used in this document and associated procedures. 

Term Definition 

BU   Business Unit 

CAR Corrective Action Report 

Change An addition, revision, deletion, modification or replacement to 
any aspect of the company’s business that is not a replacement in 
kind and has the reasonable potential to impact health and safety 
outcomes or expectations. 

Change does not include variations to processes, plant, 
equipment and people that are within routine decision-making 
protocols or authorities, including designed or agreed controls, 
boundaries or tolerances. 

Competency Competency is having and applying specific knowledge and skill to 
a required performance standard. It involves all aspects of work 
performance, including: - Performing at acceptable skill level - 
Organising own tasks - Responding and reacting appropriately 
when things go wrong - Fulfilling a specific role - Transferring skill 
and knowledge to new situations. 

Competent Person A competent person is one who has the qualifications and/or 
experience required to skilfully perform the stated duties. 

Crisis Management Plan Ventia’s Crisis Management Plan details how Ventia and its 
subsidiaries (Ventia) will respond to a Crisis in an effective, timely 
manner, ensuring the safety and well-being of its people, with the 
goal of avoiding or minimizing damage to Ventia’s profitability, 
reputation or ability to operate. 

Dangerous Goods Dangerous goods are those substances, usually with hazardous 
properties, that are listed in the Australian Dangerous Goods 
Code. 

Due Diligence Due diligence means persons must not only have a clear 
understanding of the organisation, its safety risks and how to 
minimise those risks to ensure substantive compliance with the 
organisation’s WHS obligations, but be able to verify compliance – 
for example, have documentation relating to systems, training, 
reporting of incidents and hazards, follow up procedures and 
consultation with employees. 

Element  Key areas that make up the core structure of each of the 
management plans. 

Emergency An emergency is any abnormal and dangerous and/or 
environmentally threatening situation needing prompt action to 
control, correct and return to a safe condition. Types of 
Emergencies include: - Fire - Explosion - Chemical spills - Gas leak 
(toxic or flammable) - Natural events - Impact events - Civil 
disturbances - External events, e.g. loss of services or emergency 
in neighboring facility - Significant discharge/spillage 

EMP Environment Management Plan  

Employee Assistance Program (EAP) The EAP is a confidential and voluntary counselling service. The 
aim is to assist with the resolution of personal and work-related 
problems which may affect work performance 

ERMP An emergency response plan that addresses all identified 
emergencies with specific emergency procedures for each 
different potential emergency. The emergency response plan 
(ERMP) should cover: 
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• Roles and responsibilities for all personnel 

• Safe evacuation procedures and routes 

• Shut down of plant and equipment 

• Appropriate treatment of injured persons 

• Dangerous goods / hazardous substances response 

Emergency Services An organisation/group that provides assistance during an 
emergency. This may include including police, ambulance 
services, doctor/clinic, Poisons information Centre and fire 
brigade. 

First Aid The initial treatment of persons suffering injury or illness at a 
workplace. 

Fit for Purpose Appropriate and of a necessary standard for its intended use 

Formal Inspection Formal inspections are recorded on a checklist and closed out by 
the project team. 

Formal Observation Formal observations are scheduled and recorded on an approved 
form. 

HSE Health, Safety and Environment 

HSE Committee A forum involving members of Company management and the 
workforce with the primary function to assist cooperation 
between the employer and workers in developing and carrying 
out measures to improve workplace health and safety. 

H&S Representative Elected members of the workplace that have acquired the skills 
and knowledge to enable them to fulfil the role of workplace 
health and safety representative as required under legislation. 

High Risk Work The category assigned to an activity after a risk assessment has 
considered the likelihood and consequence or as defined by 
legislation. 

Incident An occurrence causing injury, disease, plant, property, or 
environmental damage, including a near-miss. 

Individual Training Plan Also known as a development plan as detailed in Ventia Process - 
Conduct a Performance Review 

Induction Induction refers to programs designed to impart specific 
knowledge to new employees, so they understand the business 
and can begin to safely and effectively carry out their work. 
Induction programs vary in length and structure depending on the 
employee’s role and duties in the organisation. 

Informal Inspections Informal inspections are not recorded on a checklist and rely on 
the experience of the observer 

Informal Observations Informal observations are not recorded on a form and rely on the 
experience of the observer. 

Injury Management File A separate confidential rehabilitation file documents staff 
members’ injury management and return to work progress. 

Irregular visitor/delivery Requires access to the workplace (operational areas) at a 
frequency exceeding monthly. 

Key Performance Indicator A Key Performance Indicator is the collection of information used 
to measure performance of a particular function or operation. 

Lag Indicator A lag indicator is essentially a statistic or other measure that 
simply indicates the result of a planned activity but do not 
measure the effective implementation of safety programs, 
proactive action plans and preventative activities in place.  An 
example of a lag indicator is Lost Time Injury Frequency Rate 
(LTIFR). 
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Lead Indicator These measures have been determined as the critical control 
points necessary to prevent workplace injuries from occurring 
Examples include workplace inspections conducted, training 
completed etc. 

Legal Compliance Legal Compliance is the effective control of legal risks at a 
workplace to ensure compliance with all applicable laws. 

Legislation Legislation is acts or laws passed by government bodies, including 
Federal, State and Local Government. 

Line Manager The line manager is your direct report or next person of authority. 

Lost time Injury (LTI) Lost time injury is an occurrence resulting in a fatality, permanent 
disability or lost time from work of one day/shift or more. 

Manual Uniform Traffic Control Devices (MUTCD) The Manual of Uniform Traffic Control Devices is as described in 
AS/NZS 1742 and in all of its parts. The manual contains the 
design, methods, standards and procedures in relation to traffic 
control devices. A version of the MUTCD may also be available 
through various State or Territory Traffic Authorities. 

National Competency Standards National Competency Standards specify the knowledge and skill 
required in employment, as well as the application of that 
knowledge and skill to the standard of performance required. 
Standards are expressed in terms of workplace outcomes and are 
developed by the industry parties, based on the structure of work 
within the particular industry. 

NCR Non-Conformance Report 

Operational Area As defined by the Project Manager - usually where persons would 
access the live construction work, does not include the main 
office compound 

Pre-Start Meeting Pre-start meetings are a forum to discuss the required work for 
the day and associated HSE aspects 

Project Charter A commitment or values statement developed in consultation 
with others that outline the desired safety culture/performance 
of the project. 

Project Manager Also referred to as the Workplace Manager - the person who has 
overall responsibility for the operation of the workplace. 

Regular Visitor/Delivery Requires access to the workplace (operational areas) at a 
frequency not exceeding monthly. 

Resource Plan A staffing plan that shows the number of personnel, by type, that 
will be required on the project 

Return to Work Coordinator Responsible for the continued management of an employee who 
has sustained an injury. This includes; ensuring notification of an 
injury is reported to the Ventia Injury Management team within 
24 hours of occurrence, accompanying an injured employee to 
medical treatment (where possible); assisting the injured 
employee to complete relevant paperwork and forward to the 
State Coordinator on the same day; identifying suitable and 
meaningful duties to enable the development of the Suitable 
Duties/ Return to Work Plan; monitoring employee’s progress and 
adherence to the suitable duties/ Return to Work Plan; regularly 
communicating with the injured employee and State Coordinator 
regarding the return to work progress; ensuring any 
documentation provided by the injured employee, such as 
medical certificates are promptly forwarded to the Ventia injury 
management team for processing ; generally offering support and 
encouragement to any injured employee 

Return to Work Plan A return to work plan is based on the principle that the employer 
can enable a coordinated return to work. The plan must match 
the injured employee’s capabilities and limitations as outlined on 
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the medical certificate. The plan sets out how treatment, 
rehabilitation, claims management and employment practices are 
to be coordinated to achieve a safety and durable return-to-work 
for an injured employee. 

Risk The chance of something happening that will have an impact 
upon objectives.  It is measured in terms of consequence and 
likelihood.  For this plan, also encompasses opportunity. 

Risk Assessment A risk assessment is the logical and systematic approach to 
identifying hazards, assessing risks, and implementing and 
maintaining controls in order to reduce risk to an acceptable level. 

Risk Register A register of the identified issues, risks/opportunities, analysis, 
evaluation and treatments for the project. 

Safe Work Procedure Provides the direction (instruction) on what Ventia expects to be 
in place to safely manage a particular work activity or safety issue 
(e.g. Lifting Operations, Confined Space) 

Safe Work System Describes the procedures, forms and processes that the project 
implements to ensure that particular activities are executed in a 
risk-controlled way.  The structure and format of a safe work 
system will depend on the complexity and risk associated with the 
task it describes. 

Safety Data Sheet (SDS) Key source of documentation for health and safety information 
for a substance. Includes precautions of use, hazard information, 
first aid requirements. 

SHEQ Safety, Health, Environment and Quality 

SHEQ Alert A standard company communication tool used to transfer 
learning’s from a hazardous condition/incident. The SHEQ Alert 
must be approved by the Project Manager and BU SHEQ Manager. 

SHEWMS Safety Health Environmental Work Method Statement (SHEWMS) 
A task level hazard identification tool concentrating on current 
conditions, interactions and resources  

Skills Matrix A table that matches personnel, or job roles, or other resources, 
with desired skills to provide views of the need for additional 
development, training or the acquisition of new resources. 

Stakeholders Entities such as customers, suppliers, lenders, or the wider society 
which influence and are influenced by an organization but are not 
its 'internal part'. 

Subcontractors A subcontractor is a company, partnership, trust or individual 
business under a signed contract to carry out works for the 
principal contractor 

Toolbox Talk A tool box meeting is an interactive informal meeting of 
workgroup members. Foreseeable work hazards are discussed 
and controls planned. 

Ven-Safe Ven-Safe is a SHEQ intranet database used to collect statistical 
and incident data from projects and business units. All Ventia 
incident classifications are contained in the SHEQ Ven-Safe 
database. It contains a corrective action reporting system and 
enables actions to be electronically assigned, tracked and 
reported on. 

Ventia Injury Management System Key roles: 

• Provide information to the business about workers 
compensation 

• Monitor your return to work program 

• Provide ongoing workplace support for yourself and 
your Nominated (State-Based) Workplace Injury 
Management Representative 
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• Communicating with all parties (including doctors, 
treatment providers and insurer) to ensure best practice 
injury management 

Visitor Any person entering a site for the purpose of one off and/or 
irregular visit and who will not be undertaking any work at the 
workplace. 

Warden A person appointed to the role who is responsible for dealing 
effectively with emergency situations. They do not require 
previous experience or qualifications to take on the role and are 
given training to enable them competent to fulfil their 
responsibilities such as: evacuation procedures, area 
familiarisation, fire extinguisher handling as appropriate, first aid 
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ANNEX B. Health and Safety Roles and Responsibilities 

The following table summarises the responsibilities identified in this plan.  

R= Responsible, C = Key contributor 
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 ELEMENT 1. LEADERSHIP, ACCOUNTABILITY AND CULTURE 

1.1 H&S accountabilities, roles and responsibilities for managers, staff, 
employees and contractors are clearly defined, documented and 
communicated 

R   C C  

1.2 H&S leadership commitment is demonstrated through measurable 
participation in H&S management 

R  C  C C 

1.3 H&S expectations are clearly defined with appropriate recognition and 
disciplinary processes in place 

R C C  C C 

1.4  Line management at all levels model, promote and recognise safe 
behaviour 

R C C  C C 

1.5  Project management develop, provide and review the resources, training, 
coaching and feedback required to maintain a strong safety culture 

R C  C C  

 ELEMENT 2. PLANNING 

2.1 Client, partner and other key stakeholder health and safety requirements 
relevant to the project have been clearly identified and addressed 

R  C  C C 

2.2 A documented HSMP which addresses the project’s risk profile has been 
developed and agreed in consultation with key stakeholders 

R  C  C C 

2.3  Adequate resources are provided to effectively implement the health and 
safety plan 

R  C  C C 

2.4  Project safety objectives and targets are defined R    C  

2.5  A schedule of internal and external health and safety audits and reviews 
has been developed 

R    C  

 ELEMENT 3. LEGAL COMPLIANCE 

3.1 Legal and regulatory requirements relating to health and safety are 
identified and recorded on a register 

R    C  

3.2 The operational activity program has been regularly assessed to ensure 
legal and regulatory requirements relating to health and safety are being 
met 

R  C  C C 

3.3 Personnel on the site have access to current versions of legislation, 
standards and codes of practice 

R    C  

3.4 Changes to legislation, standards and codes of practice are incorporated 
into project procedures and practices 

R    C  
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R= Responsible, C = Key contributor 
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 ELEMENT 4. RISK MANAGEMENT 

4.1 Health and safety risks are identified and assessed at all stages of the 
project 

R  C  C C 

4.2 The most effective controls are selected appropriate to the level of risk R  C  C C 

4.3   All identified risks and controls are recorded in a risk register   R    C  

4.4 Risks and controls have been communicated to all affected personnel R  C  C C 

4.5 Regular inspections and observations are conducted to monitor 
compliance with and effectiveness of identified controls 

R  C  C C 

4.6 All personnel performing risk identification and assessment activities are 
suitably trained and experienced 

R  C  C C 

 ELEMENT 5. CHANGE MANAGEMENT 

5.1 Changes to planned operations that have potential health and safety 
consequences are identified 

R  C  C C 

5.2 Risks associated with identified changes are assessed and controlled 
before changes are implemented 

R  C  C C 

5.3 All changes, along with their assessments and controls, are recorded R  C  C C 

5.4 All changes with health and safety consequences are authorised before 
they are implemented 

R  C  C C 

5.5 Controls associated with change are communicated to all affected 
personnel 

R  C  C C 

 ELEMENT 6. COMMUNICATION, CONSULTATION AND HSE COMMITTEES 

6.1 Consultative forums have been established with regular meetings 
scheduled, conducted, documented and communicated 

R  C  C C 

6.2 Health and safety representatives and HSE committee members are 
appropriately trained 

R  C  C C 

 ELEMENT 7. TRAINING AND COMPETENCY 

7.1  All personnel have completed appropriate project inductions containing 
relevant health and safety information before they are authorised to work 
on the project 

R    C  

7.2  A skills matrix is developed that identifies the competencies required to 
complete the works safely 

R    C  

7.3  Individuals are assessed against the project’s skills matrix to determine 
their specific training needs 

R  C  C C 

7.4. A training plan has been developed R  C  C C 
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R= Responsible, C = Key contributor 
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7.5. Personnel have been trained and assessed according to the training plan R  C  C C 

7.6  Training records are maintained and accessible to relevant personnel R  C  C C 

 ELEMENT 8. SAFE WORK SYSTEMS 

8.1 Activities requiring safe works systems are identified R  C  C C 

8.2 Required safe work systems are adopted or developed R  C  C C 

8.3 Access to safe work systems is established and maintained R  C  C C 

8.4 Safe work systems are regularly reviewed to ensure currency R  C  C C 

8.5 Employees and contractors are trained in relevant safe work systems R  C  C C 

 ELEMENT 9. SUBCONTRACTOR AND SUPPLIER RELATIONSHIPS 

9.1 Selection processes ensure subcontractors and suppliers meet our 
minimum health and safety requirements 

R  C  C C 

9.2 Subcontractors and suppliers actively participate in health and safety 
management on the project 

R  C  C C 

9.3 Subcontractors and suppliers are audited and reviewed to assess their 
performance and compliance with Ventia minimum health and safety 
requirements 

R  C  C C 

 ELEMENT 10. INCIDENT MANAGEMENT 

10.1  All incidents are followed by appropriate response and notification R  C  C C 

10.2  All incidents are entered and closed out in the SHEQ Ven-Safe system R  C  C  

10.3  Incident investigations are conducted appropriate to the severity of the 
incident 

R  C  C  

10.4  All personnel conducting incident investigations are trained to 
competently perform the task 

R  C  C  

10.5 Corrective and preventative actions are taken after incidents, and lessons 
are shared with other projects 

R  C  C  

10.6  Employees, contractors and visitors have access to medical and first aid 
services 

R  C  C  

10.7  Injured personnel are actively rehabilitated R  C  C  

10.8  Effective workers compensation processes are in place R  C  C  

10.9  High potential and repeat incidents are regularly reviewed by the project 
management team 

R  C  C  

 ELEMENT 11. FITNESS, HEALTH AND HYGIENE 
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R= Responsible, C = Key contributor 
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11.1  All personnel working on the project are fit to safely perform their duties R  C  C  

11.2  Fitness for duty is assessed and managed R  C  C  

11.3  Personal health and fitness is actively promoted and encouraged R  C  C  

11.4  Health and hygiene risks are assessed and appropriate control measures 
established 

R  C  C  

 ELEMENT 12. PLANT AND EQUIPMENT 

12.1  Plant and equipment requirements have been identified for all stages of 
the project 

R  C  C C 

12.2  Processes are implemented to assess the risks associated with plant and 
equipment 

R  C  C C 

12.3  The impacts of modifications made to plant and equipment are assessed R  C  C C 

12.4  All plant and equipment used on site is maintained, certified and recorded R  C  C C 

12.5  All operators using plant and equipment are appropriately licensed and 
verified as competent 

R  C  C C 

 ELEMENT 13. EMERGENCY PLANNING AND RESPONSE 

13.1  Potential emergencies are identified using a formal risk assessment 
process 

R  C  C  

13.2  Emergency response plans and procedures are developed and regularly 
reviewed 

R  C  C  

13.3  Adequate resources are provided to effectively implement Emergency 
Response Management Plans and procedures 

R  C  C  

13.4  Emergency action drills and exercises are conducted and reviewed R  C  C  

13.5  Employees, contractors and visitors are given appropriate emergency 
response training 

R  C  C  

 ELEMENT 14. DOCUMENT AND RECORD MANAGEMENT 

14.1  Current versions of all relevant documents and records are available and 
controlled 

R  C  C C 

14.2  Documents and records are stored in the appropriate systems R  C  C C 

 ELEMENT 15. AUDITING, REVIEW AND IMPROVEMENT 

15.1  Performance trends are identified and corrective actions are taken R  C  C C 

15.2  Regular management reviews are conducted to determine the continuing 
suitability, adequacy and effectiveness of the health and safety 
management system 

R  C  C C 
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R= Responsible, C = Key contributor 
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15.3  Audits are undertaken to ensure compliance with the HSMP R  C  C C 

15.4  All audits are undertaken by suitably qualified and experienced personnel R  C  C C 

15.5  Processes are in place to assess the effectiveness of risk management 
controls 

R  C  C C 

15.6  Processes are in place to periodically review and revise health and safety 
documentation 

R  C  C C 
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ANNEX C. VENTIA SAFETY, HEALTH, ENVIRONMENT AND QUALITY POLICY 

 


