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The Small Business Safety System 

A quick-how-to safety eBook 

 

Introduction 
 

The government is happy to tell you of the workplace safety laws, the regulations 

and the mandatory codes of practice that bind your business.  It’s happy to explain all 

of the penalties and fines you’ll face if you breach the law. 

But they leave unanswered the one key question every business needs to know:  

“I want to comply, but how do I actually do this???”The Small Business Safety 

System is a straightforward workplace safety compliance system that has the flexibility 

to fit your business and the scalability to grow with your business.  

 

 This book is for the owner, manager or safety person who wants to know ‘How’ to 

get started and ‘Where’ to find further information.  If an incident happens at your 

workplace and the government inspector start asking questions, then the Small 

Business Safety System will help you demonstrate compliance.  

 

Read on to learn about the Small Business Safety System, learn how to customise 

it for your business and learn how to involve managers, employees and contractors in 

identifying, assessing and fixing workplace safety problems. 

 
The Quick How To Safety ebook is designed to give you a starting point  

to build your safety system to suit you. 
As mentioned in throughout this safety ebook, buying it is a good start. 

Applying it is how it can best protect you and your workers 
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How is each chapter structured? 
 

You will see in each chapter the sub headings so you can locate the information 

quickly. 

Each chapter stands alone with minimal but helpful cross referencing. 

What What is this topic? 

Why Why should you meet the safety laws? 

How to An option to show you how you can get started. 

What if I don’t take it seriously? What can happen if this is not addressed? 

Some examples Some examples to demonstrate the point. 

Free information Where to find some free information. 

Newsletters Any newsletters on this topic? 

Online media 1-2 minutes Any online media related to this topic? 

Checklist A checklist to see if you have covered the points listed 

Reference material and useful 

websites (Web search) 
Additional information  

 

Glossary if you see a word underlined in blue and in italics there is a link to the description in the 

Glossary. 

What advice would you give a son or daughter going into business about safety?  Click here for 

article Dear Son / Daughter - going into business? 

SBSS refers to my Small Business Safety Systems website. 

Numbers like ‘7.2 Hazard Report’ are in the SBSS Safety System www.smallbusinesssafetysystems.com.au  

and provided as links. 

The beauty of the eBook is that it’s designed so useful resources and links that can be 

progressively added. 

 

http://www.safetyreportapp.com.au/sbss-ebook-docs/Dear%20Son%20Daughter.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/7.2%20Hazard%20Notification.pdf
http://www.smallbusinesssafetysystems.com.au/
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About the Author - Neil Johnston  

 
I’m Neil Johnston.   I’m the creator of the Small Business Safety System website and  

I’m also the driving force behind the creation of the Safety Report App for workplaces.   

The Small Business Safety System and the Safety Report App work together to make  

sure that managers, employees and contractors are active in identifying workplace  

hazards, are properly informed of those hazards and have a chance to fix them before injury strikes. 

 

I have a love of educating and I’ve helped over 200 businesses across a wide range of industries and inducted well 

over 2000 people.   I’ve taken ISO 9000 systems through to Certification and worked with AS4801 Safety and EMS 

14000 Environmental Standards.  I’ve been an active member of the Safety Institute of Australia since 2006.   I’m an 

experienced Project Manager and a Registered Lead Auditor.   

 

I’m frequently retained by business to investigate and prepare reports for the regulator following serious workplace 

incidents. I also worked through with businesses and state and local government to resolve entrenched workplace 

conflict. 

 

I have worked in a wide variety of roles from underground mines, construction, hospitality, sales, retail and 

managing 280 trainees and the 350 people on labour market programs. I am always interested in what I can learn to 

assist other businesses in the workplace so they have access to helpful and timely information.

My goal is to help make workplaces safer and to save you time. 

Qualifications 

✓ Advanced Diploma of Occupational Health & Safety 2012 TasTAFE 

✓ Certificate IV in Training and Assessment TAA40104 (upgraded from BSZ40198) 

✓ Advanced Diploma of Community Services Management 2000 TAFE 

✓ White Card CPCCOHS1001A 2013 Skills Institute 

✓ Qualified Workplace Coach CoachCorp Melbourne 2005 

✓ Registered Lead Auditor SGS 1995 

✓ Internal Auditor SGS 1994 
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  1 Keeping people safe 

Why keep people safe? 

Five minutes of assessing risks could save you months or years of being involved in a difficult and painful 

investigation when someone you probably know may have been seriously hurt or died. On the financial side, you 

could lose your job or your business and then there are the fines and penalties you may have to pay.                             

It is also the Law. 

How to take action to address risks that could happen 

You need to know that you have met the safety laws and implemented the requirements of the applicable 

regulations and Codes of Practice. It’s much faster and easier for smaller businesses to outline exactly what they do 

and the possible risks involved in doing business.  The relevant legislation, regulations and codes of practice can then 

be mapped to identify where specific risks exists.  Knowing these risks can then allow you to address them 

effectively. 

 

This book is about strategies for managers who want to keep people safe 

My sincere hope is that this safety eBook will help you see what is important for your business to build a safety 

system that fits and suits you and your workplace, as well as meeting your obligations under law. I believe that a 

reasonable person can use this information to both guide and keep control of the safety system as you operate each 

day. 

You must to comply with the Safety Laws, Regulations and Codes of Practice (CoP) 

Safety in the Workplace is controlled by strong legislation with fines into the millions of dollars and prison terms of 

up to five years.  

 

With the exception of Victoria and Western Australia, all Australian States and Territories have adopted a generally 

harmonised system of workplace safety legislation.   (Vic and WA legislation still requires an effective safety system 

that addresses risks before you undertake them).  

 

Central  to all workplace safety legislation is the need for a proactive approach to safety - you must be able to show 

that you did everything that was reasonably practical to address the risks. 

 
There are some differences in States and Territories, it is worth checking to see if there are additional obligations with 
your WorkSafe Regulator, before investing time and money on building a safety system; only to find there is another 
obligation to meet which would have been simple if you had known at the start. Progress in the States and territories 
of Australia 
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/pages/jurisdictional-progress-whs-laws 

 

 

http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/pages/jurisdictional-progress-whs-laws
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/pages/jurisdictional-progress-whs-laws


 
 

© Small Business Safety Systems 2016        Page 7 of 40 
        

 
 

Small Business Safety System 

 Example - Maximum Tasmanian Penalties for breach of health and safety duty offences   

 Corporation 
Information Individual as 

PCBU or officer 

Individual as worker or 

other 

Category 1 $3 million 
$600 000, five years in jail or 

both  

$300 000, five years jail 

or both 

Category 2 $1.5 million $300 000 $150 000 

Category 3 $500 000 $100 000 $50 000 

Source WorkSafe Tas GB311 

 

What if I don’t take it seriously? 

 

▪ Workplace accidents cause pain to the injured and those 

around them 

▪ Injuries, death/s, penalties 

▪ WHS investigation - plus lost sleep and worry 

▪ Negative impact on injured person’s family 

▪ Negative impact on you and your family 

▪ Loss of customers and loss of income 

▪ Lost productivity while others are trained up 

▪ Legal fees to prepare your case 

▪ Loss of good staff who are looking for another employer 

▪ Increased insurance premiums because of an accident 

▪ Fines could mean your business is destroyed 

▪ Risk of reputational harm including negative social media 

comments. 

Some examples 

Appendix 2 - How two workplaces changed instantly from a negative attitude about safety to doing what 

they should without complaining anymore? 

 

Free information Newsletters Online media 1-2 minutes 

WorkSafe in your State or Territory 

http://www.safeworkaustralia.gov.au/sites

/SWA/about/Publications/Documents/717

/Guide-to-the-WHS-Act.pdf  

 

 

Safety Meeting 

 

http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/717/Guide-to-the-WHS-Act.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/717/Guide-to-the-WHS-Act.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/717/Guide-to-the-WHS-Act.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.3%20Meetings%20Agenda.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.3%20Meetings%20Agenda.pdf
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Checklist 

✓ Have you checked the WHS Laws, Regulations and Codes of Practice that apply to your business? (Links in the 

Glossary). 

✓ Are you confident you have done everything that is reasonably practical to keep people safe? 

✓ Do you think your peers would all agree with your actions or do you think some might think you have taken 

shortcuts?  

✓ But you must cover and include what could happen at this site on this day with these workers. 

Reference material and useful websites (Web search) 

Worksafe Tasmania 

 Attend WorkSafe Seminars and event e.g. Better Work Tasmania events or events in your state or territory. 

WorkSafe in your State or Territory 

Due diligence will be considered in any incident investigation. It is used to determine was this a fluke incident or is it 

an obvious risk in your workplace and you ignored it. Find out what Due Diligence means? 

  

http://worksafe.tas.gov.au/
http://worksafe.tas.gov.au/
http://www.betterwork.tas.gov.au/
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2. Managing risks - where to start? 

  
   An effective risk management system starts with how you make decisions 

The best new safety systems reflect the decision making practice of the business. You can’t make a junior staff 

member responsible and then not let him or her do anything without 3 levels of approval.   In my view that is an 

immediate fail.  

Directors direct, Managers manage, Coordinators coordinate and workers work.  But the real question is: who has 

the power to make the final day-to-day decisions?  It is that person who is responsible. They can be assisted by 

others but they cannot dodge, avoid or hide from their responsibility. 

Why? 

You must have clear roles setting out who is supposed to do what. Important information can get lost when 

someone thought it was someone else’s responsibility. You must have clear lines of responsibility and those lines 

need to correspond with lines of accountability.  No exceptions. 

How to document your decision making 

What is your organisational structure? Is it written down or is there one manager who manages a small group? 

Your decision making should follow the same path. 

What if I don’t take it seriously?? 

There’ll be confusion. There’ll be mistakes and possibly arguments. Important safety information will be lost or 

forgotten. You won’t be able to write up a risks assessment because no-one is actually in charge, and who 

negotiates for safety when you aren’t on site? Who agreed to something that no-one else knows about which 

could become a non-compliance or potential point of failure? 

Some examples 

The Safety Report App was created for this reason - to keep managers informed of the risks they are legally 

responsible for. (Link below). 

Free information Newsletters Online media 1-2 minutes 

https://www.safetyreportapp.com.au/  

2.1 Organisation structure and WHS responsibilities 

in the SBSS Safety System. 

  

Checklist 

✓ Who is in charge? Is it the same person you would ring if there if there is a major problem? It should be! 

✓ Who do workers report an incident to? 

✓ Who runs inductions? Who checks the induction that covers the risks you frequently encounter? 

✓ Who follows up if the risk report was not received? 

https://www.safetyreportapp.com.au/
http://www.safetyreportapp.com.au/sbss-ebook-docs/2.1%20Organisational%20Structure%20and%20WHS%20Responsibilities.pdf
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Reference material and useful websites (Web search) 

www.smallbusinesssafetysystems.com.au   
WorkSafe in your State or Territory 
Safe Work Australia   
  

http://www.smallbusinesssafetysystems.com.au/
http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
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3 Policies 
 

What is a Workplace Safety Policy? 

A Policy is a promise you make and others expect you to keep. Some businesses proudly display the Workplace 

Safety Policy as a positive way to show their commitment to safety. 

Why have one? 

The Workplace Safety Policy sets out your expectations to management, workers, contractors and visitors.  Some 

go further and contain benchmarks and measurable targets. 

How to write a policy 

Think about your business and make a few dot points for each of the following: 

● What are the health and safety issues common within your industry (not necessarily your business, 

but the industry as a whole)? 

○ Do those issues apply to you? 

○ Are there special laws that regulate your industry? 

■ Name each law and summarise the problem it’s intended to solve. 

■ Do you know, or are you just hoping, that you meet the 

requirements of the law? 

■ How do you (or will you) tackle that problem? 

● What are the health and safety issues specific to your business (not the industry, but your business)?  

Think about things like: 

○ The types of production processes you use; 

○ The type and age of  equipment you use; 

○ The built environment - does the layout of the building itself cause problems? 

○ Do you operate over multiple sites?  If so, what are the key differences between 

sites? 

○ The workforce: 

■ The age and skill level of your workforce; 

■ Is there continual turnover of workers? 

■ Are there language and cultural issues? 

■ The frequency that contractors and visitors are on site; 

■ Are your employees active and engaged, or do they just do their job 

and go home? 

 

I know, that’s a lot of thinking, but it is important to get right. Now, take some time to consider your answers.  

Are you beginning to see general themes as well as specific problems?  Do you have some ideas about resolving 

them? 

Now, look at some other safety policies on Google and see what others have stated.  Are you on the right track? 
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Now the hard part - genuine consultation with your workforce.  You will need to tell them that you’re 

developing a workplace health and safety policy and show them what you’ve done so far.  And then - and this is 

the hard bit - test your ideas with them, hear their feedback (positive and negative) and make changes as 

necessary. 

Many people will be thinking - you’ve done all that thinking, committed it to writing, and now you’re expected to 

invite a bunch of people to sit in front of you and pick your ideas to bits.  That’s hard to do, but you can do it.  

Here’s one way I have seen it work for employers who find it a challenge. 

1. A few days before the meeting, give everyone a copy of your thoughts distilled into a page or two of dot-

points.  Make it clear at the top of the page that this is just some initial thoughts and that the whole 

workplace is going to have a group discussion, and that you fully expect and welcome changes. 

2. Your state of mind:  don’t be defensive, go into the meeting fully expecting changes to be made; expect 

positive and negative feedback; don’t assume you’re always right.  Your focus is to build the safest system 

you can. 

3. Have a meeting just on this one topic - don’t tag it on to a normal staff meeting. 

o Open the meeting by explaining the objective: 

▪ to identify workplace health and safety issues; 

▪ prepare a WHS Policy that keeps people healthy and safe; and importantly 

▪ that you fully expect changes to be made to your first draft. 

▪ Explain how you see the document being used in the workplace; 

o Have someone else take notes of ideas - that’ll free you to explain, listen, respond and engage. 

o Keep the meeting on topic, don’t let it drift.  But be patient - don’t rush things - because different 

people approach problems from different directions and have different perspectives.  Different 

doesn’t mean wrong!  Let them finish the point they’re trying to make before responding. 

o You don’t need to agree with every change, and you don’t need to disagree.  But you do need to 

consider suggestions objectively and on their merits.   

o Are you doing all the talking?  Spread it around, ask others for their views. 

o Don’t just focus on problems, but work as a group to figure out solutions. 

 

Have you genuinely consulted with your workers and those impacted by your work?   

I want to say something difficult here, and I want you to think about it honestly, because it’s about you.  You have 

a lot of skills running your business, and no doubt you’ve got very specific ideas about how things should be done.  

That’s fine but it doesn’t mean that you’re automatically the best person to be running the meeting.   

For instance,  

• Do you have time to commit to this process?   

• Can you take criticism?    

• Will your workforce be willing to honestly criticise your ideas?   

• Can you keep the process from being taken over by vested interests or grievances?   
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There’s no shame if you can’t answer ‘yes’ to those four questions.  We all have our areas of speciality, and as 

they say, sometimes we can’t see the forest for the trees.  If you want some information on how to facilitate the 

workplace discussions, contact Small Business Safety Systems.  

Some  positive attributes I look for when selecting a person to assist with WHS would be follow up, attention to 

detail, able to stand their ground when it is important and refer to a manager when necessary. (See the table on 

page 14 to assess safety skills and knowledge). 

What if I don’t take it seriously?? 

If you don’t have a safety policy it’s going to be a mess. No benchmarks, no expected standards, no idea how to 

measure safety performance, and it will be difficult to meet your legal obligations as an employer. 

You’ll have no consistency in training people.  You’ll have no basis for your staff inductions.  Basically you are 

saying your commitment to safety is a blank page.  All workplace problems will become your fault if you can’t 

show the instructions your workers were given, or if you knew or should have known about a problem and didn’t 

fix it. Was it foreseeable? That changes any investigation dramatically.

Some examples 

3.1 Workplace Health & Safety Policy 

 

Free information Newsletters Online media 1-2 minutes 

WorkSafe in your State or Territory 

Check other safety policies.  
  

Checklist 

✓ Does your policy set the safety standards for your business? 

✓ Is your WHS policy clear and to the point or is it too long, too wordy and hard to follow? 

✓ Does your WHS policy mention holding the minimum four safety meetings per year and as needed? 

✓ Are there tasks that management and workers must comply with? 

✓ Are these tasks measurable? 

✓ How often do you check it is working? 

✓ Do you monitor workers’ performance? 

✓ Do you review your policy at set times? 

Reference material and useful websites (Web search) 

 

WorkSafe in your State or Territory 

Safe Work Australia 

  

http://www.safetyreportapp.com.au/sbss-ebook-docs/3.1%20Workplace%20Health%20&%20Safety%20Policy.pdf
http://www.safeworkaustralia.gov.au/sites/SWA
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4 The core parts of the Safety System 
 

The Small Business Safety System consists of several independent components. They work together to create a 

strong workplace safety system for your business. In this chapter we’ll briefly describe the individual components, 

and in subsequent chapters I will show you examples of how you can get started.   

While each one is useful in its own right, put them together and you’ll have a workplace safety system that will go a 

long way to protecting your employees, your contractors, your managers, yourself and your business.  It’ll also be 

one less burden to keep you awake at night. 

Remember: The secret.        It is not buying it.         It is using it 

The induction component  

All new employees and new contractors should undergo an induction process BEFORE they commence their 

actual day-to-day duties.   

The induction will be structured around a pre-existing checklist of workplace risks you’ve already assessed.  It 

will explain workplace practices and prohibitions.  It will be signed by the person receiving the induction as well 

as by the person doing the induction.  Don’t have a checklist?  (Don’t worry, my FREE 4 Step Newsletter process 

will help you select what you need to cover). Email me at safety@sbsafetysystems.com.au for the 4 free 

newsletters. 

I repeat - the induction happens BEFORE work is commenced - not a week later, not at the next staff meeting 

and not when someone is available, but BEFORE the new starter commences their duties.  I cannot emphasise 

this enough. 

The safety issue reporting component 

Workplace safety isn’t a do-it-once-and-forget-about-it kind of thing.  New hazards might be found, old hazards 

might be fixed, new equipment might be installed.  It’s more than likely that the employees and contractors will 

be the first to spot problems, so there needs to be a process that communicates those problems and potential 

problems to:  

● People empowered to fix the problem (that’s probably you); 

● People who might come into contact with the problem before it’s fixed (that’s probably another 

employee, a contractor or even a visitor); and most important 

● Activates the safety system when things change. 

 

The Small Business Safety System uses the integrated Safety Report App to make reporting instant and easy.  

Even though the Safety Report App makes it easy, the principles we’ll talk about in that chapter can be applied 

to a manual system of reporting - even though that old fashioned way can be dangerously slow and allows 

“somebody else’s problem”- buck passing. 

  

mailto:safety@sbsafetysystems.com.au
https://safetyreportapp.com.au/
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The risk assessment component 

A report of a safety issue needs to be reviewed and its risk assessed.   

It may start with these points. Try to assess the impact on people if an incident or accident happens and then 

you can figure out what to do to prevent it or what you will do if it occurs. 

Consider the following: 

● Likelihood of occurrence; 

● The severity of injury; 

● The number of people impacted. 

 

A simple Risk Assessment can be broken down into a few simple steps:   

No. Risk 
Likelihood  of 

happening /10 

Severity to 

someone if it 

happens /10  

  Rating   

/10 

Considered Options 

To reduce risk 

10 is low   100 is extreme 

1 

Example - Car 

tyre deflating 

8/10 9/10 8 x 9 = 

72 

Examine tyres for 

condition. If 

unroadworthy. Remove 

keys immediately. Put 

note in car, repair tyre 

 

2      

 

High Risk Work requires a Safe Work Method Statement (SWMS) or an equivalent High Risk Work risk assessment 

document in Vic or WA. See Chapter 6 Risk Assessment and SWMS 

Documentation control 

You’re dealing with the government, so of course you’ll need documentation. A simple, clear well kept paper 

trail protects you Here’s a list that we’ll be using. You can design your own or use the generic templates 

provided. The success of your safety system will be measured by how you use it, not $$$$ you spent or the 

number of safety folders you have. 

Do you have an induction form based on your risks, do you hold safety meetings and record safety issues? 

 



 
 

© Small Business Safety Systems 2016        Page 16 of 40 
        

 
 

Small Business Safety System 

Other components 

You can build your own safety system if you feel comfortable in being able to: 

1. List the tasks you do 

2. List the risks in those tasks. Consult people who undertake those risks in how to safely address the risks. 

3. Know which ones are High Risk Work. Essentially anything that can seriously injure or kill someone. See 

List of High Risk Work Section 291 Regulations in the Glossary 

4. Cover off the main and common risks identified in the induction 

5. Hold your minimum 4 safety meetings each year or as needed and write up the outcomes. 

6. Hold ‘toolbox meetings’ or quick onsite meetings to make sure everyone is aware of how the work is 

supposed to be considering what is happening today. 

 

Here is a simple example.  

There is a risk you should be careful of in this process. Where is the person conducting the risk assessment on this 

chart? 

 None Some Medium Broad Extensive 

1  Years in this role      

2  Skills      

3  Qualifications      

4  Knowledge      

5  Experience      

 

Would you accept a risk assessment from a person who has little or no experience to do your risk assessment? 

But if someone or two people combined skills indicated Broad or Extensive knowledge in the categories 1-5 above I 

would be happier to say the action I took was reasonably practical 

Is it all sounding too hard?  

I understand.   

This can happen when a new person takes over a business. Contact Small Business Safety Systems 

www.smallbusinesssafetysystems.com.au  and see what we already provide that could assist you. 

The workplace update component 

If you are a member of the www.smallbusinesssafetysystems.com.au  then you will also receive: 

✓ all updates to the system  

✓ Information from sessions I attend  

✓ updates from other departments on changes 

✓ any online media comments I make on specific topics 

http://www.safetyreportapp.com.au/sbss-ebook-docs/High%20Risk%20Work%20List.pdf
http://www.smallbusinesssafetysystems.com.au/
http://www.smallbusinesssafetysystems.com.au/
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✓ hints from workplace investigations on how to be safer, 

All included in your membership. 

By the way the minimum membership is only $29.95 per month. (No hidden extras). 
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5 Induction
What is an induction? 

 

An Induction is how you show new employees or contractors how to work safely in the workplace.  It is a critical 

process that needs to be documented to demonstrate that you have done everything possible to keep people safe. 

 

Why have an induction? 

 

A good induction  

• shows people how to undertake tasks safely,  

• what to do if there is a hazard or a safety incident and 

•  in case of an emergency, what you want to happen and in what order. 

 

Your safety induction must not be treated as a task that happens when convenient - do it before people start work 

for you. (Sometimes administrative task like filling in the payroll forms can be left until you can go to the office. The 

actual induction needs to happen before the employee or contractor sets foot on the shopfloor; or your remote 

worksite). 

 

It is important to check that your induction was effective.  How do you make sure they’ve understood? Can you 

easily prove it? For example, is there a record of their answers to some safety questions?  Is your induction process 

and documentation strong enough to protect you? 

How to design an induction 

 

First you need to know what risks people commonly face in your business.  Importantly, don’t assume that a new 

starter will know what you know.  Don’t assume that what is obvious to you is obvious to them. 

 

Don’t just blindly accept an answer, because some new starters sometimes exaggerate simply to be seen as a 

positive and eager worker who wants to make a good impression.  Also, assign the new starter to an experienced 

worker until they can demonstrate that they can operate safely on their own. If they are working remotely or work 

from home, then make sure they are fully trained for the risks they will encounter before they start work for you. 

 

Also the level of induction must ‘fit’ the people you employ. If you take on school leavers or people who are recently 

from another country then go back to the very beginning and assume nothing. People who have never worked before 

are at the highest risk from injuries and deaths at work because they don’t know what you may take for granted.  

 

Take time to review your induction. Is it useful or boring?  Bored people don’t listen and will be at risk for 

themselves, other workers and a huge risk to you as you are responsible under the safety laws. We have all heard of 

silly acts costing businesses thousands in repairing equipment. Why anyone would let someone untrained and 

unprepared in their workplace still surprises me, and is the source of many safety incidents in the workplace. 
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A poor induction does not fit your workplace, the skill level of your staff, the risks you have or the equipment you 

use. It may also be designed for completely different worksites or different activities happening onsite. It also leave  

poor impression on new staff and contractors… 

What if I don’t take it seriously?? 

 

Disaster. No proof of any safety information being given to workers.  

May as well say ‘Just prosecute me now, feel free to use my bank account to pay the inevitable fines and other out 

of pocket expenses.’  

Some examples 

A good induction procedure starts with understanding and using the information in Checklist 1- 6 

Free information Newsletters Online media 1-2 minutes 

New workers Guide see link below 

on this page 

  

 

Checklist 

✓ Does it keep people safe at work? Even the new ones and people from another country. Not everyone has 

the same understanding of what we mean by some words – so you need to check they understand. 

 

Your workplace risks Did you cover at 

inductions 

Future risks Risk 

Listed Yes Picked up in risk 

assessment 

None or low 

Not all listed No Current risks plus your 

future risks 

High - See Category 1 

fines 

 

 

Reference material and useful websites (Web search) 

WorkSafe 

Keeping New Workers Safe 

http://worksafe.tas.gov.au/__data/assets/pdf_file/0003/177294/GB140_New_Workers_Tagged.pdf 

 

WorkSafe in your State or Territory 

 

 

  

http://www.safetyreportapp.com.au/sbss-ebook-docs/Checklist%201-6.pdf
http://worksafe.tas.gov.au/__data/assets/pdf_file/0003/177294/GB140_New_Workers_Tagged.pdf
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6 WHS Safety Meetings 
 

What are your obligations? 

Under the Harmonised Safety Legislation you must hold a minimum of four meetings per year.  You also need to hold 

meetings if there is an incident, or a near-miss where someone could have been killed or seriously hurt. 

Does your WHS Policy indicate that holding meetings is important and how many per year? 

 

Why hold meetings? 

The meetings are an opportunity to discuss and review what has been happening, look for better ways to address 

past incidents and future risks.  They involve the people that  do the work in finding ways to resolve the risks. 

Consultation is actually required, not an option. 

Workers have the hands-on experience at work, it makes sense to ask them how the risk can be eliminated rather 

than just assuming it may not happen. Think about it. They are already on your payroll. They have experience that 

can and should be used to avoid injuring or killing people when there were other safer options.  

 

How to make up a safety agenda. 

● Add the current issues to it. 

● List the future potential issues. 

● Write it up. 

● Tell the people who need to know what happened at the meeting. 

● Make sure HSRs (Health & Safety Reps) are invited or if can’t make it, advised of any changes immediately. 

 

What if I don’t take it seriously?? 

Trouble - You may be breaching the safety requirements in your jurisdiction.  

 

Without safety meetings it is difficult to pool the workplace knowledge and experience and discuss options to 

eliminate risks and quite possibly save you money. 

 

See ‘Consultation’ - it is important. Consultation is not a free for all that takes forever and goes nowhere. It is a 

sequenced approach to gathering and using knowledge and experience that is often right under your nose.  

Example 

I have seen examples where a reported risk had not been addressed for 12 months. By a chance meeting with some 

of the workers and managers, a simple cheap option was put in place. ‘Someone’ had thought it was too difficult and 

didn’t do anything about it. All it took was consultation with others to come up with a good solution. 

 

Free information Newsletters Online media 1-2 minutes 

5.2 Preparing for the Safety Meeting   

http://www.safetyreportapp.com.au/sbss-ebook-docs/5.2%20%20Preparing%20for%20the%20Safety%20Meeting.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.2%20%20Preparing%20for%20the%20Safety%20Meeting.pdf
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Checklist 

✓ Do you use a standard agenda? 

✓ Do you add the current issues to it? 

✓ Do you list the future potential issues? 

✓ Have you written it up? 

✓ Have you told people who need to know what happened at the meeting? 

✓ Have you made sure HSRs are invited or if they can’t make it, advised of any changes immediately? 

✓ Did anyone miss the meeting, or were away sick or on annual leave? How will they find out about the 

outcomes of the meeting? Are you just hoping someone remembers (a very unreliable method of 

communication)……But best if decisions are put on a notice board and email. Periodically check that everyone 

is receiving the information in a timely manner. 

Reference material and useful websites (Web search) 

www.SmallBusinessSafetySystems.com.au 

WorkSafe in your State or Territory 

  

http://www.smallbusinesssafetysystems.com.au/
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7 Risk Assessment and SWMS
 

What is risk assessment? 
Let’s look at this as a two-step process:   

• First, you identify a safety problem;  

• Second, you assess its severity.   

Why do it this way?  Because everything single thing is a potential safety issue, but not all of those safety problems 

have equal severity.   In short, you need to identify the ‘risk’ and separately do an ‘assessment’ of its severity.  

Risk and hazard definition 

A hazard is something that can cause harm, e.g. moving vehicles at the worksite, hazardous chemicals, working at 

heights, noise above safe levels, stress that is not managed at work, etc. A risk is the high or low chance, that any 

hazard will actually cause harm to someone. 

Risk 

Lots of risks are easy to foresee and assess.  If the worst happens with an obvious risk is foreseeable and it becomes 

clear that you didn’t plan for it, then you can expect very harsh penalties from the workplace regulator.  No-one will 

have sympathy for  you if it’sis accepted that you ignored all the known safety information and proceeded recklessly 

without any care for the person when you clearly knew the risks. 

 You might even have to leave your industry because no one (whether, employees, contractors or sub-contractors) 

will work with you. A foreseeable  risk must be eliminated or made safe so people can work without injury. Yes, some 

work is inherently dangerous but there are lots of options available to make it safer. 

Environment 

Other safety problems might be of more or less severity depending on the surrounding circumstances.  Let’s look at 

an example that most people rarely ever worry about, a simple paper cut.  It’s a workplace problem that we’ve all 

experienced, and it’s something that we’re all tempted to immediately assess as being of negligible severity that at 

worst, doesn’t warrant a response beyond having a standard office medical kit.  But might you change your 

assessment if I told you that the paper cut happened to a worker at a medical research laboratory where pathogens 

capable of infecting an open wound might be lurking around?  I’d certainly change my assessment because the 

environment is a factor in assessing risk. 

Workers 

Also, a safety problem might change in severity due to the personal circumstances of your workers. Let’s think about 

that paper cut again.  This time it’s happening in a normal office environment, but what if I told you that one of the 

office staff is a haemophiliac (someone whose blood doesn’t clot the way people would normally expect).  If you 

knew in advance that one of your staff suffered from this condition, might you change your estimate of the severity 

of this simple workplace injury?  I’m willing to guess that you would, and I’m also willing to guess that you probably 
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don’t know if any of your real-life employees have medical issues that you need to factor into your risk assessments.  

Workers are a factor in assessing risk. 

There are plenty of other surrounding factors that could reasonably impact your risk assessments - think about your 

workforce (individually and as a group), think about site visitors, think about the site itself, think about plant and 

equipment, think about your production processes.  Factor those things into your assessments. 

We’ve looked at the identification of workplace safety problems, and the assessment of the risk they present.  Now 

let's turn to controlling the risk. 

The Hierarchy of Controls sounds complicated but it is actually a helpful guide to the most effective and sometimes 

cheapest solution first, (eliminate the risk) then using other controls to reduce the risk and lastly - Personal 

Protective Equipment (PPE). 

An example 

Contractors’ staff who pick up and drop off  vehicles are speeding on your worksite and not obeying the safety  signs. 

A few suggestions have had no impact. A discussion was held at the Workplace Safety Meeting to see what could be 

done to address the speeding on site. 

Options were discussed in an open forum. These were then listed under the headings in the Hierarchy of Risk Control 

This process allowed for input, ideas, what might work and how best to address it. It cost 10 people 15 minutes each 

or 2.5 hours time at $40 per hour =$100  The approximate cost of medical bills and time off for  staff member hit by 

a car at 15km per hour causing a broken hip and severe bruising is: 

▪ Lost time at work 2 months $40 per hour x 9 weeks = $14,400 

▪ Plus 2 months on half time    $7,700 

▪ Replacement person 2 months full time plus 2 months half time     

$22,100 

▪ Medical bills for insurance company    $12,500 and climbing 

▪ Workplace investigation Was it foreseeable ?   Yes  

▪ Plus legal fees       $10,000 to get started  

▪ Fines and penalties for you    $ ???????? 

Total so far       $91,700 

▪ Injured person may sue you if you are fined as they now cannot undertake any sport, cannot sit for long 

periods and have had their active exercise life destroyed. With 15 years to 65 they may receive 15 years pay 

and a payment for pain and suffering. 

But honestly the pain they are now in has impacting their family as the injured person is depressed and it is 

affecting their relatives and friends. They may not the positive parent they use to be. Money won’t solve this. 

So let’s go back to the start. 

You know speeding on site has been a problem and what you have tried so far has not addressed it. Using the 

Hierarchy of Controls – Engineering. Consider speed humps which force the traffic to slow down. 

http://www.safetyreportapp.com.au/sbss-ebook-docs/Hierarchy%20of%20Control%20-%20Safe%20Work%20Australia.pdf
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Are you going to have an open and transparent discussion that could cost you $100 or are you going to risk it? 

Buying a safety system may help you but if you want to feel safe. Use it and be able show you did.  

Why assess risks? 

If you have not documented the risk, its management and then told everyone who needs to know, then you have 

not met your legal obligations. What if you lost 20% of your customers because they think your negligence has 

seriously injured a worker? Plus some of your good workers are now looking for other jobs. Yes, you should consider 

the serious fines but that may be too late for you and your business.  

A poor risk assessment may, may mistakenly be considered by workers as being carefully planned. So they do not 

assume that other risks may be resent. Complying with the poor risk assessment could expose them to risks they did 

not know about. 

How to assess risks. 

First, list the risks in your workplace. Don’t take shortcuts. Do it properly. Second, are any of these risks in the High 

Risk Work Category?   If it can kill you or seriously hurt, then it will likely be categorised as a high risk. If so, you need 

to complete a Safe Work Method Statement (SWMS) or an equivalent document in Victoria and WA. 

SWMS 
What is a SWMS?   A Safe Work Method Statement    A quick summary of a SWMS.  

1. 1 2. What is the job? Who are the project managers? What Laws, Regulations, Codes or Practice and 

Australian Standards apply to this task? 

3. 2 4. What are the steps to do the task safely and in what order? Were people consulted? 

5. 3 6. List who has been involved in preparing / reviewing the SWMS? 

7. 4 8. Did everyone onsite sign on to comply with the SWMS? 

 

A good example of a safety category where an SWMS is needed is Working at Heights. The SWMS must cover how 

the inherent risk of the High Risk Work is eliminated or reduced to a safe level i.e. scaffold instead of ladders. A 

harness may eliminate the risk of falling to the ground but does have other issues so the risk is not completely 

eliminated. 

The test of a good SWMS 

Does it cover the four points listed in the above table? Is it clear and simple? i.e. it focuses on the steps in the job to 

keep people safe. Does it contain the minimal information to do the job safely? 

http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/898/information-sheet-safe-work-

method-statement.pdf 

For risks that are not high risk but still need to be done in a certain way then a Safe Work Procedure can list the steps 

and in the right order. See Appendix 1 Steps in the Process 1-10. 

And don’t forget to consider the changing conditions as the day progresses. (Is anyone checking storm or 

temperature forecasts, for example? Is it part of the SWMS  to check?) 

http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/898/information-sheet-safe-work-method-statement.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/898/information-sheet-safe-work-method-statement.pdf
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What if I don’t take it seriously?? 

If someone is injured and you knew or should have known about the risk, but you didn’t find safer options (see Due 

Diligence).  Then you’re facing an obvious breach of the safety legislation.  Look forward to months or years spent in 

the court system, reputation loss (to the business and to you personally), financial loss (the business and you 

personally), and then there’s the general shame of negligently hurting another human being. 

I am sure anyone who has been prosecuted would agree, it would have been easier to find a safe way or not do the 

work than be caught up in a court case for 1-2 years. 

Don’t forget legal fees at $450+ per hour. 

 Or just wait and go to court.   

Due Diligence 

WorkSafe in your State or Territory 

WorkSafe Tasmania - Safe Work Procedures SWP 

Free information Newsletters Online media 1-2 minutes 

An example 

Let’s say that you have people working on ladders and you have no plan for fall protection. To make it worse let’s say 

you have already been advised by your workers that they are not really comfortable working four metres above the 

ground, but you shrugged it off because scaffold is just too expensive. Someone falls 2.5 metres, all you know is that 

they have broken bones, in shock and are now in an ambulance on the way to hospital.  

The worker’s wife is ringing you to see where he has been taken and you are trying to convince the WorkSafe 

Inspector that it was legal to work on ladders at four metres otherwise why would they sell them?  The inspectors 

interview some of the other workers who all say that you knew they were not comfortable about using ladders for 

this task. (But it appears that their suggestions were not considered. (Consultation could have been very helpful, but 

it’s too late now).Now how are you feeling? Accusing government of red tape will do nothing for you. Your next few 

months are going to be pretty terrible - as it is for the worker you allowed to be injured. 

Checklist 

✓ Use the Checklist 1-6 to determine the typical tasks you do and then the risks in those tasks. 

✓ Make sure you do 1, 2, 3 and 4 very carefully. If you don’t know how to safely address an identified risk, then 

find a safety expert or someone who is respected in your industry for their experience and qualifications in 

addressing that risk. (See page 14 for a table to assess how you can assess a person’s ability to address a risk). 

✓ Not all qualified safety people have what you need and some unqualified ones have great skills and 

experience. You must compare yourself to what is REASONABLY PRACTICAL amongst your peers to work out 

what is appropriate and what is not going to be effective. 

 

 Heard the one about ‘Don’t write that risk down, that will cause trouble.’ Well, see 
how much trouble that approach causes when it all goes wrong.  

http://www.safetyreportapp.com.au/sbss-ebook-docs/Checklist%201-6.pdf
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Reference material and useful websites (Web search) 

Safe Work Australia 

WorkSafe in your State or Territory 

  

  

http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
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8 Reporting incidents and near misses 

What is reporting? 

Reporting is the oxygen of a safety system.  Reporting provides us the ability to identify workplace injuries, 

undertake a risk analysis and make changes that avoid a repeat of the injury. 

Why report safety incidents? 

Hindsight is a wonderful thing so many say. Reporting is actually the ability to use hindsight to avoid repeating 

incidents. If an issue is not reported or recorded then it is impossible to learn from it. Reporting is the first step. 

Some issues are minor and need to be treated as such. Other issues need addressing and will need further 

investigation.   The key is that a reporting system puts you in the driver’s seat - you get to decide whether or not an 

issue is minor or major, and how to respond to it. 

How to report  

How you manage safety issues reported to you is critical to how your efforts to comply will be 

assessed. What does your safety report system say about your approach to safety? 

 

Watch the video at www.safetyreportapp.com.au for a simplified way of reporting using your mobile or IPAD. 

System Positives Negatives Time needed to 
complete 

Is it immediate 

Verbal Easy No proof, No record Quick Can be 

Complete a form Have a record Need to find form, 
complete and 
forward it on. 

Can be a daunting if 
still have work to do. 

No  

Safety Report App Proof of being sent 
recorded 

Costs $1.50 per 
person per week 

Quick Yes SMS and email 

What about your system of reporting safety risks and hazards? 

● Is it recorded on paper or in the Safety Report App 

● What happened? 

● What is the expected standard? 

● What should happen to make sure it never happens again? 

Is it specifically controlled by the Safety Laws, Regulations, Codes of Practice or Australian Standards? (Contact 

WorkSafe in your State or Territory 

• For the bigger issues did you consult with staff affected and did you use the Hierarchy of Controls? 

• Did you keep a record of the discussions? 

• Have you checked it worked? 

What if I don’t take it seriously? 

● No knowledge gained from past experiences. 

● Very likely breach of safety laws. 

● Risks are not addressed or completely missed. 

http://www.safetyreportapp.com.au/
https://safetyreportapp.com.au/
https://safetyreportapp.com.au/
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● Culture of reporting culture not being supported. 

● Events are managed by the personal view or experience or group on that day. 

 

And worse – you have not met your obligations to be proactive about risks – instead you have exposed people to 

risks that were foreseeable and as mentioned Foreseeable Risks must be managed to comply with the Laws, 

Regulations and Codes of Practice. 

If you don’t have a good reporting culture, how do you know what may be happening in your workplace? 

Tasmanian Penalties for breach of health and safety duty offences   

 Corporation 
Information Individual as 

PCBU or officer 

Individual as worker or 

other 

Category 1 $3 million 
$600 000, five years in jail or 

both  

$300 000, five years jail or 

both 

Category 2 $1.5 million $300 000 $150 000 

Category 3 $500 000 $100 000 $50 000 

Source WorksafeTas GB311 

Some examples 

Safety Report App 

Free information Newsletters Online media 1-2 minutes 

WorkSafe Reporting Forms 

Safe Work Australia 
  

Checklist 

✓ How many risks actually happened last month? 

✓ How many were reported? 

✓ Is there a difference? 

✓ Is this under or over reporting? 

✓ Is it a training, knowledge or attitudinal reason reporting is not working? (each of these points are quite 

different when trying to address). 

✓ Do you have a positive reward system for lodging safety reports? Or is the reporting system likely to end up 

blaming the person who reported it? 

Reference material and useful websites (Web search) 

Safety Report App $1.50 per person Minimum 5 people (extra Discounts for larger numbers) 

SBSS 7.1 Do it safer, 7.2 Hazard Report, 7.3 Incident Report and 8.2 Incident Accident Investigation Procedure  

https://safetyreportapp.com.au/
https://safetyreportapp.com.au/
http://www.safetyreportapp.com.au/sbss-ebook-docs/7.1%20Do%20it%20Safer.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/7.1%20Do%20it%20Safer.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/7.3%20Incident%20Accident%20Report%20Form.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/8.2%20Incident%20Accident%20Investigation%20Procedure.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/8.2%20Incident%20Accident%20Investigation%20Procedure.pdf
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9 Serious Incident Reporting 

What you must report to your WorkSafe Authority / Regulator 

You must report serious incidents, deaths and near-misses.  Yes, you read that right - near-misses.  This is why it is 

crucial that your workforce be actively involved in reporting safety incidents.  It’s also why it is so important that 

your reporting system be as simple and painless as possible - if it’s not simple, a large percentage of employees will 

turn-a-blind-eye to a near miss if that means they can avoid spending time looking for and filling in forms and 

chasing down managers.  Again, consider rolling out the Safety Report App - it’ll make your life so much easier 

because it makes reporting straightforward and simple. 

Why? 

To avoid other people being hurt or killed and allow a full and proper investigation.  

How to report 

Notify your WorkSafe Regulator after managing treatment for any injured people. By law you must also preserve the 

site for a thorough investigation. 

Check - What is a serious or reportable incident in your State or Territory? 

As general guidance information only 

As the Manager, notify your WorkSafe regulator of what happened, where and how if you know. Follow their 

directions. It is likely to be:  

What action have you taken? 

● Provide your contact details and be prepared to meet WorkSafe Inspectors on site (If at all possible) 

● Ensure the site is preserved i.e. items are not moved or removed from site. 

● Complete a written notification and forward to WorkSafe usually within 48 hours. 

● Hold a safety meeting as soon as is practicable to make sure it cannot happen again. 

● Write up and keep a record. 

What if I don’t take it seriously?? 

• Risk of serious fines and penalties.  

• Others may be hurt through your negligence.  

• Investigation may be compromised.  

• Easy learning opportunities now require further investigation and become more time consuming. 

An example of two different actions in the workplace. 

Twenty machines have been imported and are operating around the country. One has blown up and two people 

have been injured. WorkSafe is notified and investigated. The explosion was caused through a misinterpretation 

of minimum coolant levels. WorkSafe decided to place an immediate alert for all companies with this machine to 

avoid another explosion. 

A machine has blown up and two people were injured, but workers and management have put it down to a 

maintenance fault. No further investigation. Another machine has exploded, two people killed. Could have been 
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prevented by reporting as a serious incident. Now two families devastated and families changed forever. And the 

worse thing is that it was all avoidable by having a proper system in place. Serious questions are now being asked. 

Like - WHY wasn’t it reported and properly investigated? 

Free information Newsletters Online media 1-2 minutes 

Contact your WorkSafe Regulator. 

Google WorkSafe in your State or Territory. 

  

Checklist 

✓ Find the section in the safety laws about reportable incidents in your State or Territory. 

✓ Read it and comply. 

✓ If in doubt call your WorkSafe Authority and discuss the issue. 

 

Reference material and useful websites (Web search) 

SBSS 8.1 Notifiable Incidents and preserve the site Tasmania - list from WHS Act Part 3 Section 35 what must be 

reported 

Harmonised Safety Legislation. 

Safe Work Australia 

WorkSafe in your State or Territory 

 

 

 

 

 

  

http://www.safetyreportapp.com.au/sbss-ebook-docs/8.1%20Notifiable%20Incidents%20and%20preserve%20the%20incident%20site.pdf
http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
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10. File completed Safety Documentation 

What safety documentation should you keep? 

Some records of serious incidents must be kept for set timeframes five years and 30+ years for asbestos work.  

Check the safety records you need to keep legally as well as make sure you keep all minutes, policies, procedures, 

inductions, diary records and records of incidents. 

Check with your WorkSafe Authority in your State or Territory for a complete set of timeframes and document types. 

Why? 

It’s the law.  It will allow further investigation if new information becomes available and the learning from the 

incident is not forgotten. Businesses need to keep records of how they made sure people are safe at work. These 

safety records need to be kept even if, this time, no-one was actually hurt by the safety problem actually happening, 

but could have been. (A near miss). 

How to keep records 

Make a list of what to keep and check that it is filed. 

Keep all of your safety documentation secure from fire damage, water damage and loss.  If it’s on a computer, back 

it up or store off-site. 

What if I don’t take it seriously?? 

Trouble. You don’t have any records to demonstrate your compliance with the laws. If you don’t have an induction 

record  for a new employee, it can be very hard to convince the authorities that it occurred .  That will dramatically 

increase the chance of action being taken against you, even if that person was inducted. Safety records are 

important. 

Some examples 

Imagine an ex-employee comes to you five years after leaving your workplace and says they have a lawyer who says 

it’s your fault they now have skin cancer because you didn’t tell them to wear sun protection or didn’t provide it for 

them. This could easily become a very difficult, expensive and protracted dispute. 

  But what if you could simply reach into the file, pull out the ex-employee’s induction form and point to where the 

ex-employee signed that they agreed to wear sun protection and know that it is supplied through the office at any 

time and extra stocks also in vehicles, which are topped up weekly.  Problem solved. The evidence justifies your 

actions! 

Free information Newsletters Online media 1-2 minutes 

Safe Work Australia   

 

Checklist 

✓ Select the records you need to keep by law in your state or territory. 

✓ Make a plan that all safety records go to one place. 

http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
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✓ Keep a back-up copy or store off site if on a computer as a digital record. 

✓ Check that the records are being kept and or saved. 

✓ Ensure any induction information and minutes are kept securely. It may be your only defence in light of a 

challenge. 

 

 

Reference material and useful websites (Web search) 

Safe Work Australia 

WorkSafe in your State or Territory 

  

http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
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11 Archives

What are archives? 

Archives can act to store the one piece of paper that changes an entire investigation and maybe even stop a 

prosecution from proceeding. 

Why? 

Because archived documents can clearly show what you had in place at the time, when others are trying to challenge 

what was in place. 

How to keep archives. 

Have a system of keeping and filing old policies, procedures, inductions and any other relevant safety information in 

a secure place. I would consider keeping a scanned copy as well of inductions if they are recorded by way of hard 

copies. Secure and archive your digital records too. 

What if I don’t take it seriously?? 

Very hard to justify your safety documentation. You may have done everything right but without a record it comes 

back to lawyers disputing what was in place (with you paying for their hourly rate).   

Some examples 

Example 1 

All staff were advised of the safe work process for using the post-hole digger at a meeting two years ago. No-one has 

breached policy so far, but now an employee is saying he was never told. When asked his response was ‘If I had been 

told I would have used it differently’ (appears to be an excuse to avoid responsibility. But really that is secondary to 

the safety issue). 

You have found a signed induction from this employee with the process, plus they are listed in the minutes as being 

at the consultation meeting when it was discussed. Confirmed by archive documents. Employee shown copy of 

signed documents and accepted was advised. However a review of the process around how often procedures should 

be reviewed at work, particularly if not frequently used. 

Free information Newsletters Online media 1-2 minutes 

SBSS Simple Archives process  

Keep index copy of contents in a folder. 

Safe Work Australia 

  

Checklist 

✓ Can you confidently find past documents easily or is it a problem and possibly lost? 

Reference material and useful websites (Web search) 

http://www.safeworkaustralia.gov.au/sites/swa/about/publications/pages/manage-whs-risks-cop WorkSafe in your 

State or Territory 

http://www.safeworkaustralia.gov.au/sites/swa/about/publications/pages/manage-whs-risks-cop
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http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/633/How_to_Manage_Work_Health_

and_Safety_Risks.pdf 

  

http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/633/How_to_Manage_Work_Health_and_Safety_Risks.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/633/How_to_Manage_Work_Health_and_Safety_Risks.pdf
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Glossary-Typical descriptions 

 

This is a quick guide, please obtain professional advice or consult a lawyer for a legal definition or opinion of your 

particular circumstances. 

Australian Standards 

From Standards Australia  

Standards are published documents setting out 

specifications and procedures designed to ensure 

products, services and systems are safe, reliable and 

consistently perform the way they were intended to. 

They establish a common language which defines 

quality and safety criteria.  

http://www.standards.org.au/standardsdevelopment

/what_is_a_standard/Pages/default.aspx 

Archives - Records you keep to show your effort to 

comply with the safety legislation 
 

Checklist 1- 6 - The minimum steps to build your 

safety system 

Consultation – Actually asking others for their honest 

views and listening to discussion – Not simply telling 

people what to do – you need to do consider the 

information and comments received. 

Topic /Who attended /Discussion /Options considered 

/Some reasons why was that option chosen? 

Remember start with an open discussion and look at 

costs once all ideas have been contributed. Don’t put 

a budget against it first.  It severely limits thinking and 

options. 

It has an agenda and a set timeframe. It does not go 

on forever. See Genuinely Consulted 

Codes of Practice - Specific minimum standard 

required for safety. All Codes of Practice listed at Safe 

Work Australia scroll down to Model Codes of Practice 

and then select relevant Codes. A-Z list and then you 

can access as a PDF or a WORD version. Individual 

states and territories may have additional obligations. 

http://www.safeworkaustralia.gov.au/sites/swa/mod

el-whs-laws/model-cop/pages/model-cop  

Due Diligence - If you are in control you need to find 

out what you need to know 

http://www.safeworkaustralia.gov.au/sites/swa/mod

el-whs-laws/faqs/pages/faq-officers 

 

What is Due Diligence? 

 

Genuinely Consulted- Checklist used and records kept 

of who was there? What was discussed? Some of the 

comments? Why you picked the option you did? As 

the manager, who and how did you advise others 

what has changed? 

Foreseeable - THIS IS IMPORTANT - Not addressing a 

Foreseeable Risk will most likely result in a 

prosecution and going to Court. This is what will take 

a long time to resolve and also involve significant legal 

fees. $450+ per hour is not uncommon and when you 

could be facing million dollar fines is required. 

More information 

Harmonised Safety Legislation - In all States and 

Territories except Victoria and Western Australia 

These States still have very strong legislation and 

quite a few similarities. However, if your emphasis is 

always on ‘Proactive Safety’ then you should be able 

to demonstrate by your actions and written 

documentation that you are designing your safety 

system to actively protect people from potential risks 

and hazards. 

Excerpt from Safe Work Australia  

‘The model work health and safety laws consist of the 

Model Work Health and Safety (WHS) Act, supported by 

http://www.standards.org.au/standardsdevelopment/what_is_a_standard/Pages/default.aspx
http://www.standards.org.au/standardsdevelopment/what_is_a_standard/Pages/default.aspx
http://www.safetyreportapp.com.au/sbss-ebook-docs/Checklist%201-6.pdf
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-cop/pages/model-cop
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-cop/pages/model-cop
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/faqs/pages/faq-officers
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/faqs/pages/faq-officers
http://www.safetyreportapp.com.au/sbss-ebook-docs/Due%20Diligence.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/Foreseeable.pdf
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model WHS regulations, model Codes of Practice and a 

National Compliance and Enforcement Policy. 

 

The model work health and safety laws are the basis for 
harmonised laws across Australia. For the model work 
health and safety laws to become legally binding they 
need to be enacted or passed by Parliament in each 
jurisdiction.’  

 

HSR - Health & Safety Rep. Person trained in being a 

Health and Safety Rep for your workplace Health& 

Safety Rep (HSR) Duties (Used to be ESR under old 

legislation). 

High Risk Work - A SWMS Safe Work Method 

Statement is required See SWMS Below. 

List of High Risk Work Section 291 Regulations 

Hierarchy of Controls - This a guide to first of all 

eliminating the risk, then other options through to 

personal protective equipment (PPE).  A large amount 

of money and time has been wasted on trying find 

ways to address a risk rather than eliminating it in the 

first place. Elimination is 100% effective. 

Hierarchy of Risk Control 

Induction Safety - the skills, knowledge and 

information that are needed to keep THAT person 

safe at work. (How does your safety induction cater 

for their differences?) 

JSA - Job Safety Analysis List of the risks and a safe 

way of undertaking the task is written up 

JSEA - Job Safety Environmental Analysis – as above 
with Environmental issues added 

Near Miss - A Near Miss is an unplanned event that 

did not result in injury, illness, or damage – but had 

the potential to do so. Only a fortunate break in the 

chain of events prevented an injury, fatality or 

damage. 

Officer - An officer is a senior executive who makes, 

or participates in making, decisions that affect the 

whole, or a substantial part, of the business or 

undertaking. Safe Work Australia 

http://www.safeworkaustralia.gov.au/sites/SWA/mod

el-whs-laws/FAQs/Documents/FAQ_Officers.pdf 

OHS - Occupational Health & Safety (WA referred to 

as OSH)  

PCBU- Person Controlling the Business or 

Undertaking. Broader than employer. Includes  

 

workers, other workers onsite, trainees, labour hire, 

apprentices, trainees, volunteers and students on 

placement etc. 

http://www.safeworkaustralia.gov.au/sites/SWA/abo

ut/Publications/Documents/606/Interpretive%20guid

eline%20-%20PCBU.pdf 

PPE - Personal Protective Equipment. i.e. gloves, 

safety glasses. What do you need to keep a person 

safe? 

Policy - What is your written commitment? Can you 

measure that it is being followed? Can you prove it? 

Procedure - How/what are the steps – example, what 

do you do and in what order?  See example Steps 1-10 

in Appendix 1 

Reasonably Practical - Simple example - Would your 

industry peers all agree with your actions or would 

they smile and shake their head despairingly at what 

you thought was safe for people to do. 

http://www.safeworkaustralia.gov.au/sites/SWA/abo

ut/Publications/Documents/774/Guide-Reasonably-

Practicable.pdf  

Reporting a Serious Incident or Near-miss-Required 

by law - Very specific. Check the WHS Act in your 

State or Territory or contact the regulator. It may be 

that a piece of equipment failed and will require an 

http://www.safetyreportapp.com.au/sbss-ebook-docs/High%20Risk%20Work%20List.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/Hierarchy%20of%20Control%20-%20Safe%20Work%20Australia.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/model-whs-laws/FAQs/Documents/FAQ_Officers.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/model-whs-laws/FAQs/Documents/FAQ_Officers.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/606/Interpretive%20guideline%20-%20PCBU.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/606/Interpretive%20guideline%20-%20PCBU.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/606/Interpretive%20guideline%20-%20PCBU.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/774/Guide-Reasonably-Practicable.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/774/Guide-Reasonably-Practicable.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/774/Guide-Reasonably-Practicable.pdf


 
 

© Small Business Safety Systems 2016        Page 37 of 40 
        

 
 

Small Business Safety System 

urgent national recall otherwise others may be hurt or 

killed. 

WHS Laws - from Safe Work Australia 

http://www.safeworkaustralia.gov.au/sites/swa/mod

el-whs-laws/model-whs-act/pages/model-whs-act  

WHS Regulations – From Safe Work Australia 

http://www.safeworkaustralia.gov.au/sites/swa/mod

el-whs-laws/model-whs-

regulations/pages/regulations  

Example: Tasmanian notifiable incidents 

Tasmanian notifiable incidents 

Safe Work Australia - Excellent site for information, 

guides and Codes of Practice go to 

www.safeworkaustralia.gov.au You should always 

check what is available here before spending money 

on other avenues. 

Safe Work Australia leads the development of 

national policy to improve work health and safety and 

workers’ compensation arrangements across 

http://www.safeworkaustralia.gov.au/sites/swa/abou

t/pages/about 

Safety Meeting -A meeting to discuss safety incidents, 

current issues and most importantly planning for what 

risks might happen in future tasks. SBSS has a 

standard 5.3 Safety Meeting Agenda and a 5.4 Safety 

Meeting Record see also Consultation 

Safe Work Method Statement - (SWMS) A document 

which must be completed to address High Risk Work 

before work starts. 

SBSS - My Small Business Safety System Website 

Starts from $29.95 per month 

Serious Incident or Near-miss - Reporting-Required by 

law. Very specific. Check the WHS Act in your State or 

Territory or contact the regulator. It may be that a 

piece of equipment failed and will require an urgent 

national recall otherwise others may be hurt or killed. 

WorkSafe in your State or Territory 

WorkSafe Authorities Home Page URL’s as of 22 June 2016 

 

http://www.safeworkaustralia.gov.au/  

 

https://www.worksafe.qld.gov.au/  

NSW GovernmentSafeWork NSW http://www.safework.nsw.gov.au/health-and-safety  

Safework South Australia www.safework.sa.gov.au  

 

http://worksafe.tas.gov.au/home  

WorkSafe ACT http://www.worksafe.act.gov.au/health_safety  

Northern Territory WorkSafe http://www.worksafe.nt.gov.au/  

http://www.worksafe.vic.gov.au/home http://www.worksafe.vic.gov.au/home  

WorkSafe Western Australia https://www.commerce.wa.gov.au/  

 

 

Example - Penalties in Tasmania 

http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-act/pages/model-whs-act
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-act/pages/model-whs-act
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-regulations/pages/regulations
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-regulations/pages/regulations
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-regulations/pages/regulations
http://www.safetyreportapp.com.au/sbss-ebook-docs/Tasmanian%20Notifiable%20Incidents.pdf
http://www.safeworkaustralia.gov.au/
http://www.safeworkaustralia.gov.au/sites/swa/about/pages/about
http://www.safeworkaustralia.gov.au/sites/swa/about/pages/about
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.3%20Meetings%20Agenda.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.4%20Meetings%20Record.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/5.4%20Meetings%20Record.pdf
http://www.sbsafetysystems.com.au/
http://www.safeworkaustralia.gov.au/
https://www.worksafe.qld.gov.au/
http://www.nsw.gov.au/
http://www.nsw.gov.au/
http://www.safework.nsw.gov.au/health-and-safety
http://www.safework.sa.gov.au/
http://worksafe.tas.gov.au/home
http://www.worksafe.act.gov.au/health_safety
http://www.worksafe.nt.gov.au/
http://www.worksafe.vic.gov.au/home
https://www.commerce.wa.gov.au/
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Tasmanian Penalties for breach of health and safety duty offences   

 Corporation Information Individual 

as PCBU or officer 

Individual as worker 

or other 

Category 1 $3 million $600 000, five years in 

jail or both  

$300 000, five years 

jail or both 

Category 2 $1.5 million $300 000 $150 000 

Category 3 $500 000 $100 000 $50 000 

Source WorksafeTas GB311 

SWMS-Safe Work Method Statement Link to sample and a Completed example 

SWP - Safe Work Process Appendix 1 

  

http://www.safetyreportapp.com.au/sbss-ebook-docs/Safe%20Work%20Method%20Statement%20Template.pdf
http://www.safetyreportapp.com.au/sbss-ebook-docs/Safe%20Work%20Method%20Statement%20Completed%20Sample.pdf
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Appendix 1 
Safe Work Process (SWP) Example1-10   

 

A list of the safe steps to do a task in the right order – Often numbered for simplicity.  

Example - Move drum full of steel off-cuts too heavy for manual lifting.  This could weigh as much as 400kg+ so do 

not attempt to push or hold bin in place. 

1. Arrange Fork lift and licensed operator.  

2. Guide to safely pick up bin, lean forks backward and when stable attach safety chain to secure the bin. 

3. Do not lift bin more that 10cm above the ground for stability. 

4 Arrange a spotter with High Visibility Vest to ensure area is clear when reversing.   

5 Use Access Lane 1 and 3 as other lanes are not level and load could slip on forks. 

6. Check Access Lane to 1 is clear for fork lift to enter. 

7 Check Access Lane to 3 is clear for fork lift to enter. 

8 Vehicle to place load on. Check truck brakes are on and in gear. 

9 Make sure no-one is at risk if load was to slip or fall. Then raise load when adjacent to truck and move 

forward guided by spotter. 

10 Place load on vehicle and wait until fork lift is safely reversed away from truck before concluding role as 

spotter.  

 

Checklist  

If this process was followed accurately each time, would you feel that the people are safe? 

If you answer is yes, then that is what is required. 

We all know that complacency, fatigue and laziness or shortcuts can reduce people’s safety actions. 

However, having a consistent and known process provides the best protection against shortcuts and lack of 

care. 
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Appendix 2 
How two workplaces changed instantly from a 

negative attitude about safety to simply doing what 

they should? 

They were not keen on the new safety paperwork and 
certainly not happy about having to complete or at 
least adjust it for the changing weather conditions or 
new risks at the site each day. I kept pushing against 
the initial silent resistance of most of the workers.  
 
I had seen some instant positive changes in other 
workplaces occur after listening to excellent speakers 
at WorkSafe Month and the positive discussion after 
the session amongst their peers. 
 
I decided to run a test in the first workplace. I had 
conducted about four quarterly safety meetings in the 
workplace and while compliance was increasing I still 
felt we had not succeeded in addressing the cultural 
challenges, namely it was not surprising to hear that 
people were doing enough to get over the line but not 
really using their initiative in looking after their health 
and safety. 
 
The action I took. 
 
Invite a Health & Safety Expert in to explain what 
happens when to you when you are not looking after 
your health and fitness. What happens to your body 
after years of doing the wrong things like: 
▪ chronic back pain,  
▪ smoking,  
▪ excess alcohol,  
▪ deep fried take away food and  
▪ ignoring aches and pains that were getting worse. 
 
To name a few. 
 
They got the message. It appeared too that it was no 
longer about traditional Australian non-compliance, 
but about them and their health. They finally 
accepted that the safety message I was delivering was 
part of what was needed but the real reason to look 
after  
 

themselves and others at work was their own health 
and safety.  
 
In one discussion with a ‘changed person’ there was a 
lightbulb-moment when he realised his father’s 
retirement was destroyed as his body had suffered 
during his working career: - mainly for the points 
listed above. 
 
This realisation created a discussion about cutting 
back on some of the less healthy activities and taking 
care when lifting to look after his back. 
 
The longer term benefit was that the employees 
accepted that their lifestyle would affect their health 
right now but also later in life. 
 
The second workplace was almost identical in that 
there was a small group positively supporting health 
and safety, 10 who were doing the minimum and a 
few who always needed reminding of their poor 
approach to safety. 
 
Again the Health and Wellbeing discussion triggered 
the realisation that it was each person who was 
impacted by their own actions. Health & Safety was 
not seen as red tape designed to make the workplace 
difficult. It was about each of them as a person and 
then how they worked safely. They should not take 
risks that could injure or kill, or that might take a toll  
on their own body over the years. 
 
My thanks go to Cameron Blight of WorkSafe 
Tasmania for firstly explaining the advantages of 
health and wellbeing in a no nonsense and acceptable 
format to a group of ‘tough  
blokes’ and secondly for the impact he has had on 
these workplaces. 
 
By the way, I don’t get called anymore to come in to 
sort out the small non-compliant safety issues in the 
workplaces. The workplaces solve their own health 
and safety issues now and that is the ultimate safety 
culture you can create. 
 

 


