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1.
INTRODUCTION

As a Queensland employer, BUSINESS NAME is legally obliged under the Queensland Workplace Health and Safety Act ,1995, to ensure the workplace health and safety of each of its  workers at work.  The company also has an obligation to ensure the workplace health and safety of others is not adversely affected by the way it conducts its business.

In addition, the organisation complies with the Electrical Safety Act 2002, which specifically addresses “preventing persons from being killed or injured by electricity and preventing property being destroyed or damaged by electricity”; and the requirements of the Ozone Protection and Synthetic Greenhouse Gas Management Act 1989.  

To ensure these obligations are addressed, BUSINESS NAME operates within the requirements of this Occupational Health and Safety Plan.  As a living document, the Plan is regularly updated, to ensure BUSINESS NAME manages and minimises workplace-related health risks to personnel working on or attending its work sites.

BUSINESS NAME works on a diverse range of commercial, industrial and residential properties and utilises the services of both employed technicians and contractors.   Safety is of paramount importance to BUSINESS NAME; and the company is committed to providing an environment for the safe use of electricity and safe work practices.  

To achieve this, all BUSINESS NAME workers are required to comply with the company’s safety systems which are thoroughly explained during the compulsory safety induction each worker must attend before commencing their duties with the company.  Regular safety updates are provided to all staff at meetings held to ensure everyone is cognisant of their occupational health and safety responsibilities with regard to both themselves and other BUSINESS NAME staff.

2.
REQUIREMENTS FOR WORKERS

All BUSINESS NAME staff and contractors are required to provide management with the following information upon commencement of employment:

· Name

· Licence Category

· Licence Number

· Primary Trade (if trade-qualified)

· Contact details

· Other Relevant Qualifications (e.g. First Aid)

This information is used to develop a schedule of all registrations and licences to renewed during the year, with a follow up system in place to ensure due dates for renewal of all licences are brought to the attention of BUSINESS NAME Director and National Operations Manager Kim RANDALL.
All persons carrying out work for BUSINESS NAME are provided with adequate training and supervision.  All BUSINESS NAME staff who disconnect and reconnect electrical equipment and replace like with like electrical components of air-conditioning and refrigeration equipment must hold at least current restricted electrical licences and are aware they can work up to 600 volts only.  These officers are also made aware that a refrigeration mechanic holding a restricted electrical licence cannot perform electrical installation work; and that only an electrical mechanic can install wiring between the inside and outside units or perform installation work on the circuit supply an air-conditioner.

No workers are ever allocated work for which they are not both licensed and competent.

3.
SAFETY FUNDAMENTALS

3.1
Electrical
· Electrical equipment is only to be used for its designated purpose

· All electrical conductors are to be assumed live until proven otherwise

· All sources of harmful energy are to be identified and isolated prior to starting work

· All equipment used to perform electrical tests will be tested in accordance with the manufacturer’s instructions and relevant standards.

· Double adaptors and piggyback plugs are not used

· Electrical incidents and unsafe situations are reported to BUSINESS NAME’s Operations Manager, using established incident and hazard reporting processes

· Multiple plug boards are not daisy chained

· All outlets on plug boards are individually switched and incorporate a 10 amp overload circuit breaker

· Plug boards are not used for high current devises such as room air conditioning units, fridges and freezers

· Plug boards are not to be located where they may be exposed to water or create trip hazards

· All extension leads are tested and tagged, used for short term applications only and are the appropriate length and current rating for the application

· Any cord extension set or flexible cable must be located where it is not likely to suffer damage or cause a hazard

· All extension leads must be maintained in good order and inspected for damage before each use

· Any extension lead without a current test tag is withdrawn from service until restored to functionality. 

3.2
Gas and Refrigerant Safety
· Contractors and employees are required to utilise safety equipment including leak detectors, vac pups, recovery units and gas masks relevant to work being carried out

· All refrigerant container cylinders are to be tested at the end of every month, with a certified leak detector

· Suspect bottles are to be checked with soapy water to detect leaks should refrigerant be detected upon testing

· Upon completion, tests are to be entered into the cylinder leak test records register

· All cylinders are to remain under lock and key at all times on site or in vehicles, unless in use by a qualified technician – there are to be absolutely no exceptions to this rule

· All equipment, leak detectors, vac pumps and recovery units are to checked at the end of every month and recorded

3.2
Gas and Refrigerant Safety (Cont)

· All leaks, small to major, are to be repaired immediately.  Should this not be possible, refrigerant is to be recovered into a dedicated recovery cylinder via reclaim unit

· All hoses, fittings and equipment are to be checked  (e.g. gauge line rubbers, bottle fittings for seal, manifold and gauges for leakage) before us to prevent leakage of refrigerant

· All tasks involving testing are to be carried out by a licensed technician

· All technicians are required to clearly display a copy of BUSINESS NAME’s Refrigerant Container Risk Management Plan in their vehicles

· Reviews of BUSINESS NAME’s Refrigerant Container Risk Management Plan are to be carried out show existing guidelines show a need for upgrading or re-formatting in accordance with Gas management Regulations 1995

3.3
Personal Safety
· Where work requires the use of personal protective equipment, the senior technician will ensure that relevant staff are in possession of such PPE and that it is in good order

· All BUSINESS NAME workers will use safety and operating equipment relevant to the work being carried out

· Contractors and employees are, on occasion, required to utilise the following safety equipment /resources and comply with safety procedures including, but not limited to:

· Rubber electrical mat

· Electrical safety gloves

· Lock off tags

· Electrical safety booklets

· Meg metre

· Multi metre

· Insulated screwdrivers, pliers and side cutters

· Full faced gas mask

· Safety harness for heights above 2.4 metres

· Weight limits not exceeding 20 kg

If any such equipment and/or resources are found upon inspection to be unfit for  their intended use, they are not to be used and are withdrawn from service until restored to functionality.  

· On each occasion before safety equipment is used, it is the responsibility of the individual worker to examine the equipment to ensure it is in good working order and suitable for its intended use

4.
RESPONSIBILITIES
	PERSON
	RESPONSIBILITY

	Operations Manager
	· Primary overall responsibility for OH&S

· Maintaining and applying an awareness of the requirements of all relevant legislation

· Ensuring all staff are appropriately licensed and competent to do their allocated work

· Administering all licences

· Maintaining all registers

· Assisting senior technician in training staff and contractors – induction and ongoing

· With BUSINESS NAME’s senior technician, investigating any OH&S related incidents

· Reporting of serious electrical incidents (should any occur) to the Queensland Electrical safety Office

· Ensuring all staff and contractors are aware of and comply with this plan

· Ensuring each employee has the correct tools, equipment and material to complete the work in a safe and efficient manner



	Senior Technician
	· Ensuring work complies with the appropriate legislation and  standards, has been properly tested and the site is safe

· Ensuring work is completed in accordance with instructions 

· Leading the training function of staff and contractors – induction and ongoing

· Investigating and reporting electrical incidents

· Ensure employees and contractors are made aware of their legal obligations and responsibilities

· Primary overall responsibility for risk management



	Employees and Contractors
	· Comply with BUSINESS NAME systems and procedures

· Attend at training as required

· Bring to the attention of the Senior Technician any potential electrical hazard

· Work only under control of a supervisor

· Comply with their legal obligations and responsibilities



	Other attendees at the workplace (for example homeowners)
	· The safe use of electricity

· Appreciate the requirement to remain outside BUSINESS NAME’s work area

· Comply with safety-related requests or instructions of BUSINESS NAME employees and contractors




5.
EMPLOYMENT
Personnel files will be maintained on each employee and contractor.  As a minimum, such files will include:

· Copies of relevant certification, registration, licences and renewal dates

· Work Cover details (for contractors)

· Public and professional liability insurances (for contractors)

· Details of any significant defects attributed to that person

· Details of any disciplinary action

· Record of competency assessment (refer “Induction” below)

· Copy of general induction card, where appropriate

· Records of induction and ongoing training

· Record of work activities undertaken

· Copies of any Hazard or Incident Reports filed by or relating to the employee/contractor

Personnel files will held for a minimum of five years.

5.1 
Induction
All BUSINESS NAME employees and contractors participate in an induction program, before they  commence work.

The induction includes:

· The range of work activities expected to be carried out

· Job description

· Work clothing requirements

· Requirements for personal protective equipment

· Work procedures

· AS 3000

· Occupation Health and Safety legislation, policies and responsibilities

· Emergency procedures

· Competency assessments

· Reporting lines and responsibilities

· Scenario procedures and work practices, for example with regard to the use of appropriate gas equipment 

New employed staff are subject to a three month probationary period to assess their performance.

6.
RISK MANAGEMENT
BUSINESS NAME follows a formal five step risk management process, with responsibility for the overall management of this function resting with the Senior Technician.

The steps followed by BUSINESS NAME in its process are:

· Identification of hazards

· Assessment of risk

· Decision on control measures

· Implementation of control measures and

· Monitoring and review of the effectiveness of control measures

While BUSINESS NAME’s risk management system accommodates all risks, there are three industry-specific risks with regard to which particular vigilance is paid.  They are:

· Electric Shock, which could cause injury or death

· Arcing, explosion or fire, which could cause burns; and

· Toxic gases which have the potential to cause illness or death and are harmful to the environment

Staff are required to report potential hazards to the Senior Technician immediately they are identified.  The Senior Technician then assesses the risk and decides on control measures.  Once the immediacy of this risk management process is over, the Senior Technician completes a Hazard Notification Form (attached as Appendix A), identifying both the hazard and the control measure/s taken.

Where incidents or accidents happen at work, an Incident Report Form (attached as Appendix B) is completed.  This form is then submitted to the Operations Manager for follow up and filing in the employee/contractor’s personnel file.


