
 

 

  

1. What do you 
do? (list tasks) 

See foreseeable 
risks video

2. What are the 
risks in these 

tasks?

3.What is High Risk 
Work? (list provided)

4. High Risk Work 
requires a safe 

approach to the task 
called a Safe Work 
Method Statement5. Induction (What 

do you need to tell 
people to keep 
them safe) See 
induction video

6. Run an efficient 
safety meeting – see 
video How to Run a 

Safety Meeting

7.Quick discussion 
about safety issues –

Toolbox meeting

8. What is coming 
up? (What risks will 

be there or could 
happen?)

Key 
Black = Headings 
Blue = content 
Red = reference Documents 
Video 
Brief case study examples 
To add Tas WHS professionals 
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1. What do you do? 

Work areas Are their risks in 
this work? 

Do staff undertake 
it? 

Are volunteers 
involved? 

List Yes or No Yes or No If yes this requires you to keep 
them safe, keep in mind their 
experience may vary greatly 

Bars    

Kitchens    

Handle cash    

Provide services    

Run public events    

Anzac Day    

Other    

    

    

    

Video: What is foreseeable?  2 minutes 
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2. What are the risk with these tasks? 

Make sure you consider the skill and knowledge of the people involved. The risks for a group of experienced people will be very different to a 

group of new people who have not worked in the field before.  

Area Risk Risk Risk 

Bars Slips trips falls Customer aggression Lifting 

    

Kitchens Burns Cuts Lifting 

    

Handling cash Robbery   

    

Run public events Public attending   
    

Anzac Day Public First aid  Traffic management 

 Responsible service of 
Alcohol 
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3. Some options to address the risks? 

 

Area Risks? How to make risk safe? Action required 

Bars Slips Trips Falls Clean up immediately 
Wear suitable footwear 

Add to induction page 

Customer Aggression Advise of what to do  

Lifting Team lift, Don’t lift in awkward 
positions 

 

Kitchens Cuts Care with knives  
Do not put sharp knives in sink 
water 

 

Burns Explain danger areas  

Lifting Team lift, Don’t lift in awkward 
positions 

 

Handling cash Robbery Safe handling of cash to reduce 
risk. Don’t count in public 

Add to induction 

Running public events Public attending all ages Clear signage and information to 
keep people safe 

Write down what is required.ie. 
where care are and are not 
permitted 

Anzac Day Service Public attending Safe entry and exit 
 

Arrange well before event 

Traffic management Qualified Traffic Managers to 
prepare the plan 

Also arrange well before the event 

 Responsible Service of Alcohol 
(RSA) 

RSA Qual Staff Supervise to make sure you comply 
with RSA 

  



Page 5 of 11 
© Small Business Safety Systems 2016 

 

4. Safe Work Method Statements SWMS (Pronounced SWIMS) 

Is it High Risk Work? If so it is required to prepare a safe way of doing the task in a Safe Work Method Statement. I have included some completed 

examples below 

High risk work can also be defined as posing a significant risk to people. In Hospitality this might be stacking heavy items above people, or trying 

to lift items that are too heavy for you to lift safely. Not cleaning up spills or neglecting to report an electrical fault. 

SWIMS can appear quite complex but they have a very important role. 

They set out the safe way a task is to be undertaken, there is additional information about the relevant Laws regulations and Codes of Practice 

and how the risks have been reduced or eliminated. You can purchase pre designed SWMS but you will still have to customise it to your worksite.  

Safe Work Method Statement Template 

Some completed SWMS examples 

If you are new to the work being undertaken it would be advisable to find an expert in the field to prepare your SWMS. Get it right first and you 

can add to it as you go. But if you missed an important risk area you have not kept people safe and therefore the SWMS may give people the 

impression of being safe, but in actual fact is exposing them to injury or death. 

The next page has a list of High Risk Work. If the risk is listed on this page - then you must complete a SWIMS. If the work is not high risk but it 

would be wise to make sure the work is done in a safe sequence then write down the safe way you want the task to be completed let everyone 

know. 

A simple Example - Safe way to light gas BBQ 

Many of us see this as second nature; but failing to turn the gas off and start the process again can cause an explosion. Isn’t is better to show 

someone how to do it safely than risk an explosion and possible fire.
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What is high risk construction work? 
Regulation 291: High risk construction work is defined as construction work 

that: 

• involves a risk of a person falling more than 2 metres, for example installing 

an evaporativecooler on the roof of a double-storey building. 

• is carried out on a telecommunication tower, for example installing 

equipment on 

a telecommunications tower 

• involves demolition of an element of a structure that is load-bearing or 

otherwise related to the physical integrity of the structure, for example 

knocking down load-bearing walls as part of a warehouse conversion. 

• involves, or is likely to involve, the disturbance of asbestos, for example 

removing floor tiles containing asbestos as part of a building refurbishment or 

cutting or drilling into an asbestos cement sheet wall 

• involves structural alterations or repairs that require temporary support to 

prevent collapse, for example using props to support a ceiling where a load-

bearing wall will be removed 

• is carried out in or near a confined space 

• is carried out in or near a shaft or trench with an excavated depth greater 

than 1.5 metres or is carried out in or near a tunnel, for example laying or 

repairing pipes and conduits in a 2-metre trench, testing drainage pipes in a 2-

metre trench, building a tunnel in the course of constructing an underground 

railway or road 

• involves the use of explosives, for example blasting in preparation for the 

construction of 

a building or road, breaking up rock during construction of foundations 

• is carried out on or near: 

o pressurised gas distribution mains or piping 

o chemical, fuel or refrigerant lines 

o energised electrical installations or services 

‘Near’ in the above circumstances means close enough that there is a risk of 

hitting or puncturing the mains, piping, electrical installation or service. High-

risk construction work is not limited to electrical safety ‘no-go zones’. 

Electrical installations do not include power leads and electrically powered 

tools. Some examples of high-risk construction work include 

working near overhead or underground power lines and construction work 

that involves drilling into a wall where live electrical wiring may be present. 

CP104 - V1.0 9 of 53 December 2012 

• is carried out in an area that may have a contaminated or flammable 

atmosphere, for example demolishing a petrol station and removing old tanks, 

decommissioning plant and removing pipework that may contain residue of 

hazardous chemicals 

• involves tilt-up or precast concrete, for example building a factory using tilt-

up panels or installing a precast drainage pit 

• is carried out on, in or adjacent to a road, railway, shipping lane or other 

traffic corridor that is in use by traffic other than pedestrians, for example 

building an additional lane on a road or installing drainage that involves 

digging up part of the road 

• is carried out in an area at a workplace in which there is any movement of 

powered mobile plant, for example working in an area of a construction site 

that is not isolated from the movement of skid steer loaders, telehandlers, 

backhoes, mobile cranes or trucks 

• is carried out in an area in which there are artificial extremes of 

temperature, for example construction work in an operating cool room or 

freezer or construction work alongside an operating boiler 

• is carried out in or near water or other liquid that involves a risk of 

drowning, for example constructing a bridge over a river or restoring a wharf, 

or 

• involves diving work, for example divers undertaking structural repairs to 

jetties, piers or marinas. 
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5. Induction 

This is a critical part of keeping people safe. It is the minimum requirement you need for people to keep themselves and others safe at work. 

I have included a ‘model’ induction document for you to select the areas that apply to your workplace. You can add more information as 

needed. An example might be that you have a specific closing up procedure that must be followed. So add it in. 

Ask your staff member to read it or go through with them and check they understand. Remember you must explain it in a way that they 

understand. This is particularly important for people who have never worked in this field, young or workers who may be from other 

countries. 

Ask yourself. Does the information in your induction form fit your workplace? Does it indicate the actions you need them to follow? 

It will be the first document looked at if a person is injured so it is worth getting it right. 

Ask people a week after they started – Was the induction information helpful? Was there anything that was not mentioned that I should 

include? If so add it in. Nothing worse than being advised of a risk, then it happened, now it’s seen as a foreseeable risk.  

Video How to run an induction  2minutes 

         1                  2                         3                          4                         5                              6 

 

 

 

 

Insert sample Induction form 

  

Your RSL 
safety 
system 

Explain 
the 

induction 

Select  
relevant 

work 
areas 

Ask 
questions 
or Sign if 
agreed 

Hold 
safety 

meetings 

Always discuss new 
risks, and discuss the 
best way to eliminate 

or reduce them. 
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6. How to run a Safety meeting. 

You need to hold a minimum of 4 safety meetings each year. 

Once you know what you do in section 1, what the risks in section 2 are and how you have addressed them in section 3, you have a base from 

which to review your safety system. You can follow the standard agenda and add the safety issues that you may need to cover. Use the 

meeting record to add what was the issue and what was decided. 

For important issues and larger risks it is important to follow the Consultation, Coordination and Cooperation Code or Practice. Essentially 

this requires you to consult with the people who will be affected by the risk. I see the reason for the Code is to involve people in discussing 

the risks they face and add their perspective on how the risks might be eliminated or reduced. There have been many examples where the 

pooled talent of workers and managers have come with an efficient and cheap method to manage risks. 

Consultation - Keep a record of what was the issue, what was discussed, what were the options and what was decided. It is up to the manager 

to select the most reasonably practical option. Don’t make the mistake of saying it has limited budget first. This could breach the code and 

also limit the discussion to options under that amount. It must be an open discussion that explores all the options, before considering the 

costs. 

Video How to run a Safety Meeting      2 minutes 
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7. Quick efficient discussion about Safety (Toolbox meeting) 

Gathering people together to talk about what is going to happen on the day is easy, to do, quick and lets everyone know at the same time 

what is happening. In some areas they are called toolbox meetings. 

It is extremely valuable in making sure everyone is on the same page and if there is a question then everyone heard it and the answer. They 

could also ask another question or make a comment if they wished. 

One of the best examples of toolbox meetings saving time was a manager who said, ‘I can either talk for 2 minutes to 10 people, or talk 

individually to 10 people which takes 20 minutes and I can’t remember who asked what.  

I have seen other examples where people build on a comment from another person, which provided a creative and response that no-one 

person saw alone.  

 

A case study to show how consultation can work when everyone contributes 
 
In a workplace there was a risk that no-one seemed to be able to address - How to work safely under the roof overhang on a heat pump. The 
ground was not level, too high for ladders and scaffold was too expensive. The job was likely to be rejected. Until one person suggested why 
don’t we enter through the roof space, another suggested then we could remove the heat pump to repair it. Another suggested that we could 
re-install in a safe place.  
 
Not only did 3 different people solve the problem, they probably wouldn’t have on their own. It was known that a dangerous risk had been 
undertaken in the past to work on the heat pump. This option was cheaper, eliminated the risks and reduced servicing costs. 
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8 What potential safety risks are coming up? 

Examining past accidents, reported risks and near misses is a useful tool in avoiding future accidents. (Lag indicators) However, a few 

moments devoted to ‘What risks are coming up in our work that we need to watch out for’ is the key to being truly proactive. (Lead indicators 

– if its foreseeable, you better fix it before it happens) 

Workplaces need to look forward and plan for the risks. It is simpler to plan to avoid an incident than spend time addressing it when it has 

happened. 

An example Risk of falling off roof when repairing guttering under eaves. 

 

 

 

 

 

 

 

Questions contact 0438 709 351 or email safety@sbsafetysystems.com.au  

The right way - Look out for what 

might or could go wrong? 15 minutes. 

Eliminate the risk by using an elevated 

work platform. $200 for the day and 

reduces worktime to half day. Problem 

solved. Total cost $410 

 

The wrong way - Just turn at the job, have ladders on the 

vehicle to work at heights, eaves are not easily accessible on 

ladder so person working in an awkward position and injures 

their back, 2 weeks off work cost the employer $1,400 plus 

medical bills $975 including x rays, painful injury and person 

cannot attend his son’s play at their school. Job still needs to 

completed and has already has taken up 2 working days. Plus 

must attend regular physio and be on light duties to avoid 

reinjuring back for 2 months at least. Total cost $3467 and 

not finished yet. 

mailto:safety@sbsafetysystems.com.au
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9 Contractors? 

 

Contractors also fall under your responsibility, as do volunteers and visitors. 

Contractors must be safe while on your site. If they are regular contractors it may be wise to induct them into your safety system as if they 

were an employee. This is important for two reasons, (1) they know what you expect of them, and (2) the contractor will be able to make 

better judgements about how to work with you to keep your staff safe. An example it may be quite ok to fix a faulty power board one evening 

but very difficult when there is a large event (Anzac Day?) happening. 

Ask the Contractor whether the work is high risk as on page  

 

Notes 


