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UNCONFIRMED MINUTES 

AUDIT AND RISK COMMITTEE MEETING 

7 MARCH 2023 
 

ATTENTION/DISCLAIMER 
 

The purpose of this Committee Meeting is to discuss and make recommendations to 
Council about items appearing on the agenda and other matters for which the 
Committee is responsible. The Committee has no power to make any decisions which 
are binding on the Council or the Shire of Mundaring unless specific delegation of 
authority has been granted by Council. No person should rely on or act on the basis of 
any advice or information provided by a Member or Employee, or on the content of any 
discussion occurring, during the course of the Committee Meeting.  
 
The Shire of Mundaring expressly disclaims liability for any loss or damage suffered by 
any person as a result of relying on or acting on the basis of any advice or information 
provided by a Member or Employee, or the content of any discussion occurring during 
the course of the Committee Meeting. 
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AUDIT AND RISK COMMITTEE 
COMMITTEE ROOM, 7000 GREAT EASTERN HIGHWAY, MUNDARING – 3.30 PM 

 
1.0 OPENING PROCEDURES 

The Presiding Person declared the meeting open at 3.35pm. 

Acknowledgement of Country 

Shire of Mundaring respectfully acknowledges the Whadjuk people of the Noongar Nation, 
who are the traditional custodians of this land. We acknowledge Elders past, present and 
emerging and respect their continuing culture and the contribution they make to the region. 

1.1 Announcement of Visitors 

Nil 

1.2 Attendance/Apologies 

Members Mr Craig Wilkinson (Presiding Person) External Member 
 Mr Tony Wittcomb External Member 
 Cr Paige McNeil (arrived at 3.40pm) Central Ward 
 Cr Doug Jeans Central Ward 
 Cr Karen Beale West Ward 
 Cr John Daw East Ward 
 Cr Neridah Zlatnik East Ward 
   
Staff Jonathan Throssell Chief Executive Officer 
 Garry Bird Director Corporate Services 
 Stan Kocian Manager Finance and Governance 
 Jeannine Bryant Manager People and Culture 
 Monika Thomas WHS Project Officer 
 Andrea Douglas Minute Secretary 
   
Apologies Ms Rachael Green External Member 
 Cr James Martin South Ward 
 Liz Nicholls Governance Coordinator 
 Amanda Gradisen WHS Advisor 
Absent   
   
Guests Mr Chris Morrison Consultant Delivering Outcomes Pty Ltd 
 Mr Steve Rankin Consultant Delivering Outcomes Pty Ltd 
   
Members of  
the Public 

Nil  

   
Members of 
the Press 

NIl  

 
2.0 ANNOUNCEMENTS BY PRESIDING MEMBER WITHOUT DISCUSSION  

Nil 
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3.0 DECLARATION OF INTEREST 

3.1 Declaration of Financial Interest and Proximity Interests 

Council Members must disclose the nature of their interest in matters to be discussed at 
the meeting (Part 5 Division 6 of the Local Government Act 1995). 
 
Employees must disclose the nature of their interest in reports or advice when giving the 
report or advice to the meeting (Sections 5.70 and 5.71 of the Local Government Act 
1995). 
 
Nil 

3.2 Declaration of Interest Affecting Impartiality 

A Council Member or an employee who has an interest in a matter to be discussed at the 
meeting must disclose that interest (Shire of Mundaring Code of Conduct, Local 
Government (Admin) Reg. 34C). 

Nil 

4.0 RESPONSE TO PREVIOUS PUBLIC QUESTIONS TAKEN ON NOTICE 

Nil  

5.0 PUBLIC QUESTION TIME 

Procedures for asking and responding to questions are determined by the Presiding 
Person and in accordance with the Shire’s Meeting Procedures Local Law 2015. 
Questions must relate to a function of the Committee. 

Nil 
 

6.0 CONFIRMATION OF MINUTES OF PREVIOUS MEETINGS 

COMMITTEE DECISION ARC1.03.23 
RECOMMENDATION 

Moved by Cr Zlatnik Seconded by Cr Jeans 

 
That the Minutes of the Audit and Risk Committee Meeting held 28 February 2023 be 
confirmed. 

CARRIED 6/0 

For: Cr Daw, Mr Wilkinson, Mr Wittcomb, Cr Jeans, Cr Beale and Cr Zlatnik 

Against: Nil 
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AT 3:40 PM, CR MCNEIL JOINED THE MEETING. 
AT 4:39 PM, CR DAW LEFT THE MEETING. 
AT 4:41 PM, CR DAW RETURNED TO THE MEETING. 
 

7.0 REPORTS OF EMPLOYEES 

7.1 Work Health and Safety Audit - Internal Audit Results 

 
 

File Code HR.WHS 4.4.1 

Author Garry Bird, Director Corporate Services  

Senior Employee Jonathan Throssell, Chief Executive Officer  

Disclosure of Any 
Interest 

Nil 

Attachments 1. Work Health and Safety Audit Final Report ⇩  

2. Work Health and Safety Action Plan ⇩   

 
  

SUMMARY 

A final report has been received from Delivering Outcomes Pty Ltd in response to a Work 
Health and Safety Audit that has been completed. This audit sought an objective external 
opinion on the Shire’s current and proposed Work Health and Safety (WHS) practices.  

The WHS Audit Final Report (Attachment 1) is presented to the Committee for noting.  

BACKGROUND 

In September 2021, LGIS completed a verification activity as part of the 3 Steps to Safety 
Program.  

The 3 Steps to Safety program was established to recognise and meet the needs of 
Local Government with the aim of driving safety performance and minimising claim 
exposure. 

The LGIS review utilised the criteria of the Worksafe Plan, an auditing tool provided by 
Worksafe WA to assess safety and health management systems within an organisation.   

An Assessment Report was provided to the Shire in November 2021 outlining LGIS’s 
findings which were rated as satisfactory, insufficient, ad hoc or unsatisfactory. The 
Assessment Report was presented to the Audit and Risk Committee at the 26 April 2022 
meeting. After considering the Assessment Report, the Audit and Risk Committee 
determined that an independent audit of the Shire’s WHS policies, practices and practices 
be undertaken. 

Shire Officers drafted a WHS Action Plan in response to the LGIS Assessment Report. 
The WHS Action Plan as at 23 February 2023 (Attachment 2) is a ‘live’ document used to 
capture the current tasks listing who is responsible, the timeframe and priority of each 
task. The WHS Action Plan is regularly updated to capture the dynamic nature of WHS 
and associated tasks. 

At the April 2022 Audit and Risk Committee meeting, the Committee noted the Shire’s 
Internal Audit Plan for the period 2022/23 to 2025/26 subject to an external occupational 
health and safety audit being undertaken to seek another opinion on the Shire’s work 
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health and safety practices. The intent of the audit was to gain an external opinion and to 
determine what gaps may exist in the WHS Action Plan and provide a road map of items 
to be undertaken by the Shire. 

STATUTORY / LEGAL IMPLICATIONS 

Work Health and Safety Act 2020 

Work Health and Safety (General) Regulations 2022 

POLICY IMPLICATIONS 

The Occupational Safety and Health Policy relates. 

A draft Work Health and Safety Policy (updated from the current Occupational Safety and 
Health Policy) is being presented to this Audit and Risk Committee meeting  (Item 8.2) for 
consideration. 

FINANCIAL IMPLICATIONS 

The Report recommends a significant one off investment in WHS (page 7). 

Noting the limited financial resources of the Shire, this is not considered viable. Staff are of 
the view while additional resources are required, the report’s recommendations can be 
achieved with the following: 

 The purchase of WHS software (estimated $50,000 implementation costs and 
$25,000 per annum thereafter for licensing and support); 

 An additional WHS Officer (est. $90,000 per annum); and 

 Funds for access to a consultant for specialist advice where required (approx. 
$25,000 for one or two years). 

STRATEGIC IMPLICATIONS 

Mundaring Strategic Community Plan 2020 - 2030 

Priority 4 - Governance 

Objective 4.4 – High standard of governance and accountability 

Strategy 4.4.3 – Risks are well managed 

SUSTAINABILITY IMPLICATIONS 

Governance  

 Commitment to providing a safe work environment 

 Deliver outcomes that are consistent with strategic goals and objectives of the Shire  

 Comply with relevant legislation and regulation  

 Adequately manage risk 

RISK IMPLICATIONS 

Risk: Compliance: The Shire does not adequately respond to WHS recommendations 
listed in the WHS Audit Final Report. 

Likelihood Consequence Rating 

Possible Moderate Moderate 

Action / Strategy 
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The recommendations listed in the WHS Audit Final Report are addressed in an 
appropriate action plan, which is resourced and implemented. 

 

Risk: People: The Shire’s management of WHS risks are inadequate causing risk to 
workers. 

Likelihood Consequence Rating 

Possible Major High 

Action / Strategy 

The Shire promotes an active WHS culture where risks are appropriately captured and 
addressed. 

EXTERNAL CONSULTATION 

Delivering Outcomes Pty Ltd was engaged to undertake an independent work health and 
safety audit following a public request for quotation process.  

COMMENT 

The aim of the WHS audit was to provide analysis of the Shire’s Work Health and Safety 
compliance following the introduction of the up-dated Work Health and Safety Act 2020 
and the Work Health and Safety (General) Regulations 2022, which came into effect in 
April 2022.  The audit also provided an avenue to gauge and identify key themes of the 
Shire’s current work health and safety culture. 

The WHS audit sought to address the following: 

 What does the Shire do well in relation to WHS? 

 Are there any areas of non-compliance with current legislation and any proposed 
legislation?  

 What can be done to meet legislative requirements and best practice standards? 

 Does the draft WHS Action Plan have any gaps that need to be addressed as a 
matter of priority? 

 Does the Shire demonstrate a strong WHS culture? 

Delivering Outcomes completed the audit in December 2022.  They undertook a desk top 
analysis, conducted site and field visits and attended onsite workshops, formally engaging 
with 83 of the Shire’s staff.  

The WHS Audit Final Report details areas where the Shire is performing well, areas where 
improvement is required to meet legislative obligations and examples of best practice. It 
provides a baseline of existing WHS practices, providing guidance on actions required to 
ensure the safety of workers and statutory compliance.   

A Safety Culture and Engagement Position Road Map is also included with 
recommendations for change that the Shire needs to make in order to move to leading 
practice. 

Finally, Delivering Outcomes Pty Ltd developed a Work Health and Safety Improvement 
Project Plan, detailing tasks, suggested timeframes and priority levels as a summary of 
work to be actioned going forward. This Plan has been reviewed and modified in 
conjunction with the WHS Action Plan which was developed following the LGIS Audit and 
will be known as the WHS Action Plan (Attachment 2) going forward. 
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The WHS Audit Final Report listed elements of the Shire’s positive WHS culture. This 
included: 

 Safety is appreciated in most locations and teams within the Shire. 

 Some good base steps have been taken, such as the WHS Committee in place, a 
WHS Advisor and WHS Representatives. 

 Some safety initiatives have been implemented well, across the Shire (such as 
manual handling & ergonomic initiatives). 

 There has been some good location-specific consultation around the Safe Work 
Method Statement (SWMS) within the Depot Operations. 

 There are some initiatives around record keeping on safety, but none of these are 
Shire-wide. 

 There is a recognition that a significant Project of work is required under WHS. 

The Report contains many recommendations that have been addressed in the WHS 
Action Plan. As a ‘living’ operational document, the WHS Action Plan will be regularly 
reviewed and suitably updated by the Work Health and Safety Committee and the CEO. 

 

VOTING REQUIREMENT 

Simple Majority  

COMMITTEE DECISION 
RECOMMENDATION ARC2.03.23 

Moved by Cr Jeans Seconded by Cr Zlatnik 

 
That the Committee notes the findings and recommendations in the Work Health and 
Safety Audit Report (Attachment 1) and the action items contained in the related Work 
Health and Safety Action Plan (Attachment 2). 

CARRIED 7/0 

For: Cr Daw, Mr Wilkinson, Mr Wittcomb, Cr McNeil, Cr Jeans, Cr Beale and Cr 
Zlatnik 

Against: Nil 

 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  10 

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Report  
for 

 

Shire of Mundaring 
 

 

 

 

 

 

Wo rk  Hea l th  & Safety  Aud i t  

S A F E T Y  
E X P E R T S  

1300 614 114 

info@deliveringoutcomes.com.au 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  11 

  

 
 

 

 

Version Control 

Document Control 

Delivering Outcomes Pty Ltd Document: WHS Audit Report 

Business Office 

38 Mattison Way 

Greenwood WA 6024 

P: 1300 614 114 

E: info@deliveringoutcomes.com.au 

 

Project Lead: Chris Morrison 

Document Author: Chris Morrison 

Date: 10/12/2022 

Synopsis: This document sets out Delivering Outcomes Audit Report 
for the Shire of Mundaring, and the separate Improvement 
Plan should be read to understand the activities and 
timeline. 

 
Version No. Date Sent to: Shared By: 

Version 1.2 10/12/2022 Shire of Mundaring Chris Morrison 

Version 2 11/12/2022 Shire of Mundaring Chris Morrison 

Version 3 07/02/2023 Shire of Mundaring Chris Morrison 

Version     

  
Cover Image: Delivering Outcomes Services Report 

 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  12 

  
Shire of Mundaring Final Report  

3 | P a g e  
 

Contents 
1. Executive Summary ............................................................................................................................... 5 

2. WHS Definitions .................................................................................................................................... 8 

3. Safety Culture ...................................................................................................................................... 10 

3.1. Safety Culture Themes ........................................................................................................................ 10 

3.2. Summary of the current WHS Safety Culture ..................................................................................... 14 

3.3. WHS Potential Benefits and Opportunities ........................................................................................ 15 

4. WHS Key Improvements ..................................................................................................................... 18 

4.1. Understanding a WHS Compliant System – What is it? ...................................................................... 18 

4.2. WHS Foundational Improvements ...................................................................................................... 18 

4.2.1. Governance ................................................................................................................................. 19 

4.2.2. Resourcing – Completed alongside Governance ........................................................................ 21 

4.2.3. Training Preparation ................................................................................................................... 23 

4.2.4. WHS Software ............................................................................................................................. 23 

4.2.5. WHS Consultation Understanding .............................................................................................. 24 

4.3. WHS Policies and Procedures Improvements ..................................................................................... 25 

i. WHS Document Approval & Roll Out Process ................................................................................ 26 

ii. WHS Document Governance .......................................................................................................... 27 

iii. Creating a WHS Management Policy or Procedure .................................................................... 27 

iv. Individual WHS Policies & Procedures ............................................................................................ 29 

WHS Strategic Policy ........................................................................................................................... 30 

Asbestos Management ....................................................................................................................... 33 

Asset Safety Management .................................................................................................................. 37 

Chemicals & Hazardous Substances ................................................................................................... 46 

Code of Conduct.................................................................................................................................. 52 

Competency Identification, Induction, Training and Evaluation ........................................................ 54 

Contractors – WHS Procurement, Contracts, Compliance and Monitoring ....................................... 58 

Emergency Management .................................................................................................................... 63 

Fit for Work ......................................................................................................................................... 67 

Hazard & Risk Management ............................................................................................................... 68 

Health & Well-Being ............................................................................................................................ 80 

Manual Handling ................................................................................................................................. 86 

Incident Reporting & Investigation .................................................................................................... 87 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  13 

  
Shire of Mundaring Final Report  

4 | P a g e  
 

PPE – Personal Protective Equipment ................................................................................................ 93 

Safe Use of Firearms ......................................................................................................................... 100 

Visitors .............................................................................................................................................. 101 

Volunteers ......................................................................................................................................... 104 

Working in Isolation .......................................................................................................................... 108 

WHS Governance & Audits ............................................................................................................... 111 

WHS Targets & Objectives ................................................................................................................ 116 

Appendix 1 – Contractors ......................................................................................................................... 120 

Appendix 2 – Procedures Matrix .............................................................................................................. 124 

Appendix 3 – High-Procedures Work Licences Examples ......................................................................... 125 

Appendix 4 – Hierarchy of Controls .......................................................................................................... 126 

Appendix 5 – Hazard Process Flow ........................................................................................................... 127 

Appendix 6 – Role Activities ...................................................................................................................... 128 

Appendix 7 – Overview of Contractor Management Required Activities................................................. 133 

Appendix 8 – Comparison to LGIS Improvement Plan Reference Numbers ............................................. 134 

 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  14 

  
Guidance on WHS (Management) Policies and Procedures 

5 | P a g e  
 

1. Executive Summary 

Introduction 

The Shire of Mundaring has been actively pursuing work health and safety compliance for some time with 
positive improvements. However, the old OHS Act 1996 was replaced with the WHS Act 2020 and the 
WHS (General) Regulations 2022, which became law on March 31st 2022.  

The Shire recognised the new WHS Legislation required a significant level of investment and a clear plan 
of activities to achieve compliance and mitigate the risks. As a result, they engaged Delivering Outcomes 
to conduct an extensive audit/gap analysis and to create a detailed project plan for achieving compliance. 
This is a more comprehensive audit than the LGIS Improvement Plan (see the comparison in Appendix 8) 
carried out before the new Legislation. 

The desired outcomes of this report are to supply the Shire with the following: 

• A current baseline of existing WHS activities versus compliance. 

• Guidance on all the requirements to be addressed. 

• A review of the Shire’s current safety culture. 

• A detailed WHS Improvement Project Plan with target dates prioritising activities. 

• A recommended approach to managing the journey towards compliance. 

• Resourcing required on WHS. 

WHS Baseline 

Currently, there have been some good 
achievements. However, these are sporadic and 
require a clear focus. The audit has identified a 
significant volume of work to achieve compliance 
that will need to be managed as a major project.  

The legislation requires the establishment of a 
particular structure of the WHS approach with 
procedures, processes, and tools. This is referred to 
within the legislation as the WHS System and can be 
seen within this picture. 

This approach is designed to achieve compliance by 
driving a business improvement approach, 
delivering increased productivity and efficiency with leading safety practice. 

WHS Culture and Processes 

Overall, the Shire has a workforce open to safety and several safety initiatives within specific locations 
that have been established. This demonstrates that the change management journey towards a compliant 
WHS Project will be well-received with the right approach. 
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The required safety culture and processes have not been rolled out, established, or fully enforced, and  
key areas which will need significant change, including a Shire-wide standardised approach, are:  

• Hazard and Risk Management, including Incident Reporting and Investigation. 

• Chemicals and Hazardous Substances - significant investment is required for compliant storage 

• Contractors – contractors are now regarded as workers, and legislative compliance requires 
significant changes to procurement and WHS contractor management. There is now a joint liability.  

• Asset Safety Management – a compliant asset safety program  

Seventeen major procedures must be designed and agreed upon, with competency-based training rolled 
out. This will take time and resources to implement and embed. 

The WHS project is expected to be a two-year journey, with 80% of the work in year one, with year two 
being monitoring, reinforcement, review, and culture. This should mitigate risk exposure mostly within 
year one. 

Key Benefits of WHS Compliance: 

The audit has identified a range of significant potential savings that can be realised along with achieving 
compliance, including: 

• Reduced Shire and staff exposure to liabilities and penalties  

• Fewer injuries will reduce Workers' Compensation premiums and wage costs.  

• Reduced building, plant, fleet and equipment damage and repair costs. 

• The required role-based competency training will upskill workers and provide greater efficiency, 
accountability, transparency, higher engagement, and lower turnover. 

• With more transparent WHS requirements, a Shire-wide system will create automation of 
standardised processes, contractor efficiency and visibility, and more economical contracts yielding 
better outcomes for the community. 

• Through an effective Hazard and Risk Management Procedure, the Shire can risk rate traffic 
management requirements and apply different deployment categories. This could lead to a 1-
million-dollar reduction in contractor cost per annum.  

WHS Governance 

The WHS Improvement Plan has a wide range of required work, and a formalised project delivery structure 
is recommended with clear management and resources implemented across the Shire. 

The audit has identified that the current WHS resources require training, coaching and guidance and 
recommends key resource investment required for WHS compliance.  

Currently, the WHS resources are: Additional WHS resources recommended: 

• HS Committee • An experienced WHS Project Director (1 year) to drive 
• WHS Advisor implementation, provide WHS Legislative and practical 
• WHS Project Officer (part-time) Knowledge, and train workers. 
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• HS Representatives (workers) • A Contractor Management, Procurement and Evaluation 
 Officer 

In summary 

1. There is a two-year journey, with year one being a significant Shire-wide WHS Project to develop 
compliance and year two monitoring and sustaining. 

2. The WHS Project requires a significant one-off investment. 

3. The operating cost reductions realised from the WHS Project will start during the project and 
continue after that year on year.  

** NB All points are taken from the WHS Act 2020 & WHS (General) Regulations 2022 & Worksafe Codes 
of Practice.  

***If a point has been added that is considered good practice, rather than legislation, the good practice 
point is labelled as such. 
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2. WHS Definitions 

WHS Key Definitions 

WHS Work Health and Safety 

The WHS System  
The end-to-end WHS Policies, Procedures (including the master forms, 
documents, plans, and registers) and approach make up a compliant WHS 
Project.  

WHS Software An IT system for storing, controlling, and using all WHS materials. 

WHS Improvement Plan A live plan of activities and actions under WHS. 

WHS Strategic Policy The overarching Policy defines the Shire's strategic commitment, objectives, 
and targets. 

WHS Management Policies 
The CEO can approve WHS Management Policies to set out the principles, 
obligations and commitments that guide WHS decision-making within the 
business.   

WHS Procedures 
WHS Procedures are the documented (how-to) processes that guide working 
practices in the Shire. They are written documents that include a process 
flow map and copies of any forms or registers used for each Procedure.  

PCBU A person controlling a business or undertaking having clearly defined 
accountabilities 

Workers Every employee, contractor, volunteer, and visitor.  

Personal Liability 
Any person in a business can be found liable (once trained) if they have not 
complied with the legislation and ensured safety for themselves and any 
workers they direct. 

Penalties A business can no longer insure against penalties nor pay penalties issued on 
individuals, so people will have to pay any penalties personally. 

Due Diligence The onus is on proof of compliance, and businesses will require physical 
evidence that every safety practice is being followed and completed. 

Transparency & Accountability 
A business’s safety system, training, compliance, documents, and proof of 
activities must be accessible, transparent, and accountable. (Apart from 
confidential items) 

Consultation & Knowledge 
A key part of WHS is that all Policies and Procedures require workers' 
consultation before the WHS Committee approves. This is a legislated 
requirement under the WHS (General) Regulations 2022.  

Governance 
A fully functioning WHS Management/ Improvement Plan, WHS Committee, 
WHS Representatives, regular progress reporting to Management, and a 
regular auditing Project. 
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Resourcing The legal requirement for any business is to resource WHS fully in all areas. 

Integration 
Compliance means directly integrating information and activities across 
multiple business areas, including Human Resources, Operations, 
Administration, Corporate Services, Management and Contractors. 

Actively Working 
Compliance means your WHS approach is active and working daily with every 
worker in your business. It cannot be a set of documents that are static and 
sitting on a shelf. 

WHS Strategic Policy The overarching Policy defines the Shire’s strategic commitment, objectives, 
and targets. 
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3. Safety Culture 

Introduction 

This audit and gap analysis examined the current WHS Safety Culture, the resulting key themes, and the 
required actions to build a successful WHS Safety Culture. 

Document analysis and discussions with employees across all key locations gathered current views and 
opinions on WHS and the challenges and obstacles employees face to understand how practical WHS is 
applied in their day-to-day work.  

Locations visited: 

1. Shire of Mundaring Administration Building 

2. Boya Community Library 

3. Brown Park Swan View Youth Centre 

4. Bruce Douglas Sports Pavilion 

5. Mundaring Arena Sports Complex 

6. Midvale Hub 

7. Bilgoman Aquatic Centre 

8. Operations Depot 

9. Lake leschenaultia 

10. Coppin Road Community Recycling Centre 

11. Mundaring Animal Pound 

12. Chidlow Volunteer’s Bush Fire Brigade  

13. Glen Forrest Volunteer’s Bush Fire Brigade 

3.1. Safety Culture Themes 
 
Safety Culture is defined as the following: 
 
• Safety Culture is a Shire Wide shared & demonstrated set of beliefs, norms, and practices 

documented and communicated through a common language.   
  

Throughout our analysis, we identified several key findings that impact the WHS safety culture. These 
have been summarised below under the following headings: 

• Key WHS Safety Culture Positives – the key positive points identified 

• Key WHS Culture Issues on People 
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• Key WHS Culture Issues on Safety 

• Key WHS Culture Issues on the Overall WHS System 

• Key WHS Culture Issues on Understanding the Benefits 

• Key WHS Culture Issues on Training 

 
Key WHS Safety Culture Positives 

• Safety is appreciated in most locations and teams within the Shire. 

• Some good base steps have been taken, such as the WHS Committee in place, a WHS Advisor and 
WHS Representatives. 

• Some safety initiatives have been implemented well, across the Shire (such as manual handling & 
ergonomic initiatives). 

• There has been some good location-specific consultation around the Safe Work Method Statement 
(SWMS) within the Depot Operations. 

• There are some initiatives around record keeping on safety, but none of these are Shire-wide. 

• There is a recognition that a significant Project of work is required under WHS. 

Key WHS Culture Issues on People 

• There is no single understanding of WHS, requirements or what is being done. 

• There is a growing fear of personal liability within the teams. 

• Employees feel overwhelmed with multiple and various processes and paperwork that creates 
confusion and inefficiency. 

• Stress levels are high around WHS, and it is confusing from an employee perspective. 

• WHS activity is mainly based on history, individual and department deployment, and various site-
based initiatives.  

• There is very limited two-way communication regarding issues and hazards, which results in a 
perception that they have disappeared and a lack of enthusiasm for reporting. 

• Fixing maintenance issues is a common frustration with a not commonly applied process or 
understanding of the reporting system, resulting in a varied application of solutions. 

• There is frustration about WHS and a common view that it is disorganised and comes out as 
directives rather than practical. 

• There is a limited understanding of WHS roles, responsibilities, and accountabilities at each level. 

Key WHS Culture Issues on Safety 

• Understanding and implementing common Hazard identification, Assessment, Risk Rating and 
Application of Control Measures are low and varied. 

• Personal Protective Equipment (PPE) is not applied evenly across the Shire, and there is a varied 
understanding of requirements. In addition, it is applied differently to different people. 
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• There is no clear understanding or application of Incident Reporting, Investigations including root 
cause analysis and controls. 

• Chemicals and Hazardous Substances understanding, and compliance are varied, and there is no 
single compliant approach or Procedure.  

• Emergency Management (internal) – Procedures and tools are applied differently across locations. 

• Contractors – the recently launched contractor management approach is still not fully compliant 
with WHS, and there is limited understanding of the joint and equal liability. 

• There is a limited understanding of the requirements regarding applying safety to volunteers. 

Key WHS Culture Issues on the Overall WHS Project 

• The WHS Project requires well-defined objectives and a well-planned delivery of the key components 
(to be treated as a major project of work). 

• There is no common WHS Vision and understanding of WHS Goals across the Shire. 

• There is limited structured consultation on WHS throughout the Shire, which is required under 
legislation. 

• There is limited understanding of the key safety roles, including the following: 

 The role of the Health and Safety Committee (HSC), its responsibilities, and the valuable 
contribution it can make. 

 The role of the internal WHS Advisor/Officer, their duties and responsibilities, and the value the 
role brings to leadership and staff. 

 The role of the Health and Safety Representative(s) (HSR), their duties and responsibilities, the 
key value they should bring and how they are the workers' representatives on safety.  

 The role of Directors, Managers, Coordinators and Supervisors and how they should be 
accountable and measured on the new WHS. 

• There is no evidence that HS Representatives are allocated the required paid time to carry out their 
duties as required under the new WHS legislation. 

 Time to attend HS Committee Meetings (apologies would suggest other work commitments get 
in the way of these meetings) – Attendance is required unless unwell or on holiday. 

 Time for required Worksafe WHS training five (5) day initial course, annual one (1) day update 
training. 

 Time to carry out incident investigations in line with the incident procedure. (This is ad-hoc, as it 
depends on when incidents occur). 

 Suitable paid time to carry out their required WHS duties in the Shire, including: 

 The site and Work location inspections. (Legislation is clear on the requirements 
to do this, and good practice for a similar organisation would say this is typically 
spread across the year, equating to one (1) full day a month). 

 Consultation with work groups on WHS, gathering worker inputs and capturing 
feedback points. Meeting with workgroup managers to discuss WHS, 
meeting/training with the central WHS Advisor, reviewing safe work practices 
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documents, updating WHS noticeboards, ad-hoc work task inspections, 
monitoring hazard reports and completing hazard investigations, coaching 
workers on WHS requirements. (Legislation is clear on the requirements to do 
this, and good practice for a similar organisation would say this is typically spread 
across the year, equating to one (1) full day a month). 

 It should be noted that this time includes travelling to a worksite location to 
observe WHS practices. 

 Remember, an HSR can carry out their duties in another area if they are covering for another 
HSR Representative. 

• There is no common set of tools, documents, or requirements on WHS that is understood and utilised 
by all workers. 

• There is no common set of tools, documents, or requirements on WHS that is understood and utilised 
by all workers. 

• WHS Documentation is not under a common single system which creates uncertainty, varied 
versions of solutions and employees being confused and inefficient. 

• There is no access or transparency for all employees to WHS documents.  

• Consultation happens at times; however, it is inconsistent. It should be noted that when consultation 
has been done, the process has been engaged by the users and has had positive outcomes – for 
example, the Safe Work Method Statements (SWMS) process. 

• There are no clear WHS-compliant notice boards, resulting in staff being unsure of what information 
they should be across and what is happening. 

• There is limited transparency and accountability for safety at all levels, including: 

 A common set of targets and objectives. 

 An active, accountable, and transparent demonstration and enforcement of WHS targets and 
objectives (WHS Targets and Objectives need to be embedded in every role). 

• There is limited understanding regarding applying safety to volunteers. 

• There is no single Shire-wide approach to Safety. 

• There is no single approach to Change Management used for deploying WHS initiatives. 

• No clear WHS Policies and Procedures define what needs to be done and when. 

• There is no WHS Software that allows for a common storage platform, accessible to all, that can be 
used for Shire-wide tracking, tools, and registers. 

• Overall, resourcing of the WHS Project has sufficient roles in place but would benefit from an 
experienced senior leader who can manage the Project, support the HS Committee Chair, coach the 
WHS Advisor and HS Representatives and oversee communication and consultation across the Shire. 

Key WHS Culture Issues on Understanding the Benefits 

• There is a limited understanding of the benefits of a thriving WHS Culture that can reduce costs, 
increase productivity, and protect workers. 
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• Certain solutions to safety have been deployed that have been established without a compliant 
Procedures assessment. These have resulted in solutions being deployed that may present 
opportunities for significant savings. (An example may be the full Traffic Management Solution 
deployment in every instance, where a Procedures assessment approach may provide variations that 
deliver practical cost savings). 

• There are no perceived benefits or practical use for HS Representatives due to a lack of 
communication and understanding of the role. 

Key WHS Culture Issues on Training 

• There is limited WHS competency-based training across the Shire. 

• There is no compliant WHS Induction for workers. 

 

3.2. Summary of the current WHS Safety Culture 
 

Overall, the Shire has a workforce open to safety and several safety initiatives within specific locations 
that have been established. This demonstrates that the change management journey towards a compliant 
WHS Project will be well received with the right approach, should it be deployed efficiently and planned. 

• Key WHS Culture Issues on People 
 

 The findings can be summarised as a requirement for a well-planned and deployed 
communication approach to alleviate stress and provide clarity to all workers. 

 
• Key WHS Culture Issues on Safety 

 

 The findings can be summarised as the requirement for a Shire-wide standard approach 
deployed to all workers, with clear guidance and then actively coached, monitored and enforced 
by all the leadership teams.  

 Key areas included are: 

 The Hazard identification, Assessment, Procedures Rating and Application of Control 
Measures Policy and Procedure needs to be developed and implemented as there is no 
common approach or understanding. This will be a significant change for the Shire workers. 

 Incident Reporting, Investigations including root cause analysis, and controls Policy and 
Procedure needs to be developed and implemented as there is no common approach or 
understanding. This will be a significant change for the Shire workers. 

 Chemicals and Hazardous Substances are not currently compliant, and the Policy and 
Procedure needs to be developed and implemented. This will require investment in 
compliant storage cabinets along with time and effort. 

 Emergency Management (internal) – Procedures and tools are applied differently across 
locations, and a common Policy and Procedure needs to be developed and applied. (This 
does not include community Emergency Management). 
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 Contractors – contractors are now regarded as workers, and the full legislative compliance 
requires significant changes to procurement, contracts, and contractor inductions on WHS 
to be the same as employees, shared and joint responsibility on WHS liability. The Shire 
should note that this is a very significant work; an overview is shown in Appendix 7. 

 The recently launched contractor management approach is still not fully compliant with 
WHS, and there is a limited understanding of joint and equal liability. 

• Key WHS Culture Issues on the Overall WHS Project 

 The findings demonstrate the need for an integrated Project approach for WHS where key roles 
have been trained on their roles and responsibilities, the Policies and Procedures are well 
thought out, consultation with workers is integrated, and a planned deployment that involves 
firm project governance, leadership, and training for all key roles. 

 All WHS Policies and Procedures must be created in a compliant format and deployed correctly. 

 There needs to be clarification on the various roles, including what a WHS Representative does, 
the benefits of being one and how it improves overall workers' input to WHS. 

 A WHS software that can digitise the Shire’s desired Procedures, alerts, and tracking needs to be 
purchased. 

 WHS resourcing needs an experienced senior leader who can dedicate the time to manage the 
Project, support the WHS Committee Chair, and coach the WHS Advisor and WHS 
Representatives while running WHS communication and consultation across the Shire. 

• Key WHS Culture Issues on Understanding the Benefits 

 The benefits of a compliant WHS approach are varied, and properly applying a planned 
Procedures assessment approach and communication will demonstrate practical benefits.  

 There needs to be a standardised and compliant WHS Induction for all workers. 

• Key WHS Culture Issues on Training 

 WHS competency-based training requires a standardised approach and record-keeping across 
the Shire to ensure all workers are competent in the relevant role. 

3.3. WHS Potential Benefits and Opportunities 

Introduction 

An effective WHS system is a legislative compliance requirement. However, it also delivers benefits in 
areas across the Shire through efficiencies, asset life longevity, Procedures reduction and employee 
benefits.  

The Benefits of an effective WHS Project include the following: 
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Key Issue Benefits Typically Achieved 

An integrated and planned WHS 
Project delivered through 
effective project management. 

Legislative compliance.  
 
Reduced Shire and staff exposure to liabilities and penalties. 
Effective WHS deployment creates tools and skills that can be used on 
other projects, increasing general efficiencies and value for money. 

Monitored and reported 
compliance by workers through 
WHS tools and clear roles and 
responsibilities for Directors, 
Managers, Coordinators and 
Supervisors.  

Increased safety, fewer injuries, reduced costs. 

Clearly defined Policies and 
Procedures 

Increased safety, less confusion for workers, easy-to-follow 
requirements, multiple cross-checks on compliance and defined 
activities for all roles. 

Competency-based training 

Upskilling of workers, greater efficiency, fewer incidents. 
Higher productivity through clear tasks and processes, more 
accountability and transparency lead to higher engagement and buy-in 
from workers and lower staff turnover. 

Fewer Incidents and Injury 

Reduction in salary and wage costs around lost time injuries produces 
cost savings such as: 
 

 The injured worker has to be replaced with a higher-cost temporary 
worker, and recruitment may be required, more training is required 
for replacements, and experience is lost. It needs to be replaced, and 
overtime is required to cover increased absenteeism costs. 
 

 Less building, plant, fleet, and equipment damage. 

Reduce Worker Compensation 
Claims 

An active full WHS approach reduces incidents, and reduced Workers' 
Compensation Claims lead to fewer costs.  

Contractors 
Greater efficiency, fewer incidents that add to the cost of the contract 
to the Shire, more efficient delivery, and better project outcomes for 
the community. 

Potential for Shire significant 
savings. 

Effective WHS Hazard and Procedures Management processes applied 
across the Shire will lead to efficiencies and potentially significant cost 
savings. 
An example of this may be applying risk management across external 
traffic management and varied solutions depending on the risk on a 
particular road. 
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Key Issue Benefits Typically Achieved 

Additional potential benefits 

Reduction in cost of external service providers with more tasks done 
efficiently with Shire resources. 
 
Shire wide WHS compliant tender procurement for goods and services 
– reduced tendering,  
 
Single solutions tendered across the Shire may lead to larger volumes, 
lowering the unit cost.  
 
Less property and plant damage leads to lower repair costs. 
 
Increased Asset Lifecycles.  
 
Reduce or eliminate currently hidden costs accruing with unknown 
potentially large Workers Comp claims – examples include- hearing 
loss, skin cancer, and psychosocial. 

WHS Software 

A quality WHS software system enables quality control, accessibility, 
transparency, live reports and statistics, and automation.  
 
If no WHS Software is in place, then administration accounts for an 
additional requirement of 1-1.5 FTE workers. 
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4. WHS Key Improvements 

Suggested WHS Improvements at the Shire are split into four main categories as follows: 

• Understanding a WHS Compliant System. 

• Foundation Improvements are about setting up for the success of organising, planning, managing, 
and deploying WHS within the Shire. 

• Policy and Procedures – These are the Management Policies and Procedures that layout how each 
specific component should be created, deployed, and activated. This includes base training of all 
roles on each element. 

• Implementing specific plans and following up with monitoring and review (this is the longest stage 
to get it all working correctly). This section is covered within the separate Implementation Plan. 

4.1. Understanding a WHS Compliant System – What is it? 

Understanding a WHS System (the structure of WHS). 

A compliant WHS System contains the following main document layers:  

• WHS Strategic Policy - The overarching Policy 
defines the Shire’s strategic commitment, 
objectives, and targets. Approved by the main 
governing body (Council) and physically signed by 
the CEO. 

• WHS Management Policies - The WHS 
Management Policies set out the principles, 
obligations and commitments that guide WHS 
decision-making within the business—usually 
agreed upon by the WHS committee on behalf of 
the CEO. 

• WHS Procedures are the documented (how-to) processes that guide working practices in the Shire. 
They contain masters of all forms, registers, tools etc. 

 WHS Procedures, Processes and Guides sit as part of Procedures. 

 These can be complex as each step, cross-checking, and the various levels of oversight must be 
clear to prevent the human nature of comfort and repetitive tasks from leading to people 
becoming complacent. 

4.2. WHS Foundational Improvements 

This section covers the overall governance and setting up the WHS project for success.  
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4.2.1. Governance  

Overall governance of a WHS Improvement Plan is the foundation of success and the ongoing controls of 
WHS in the Shire. This needs to put in place the following: 

• Create a common strategy (overview of the WHS project) that becomes the commonly understood 
overview and the common strategy and vision. 

• The WHS Improvements are treated as one work Project; as such, all-project management principles 
apply, including resourcing and financial budgets. 

• The WHS project governance structure explains the roles and responsibilities for each level that, 
including: 

 WHS Committee Chair 
 The Chair’s roles and responsibilities (on behalf of the CEO) 
 How the Chair reports to the CEO and ensures reports flow from the WHS Committee to 

Council via the Audit Committee quarterly. 
 WHS Committee 

 Purpose, how a typical meeting works, examples of issues dealt with. 
 Responsibilities 

 Operating strategically. 
 How membership is made up. 
 WHS Representatives represent their work group. 
 Management Representatives are the representation of all management. 
 All members are the conduit for communication and consultation with their work group. 
 How 50% of the members must be worker nominated (Good practice is they are WHS 

Representatives). 
 How the role is critical in driving ‘Safety’ success, increasing productivity, reducing 

exposure to injuries, and reducing costs associated with these.  

 WHS Committee Members are required to be Health and Safety Champions throughout the 
Shire. 

 How there are ancillary members (support staff & none voting members) – currently 2 (WHS 
Project Officer & PA). 

 WHS Committee members' names and contact details will be displayed on all WHS noticeboards. 

• How the WHS Committee will continually review reports on WHS Activities and act as the overall 
quality control and investigators on the WHS implementation. 

• Assign WHS Responsibilities, accountabilities, and authorities for roles within the Shire, 
communicate at all levels within the organization and document. 

 How the Leadership Team within the Shire become Safety Advocates – actively and visibly 
‘walking the walk’. 

 The WHS Advisor's role is to monitor all WHS reports and activity and prepare information for 
the WHS Committee. 
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 The role of WHS Representatives (HSRs) and how they are elected/sourced, including all 
requirements, attracting and retaining effective HSRs – how the position benefits workers who 
come forward. 

 Allocate sufficient paid time to HSRs to complete their role. 

 Time to attend HS Committee Meetings (apologies would suggest other work 
commitments get in the way of these meetings) – Attendance is required unless 
unwell or on holiday. 

 Time for required Worksafe WHS training five (5) day initial course, annual one 
(1) day update training. 

 Time to carry out incident investigations in line with the incident procedure. (This 
is ad-hoc, as it depends on when incidents occur). 

 Suitable paid time to carry out their required WHS duties in the Shire, including: 

• The site and Work location inspections. (Legislation is clear on the 
requirements to do this, and good practice for a similar organisation 
would say this is typically spread across the year, equating to one (1) full 
day a month). 

• Consultation with work groups on WHS, gathering worker inputs and 
capturing feedback points. Meeting with workgroup managers to discuss 
WHS, meeting/training with the central WHS Advisor, reviewing safe 
work practices documents, updating WHS noticeboards, ad-hoc work 
task inspections, monitoring hazard reports and completing hazard 
investigations, coaching workers on WHS requirements. (Legislation is 
clear on the requirements to do this, and good practice for a similar 
organisation would say this is typically spread across the year, equating 
to one (1) full day a month). 

• It should be noted that this time includes travelling to a worksite location 
to observe WHS practices. 

 Remember, an HSR can carry out their duties in another area if they are covering 
for another HSR Representative. 

• There is no common set of tools, documents, or requirements on WHS that is understood and utilised 
by all workers. 

• Creating and managing a complete end-to-end project plan of the WHS Project (a detailed 
Improvement Plan).  

 It is recommended the Shire establish the WHS Improvement as a set project with sufficient 
investment and resources.  

• WHS requires significant communication, and a comprehensive Communications Plan should be 
created as part of the overall Governance to alleviate stress, encourage worker participation, and 
provide clarity.  

 Include key messages to all workers about the WHS direction and project. 

 Such as the CEO communicating Shire-wide the priority of WHS and the expectations of all 
workers (to all levels). The weight of importance for everyone. 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  30 

  
Guidance on WHS (Management) Policies and Procedures 

21 | P a g e  
 

 Diversity and inclusion - The Shire should consider diversity aspects (e.g., gender, language, 
culture, literacy, disability, etc.) when considering its communication methods. It is important to 
keep the complexity of documents at the minimum level possible to ensure effectiveness, 
efficiency, and simplicity. 

 A key component is the required WHS Noticeboards at each location (maintained by WHS 
Representatives). The layout of these should include a heading or title that identifies the WHS 
noticeboard, i.e., ‘WHS Noticeboard’, yellow and white stripes around the side of the board, 
subheadings denoting the relevant areas of the noticeboard such as contacts, emergency 
procedures, and minutes. 

 Contents of WHS Noticeboards should include the following: 

 How WHS Noticeboards will be created within a prominent area within each Shire location 
and include the minimum requirements such as: 

 WHS Strategic Policy with CEO Signature. 

 How to report a hazard. 

 How to report an Incident. 

 Contact details of Fire Wardens, First Aid officers, WHS Representatives (HSRs), and WHS 
Committee members. 

 Emergency response information includes the building emergency plan, AED location, and 
emergency assembly point. 

 Latest WHS Committee meeting minutes. 

 Safety alerts relevant to the local area (if any) 

 WHS legislative updates (if any). 

 Any other WHS information related to the location. 

• Governance establishment is estimated to take 8 weeks for all the above to be in place. 

4.2.2. Resourcing – Completed alongside Governance 

Alongside the time allocated for Governance, the Shire needs to establish suitable resourcing to 
accommodate all aspects of this complex and interconnected WHS Improvement Project. It is 
recommended the Shire adopts the following resources while ensuring all roles are well-trained and 
supported. 
 

WHS Resource Is it in 
Place? Person Notes / Requirements 

WHS Committee 
Chair Yes Garry Bird Training and support are required to understand 

the role. 

WHS Committee 
Management 
Representatives 

Yes Various Training and support are required to understand 
the role. 
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WHS 
Representatives Yes Currently 7 Reps Training and support are required to understand 

the role. 

Project 
Leadership & 
Delivery 

   

WHS Project 
Senior Leadership, 
Project Director & 
Coach 

No Not in place 

This role is the senior leader who manages and 
directs the WHS Project, ensures it stays on 
track, delivers in-house training, and ensures all 
suggested documents are compliant and 
practical. They are the main driver of the 
change. 
At a minimum, they need in-depth experience 
implementing the new WHS legislation (rather 
than the old OHS legislation) and have current 
qualifications in WHS (obtained no earlier than 
2022). 

WHS Advisor/ 
Officer Yes Amanda Gradisen 

Training and support are required to understand 
the role. 
In addition, invest in official WHS training 
(during next year). 

WHS Project 
Admin (Part/Time) Yes Monica Thomas Training and support are required to understand 

the role. 

Other Shire 
Resources 

Is it in 
Place? Person Notes / Requirements 

A Contractor & 
Procurement 
dedicated 
resource 

No Not in place 

The changes to WHS Legislation mean 
contractors are now defined as workers, and the 
Shire is jointly liable for contractors' WHS 
Compliance. 
This means there is a whole end-to-end process 
and management of contractors needed that 
stems from procurement through to monitoring 
their compliance during any work carried out. 
These extensive changes require much more 
time and attention to preparing for and 
managing Contractors (see Contractor’s Policy & 
Procedure in section 4.3). 
Ideally, this raises the requirement for a person 
to manage all procurement and contractors. 
This person is to have a good understanding of 
the WHS Legislation and requirements. 
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4.2.3. Training Preparation  

Alongside the time allocated for Governance, the Shire needs to establish a competency-based approach 
to all role-specific training that will require WHS to closely align with People & Culture.  

• This must include all aspects of information access, transparency, and accessibility (as laid out in the 
relevant Policy & Procedure). 

• WHS competency-based training requires a standardised approach and record-keeping across the 
Shire to ensure all workers are competent in their relevant roles. 

• This requires role/position descriptions to clearly define responsibilities for WHS and the WHS 
Targets and Objectives. 

• Creating a standardised and compliant WHS induction for all workers. 

• Creating a competency-based training plan.  

• Train all staff to enforce the existing maintenance request reporting system. 

4.2.4. WHS Software  

Alongside the time allocated for Governance, the Shire needs to acknowledge that the level of record-
keeping accuracy and historical data within WHS means that we recommend WHS Software is purchased 
as soon as possible to facilitate the Project. (The alternative would be at least another 1.5 FTE of admin 
staff to manage the volume of data and paper). 

This software should allow the Shire to digitise its required forms and tools for WHS and not take on an 
existing set of tools with which the Shire must align. This will mean the Shire will have the best solution 
for local needs. 

• This will facilitate the legislated requirements on accessibility and transparency of WHS documents, 
processes, and training records. 

 All HS documents, including (but not limited to) training records (licenses, certificates, and 
internal training records), Policies, Procedures, improvement plans, action plans, SDS records, 
SWMS, SWPs, and JSA, must be accessible and transparent for all workers to access. 

• Outcomes and corrective actions stemming from hazards raised or incidents should be 
communicated consistently and timely across all areas. 

• The Shire should look to automate all WHS Procedures, Processes, Workflow, and Tools to an 
appropriate level (those with electronic access) along with paper versions for any worker who cannot 
utilise technology. (The back-up should maintain records and manual access should the the internet 
go down). 
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4.2.5. WHS Consultation Understanding 

Consultation on all WHS Policies and Procedures is now a legislated requirement, and this section explains 
the meaning of consultation under WHS. 

• It is a two-way process involving the business and workers communicating, engaging, and 
cooperating regarding WHS issues, suggestions, practices, and changes.   

• Effective consultation draws on the workers' technical expertise and operational knowledge and 
encourages those persons to promote improvements in WHS practices.  

• Worker consultation leads to identifying unknown hazards, improving control measures, and 
increasing productivity, resulting in high compliance with safe work systems and procedures. 

• Consultation should be initiated before any workplace initiatives or changes that may affect the 
health & safety of workers. This may include, but is not limited to, the following:  

 Identifying hazards, assessing Procedures, and considering appropriate Procedures control 
measures. 

 Developing safe working Policies, Procedures, Processes, and Safety Tools such as 
SWMS/JSAs/SWPs/SMP. 

 Workplace change – such as new plant or equipment.  

 Resolving work safety and health issues. 

 Electing WHS Representatives and forming a WHS Committee.  

• How - Remember that effective consultation is a two-way process which includes engagement, 
consideration, and feedback to the workers. The following mechanisms can be effective: 

 Toolbox safety meeting.  

 Pre-start meetings. 

 Involving workers in hazard identification, Procedures assessment and Procedures control 
process.  

 Having workers participate in workplace safety inspections.  

 If workers are represented by a health and safety representative, then the consultation process 
must involve that representative. 

 Health and Safety Representatives should regularly ask for suggestions and issues.   

• Effective Consultation Keys - The following may be employed to enhance cooperation and effective 
consultation with employees:  

 Hazards and Incidents reported by workers must be investigated within a reasonable time frame. 
When considering changes, workers’ suggestions and ideas must be obtained as early as 
possible. 

 Workers must feel their concerns and ideas have been duly considered and acted on and receive 
timely feedback. 
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 The final decision must consider WHS legislation, compliance, and duty of care.  

 Workers must be thanked for their input through consultation and for their commitment to work 
safely. Acknowledging people who work safely will result in the behaviour being repeated.  

 All meetings have a WHS section where WHS matters are discussed and communicated.  

 Toolbox meetings are used to consult and communicate on WHS items, refresher training, 
reinforcing Procedures controls (e.g., SWPs and PPE) and change matters.  

 WHS Committee members are to complete update briefings on all WHS Committee meetings 
(including progress on action/ decisions) within five (5) business days of a meeting – with all 
workers. 

4.3. WHS Policies and Procedures Improvements  

Introduction 

These Management Policies and Procedures 
outline how each specific component should be 
created, deployed, and activated. This includes 
(within the accompanying Implementation Plan) 
base training of all roles on each element. 

This document should be viewed as guidance, 
not as a definitive set of individual rules and 
detailed documents. 

 

 

It covers the following areas of Work Health & Safety (WHS) 

• WHS Governance - How are WHS Policies and Procedures approved and rolled out? 

• Notes on developing WHS Policies and Procedures. 
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i. WHS Document Approval & Roll Out Process 
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ii. WHS Document Governance  

1. Draft documents prepared by the WHS Advisor, with space for the Chair of the WHS Committee and 
WHS Advisor to sign and date (when approved). 

2. WHS Advisor cross-checks drafts with the WHS Committee Chair or equivalent - 1 person (not 
required but good practice). 

3. Share drafts via WHS Committee Members (do not have to be at a WHS Committee meeting, as you 
can share them directly by email). It should go to all WHS Committee members. 

4. WHS Committee Members are asked to share drafts with their Managers, Supervisor and via a 
toolbox or team meeting of Workers (evidence of this sharing, who was consulted, plus any 
feedback/ suggestions are emailed back to the WHS Advisor). This consultation evidence is stored. 

5. WHS Advisor reviews any suggestions and then puts the document plus feedback as papers for the 
next WHS Committee meeting, with any suggested changes to be agreed upon or discarded. 

6. At the WHS Committee meeting  

a. The documents are finalised. 
b. They then vote to accept or not (voted on as long as at least 50% of current WHS Reps are at 

the meeting and two Management Reps).  
c. The Chair and WHS Advisor sign the approved document.  
d. The Chair may ask for a budget or resource paper to be prepared for implementation. 
e. It may need to go to Audit Committee or Council, but that is after this process.  
f. There is now an approved WHS document. 

7. The WHS Advisor finalises with WHS Committee Chair the implementation plan for the new 
document. (How will people learn about it, be trained, and sign off as competent?) 

8. WHS Reps are then required to place a copy of the WHS Committee minutes, actions, and copies of 
approved (by WHS Committee) Policies and Procedures on all WHS Noticeboards (at least one WHS 
Noticeboard per location).  

iii. Creating a WHS Management Policy or Procedure 

WHS (Management) Policy  

There is not necessarily a WHS (Management) Policy for each WHS Procedure). 

1. A short 1–2-page document. 

2. Lists the high-level scope and objectives. 

3. Objectives must be measurable 

a. They should be able to be rolled up and connected to a strategic theme from the WHS Strategic 
Policy.  

4. Lays out high-level roles and responsibilities. 

5. Has space for WHS Committee Chair and WHS Advisor to sign off. 
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6. WHS Committee Chair is to communicate any WHS Policy to the CEO during consultation. 

WHS Procedure  

1. There is not necessarily a WHS Procedure for each WHS (Management) Policy.  

2. First, develop a high-level process flow to explain what the Procedure will show: 

a. What are the main steps in the Procedure? 

b. On a subject, the WHS Advisor may gather a small group to help discuss and list the steps. 

c. This helps work out the 'workflow.' 

3. List what will be reported on – develop the management reporting on the key metrics.  

a. This helps create what is required in tools and registers. 

4. Roles and responsibilities articulate who is responsible for ensuring each step is done. 

5. List objectives and targets that will be added to relevant role descriptions. 

6. Reporting: 

a. Contains examples of any tools to be used. 

b. Contains examples of the compulsory master reporting forms that all staff will be required to 
use. 

c. Contains the example of any summary register. 

7. Anyone can raise a request to change a Procedure and add/alter numerical targets by raising a 
request via WHS Reps for the next scheduled WHS Committee.  The WHS Committee will then 
consider these. 

8. Shows key steps of the implementation plan (no dates) - step 1 will be, etc. 
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iv. Individual WHS Policies & Procedures 
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WHS Strategic Policy 

 
WHS Strategic Policy  

A single Master WHS Strategic Policy that has 
been reviewed within the last 12 months and 
meets all WHS requirements. 
This is the only WHS Council-endorsed policy. 

 

 

 

Source: Occupational Safety and Health – OSH 01 

Policy Analysis  

The current OHS Policy is not compliant with the WHS Act 2020 & WHS (General) 
Regulations 2022 in several ways. It should be transformed into a compliant version 
quickly, as the WHS Policy is the overarching guide to WHS and a key part of a compliant 
WHS System. This is the only WHS Policy that requires Council endorsement. 

Procedure Analysis 

There is no overarching Procedure 

Onsite Notes 

Onsite visits identified no common overarching understanding of the WHS Strategic 
Policy that is understood by all. This would commonly be achieved through a WHS 
Induction (contained within the Competency Identification, Induction, training, and 
evaluation Policy & Procedure). 

Action Required 

Create a WHS Strategic Policy as described below.  

WHS 
Strategic 
Policy 

Policy 
Required 

Procedure 
Required Description 

WHS 
Strategic 
Policy 

☑ N/A Policy 

The review of the Shire’s overarching WHS Policy has identified the following key 
improvements. 

 OHS Policy to be renamed WHS Policy as per WHS Regulations 31st March 2022. (This is a 
key change for all safety documents and activities to WHS). 

 Legislation that needs to be referenced within the WHS approach and referenced in the 
WHS Strategic Policy includes: 

 WHS Act 2020 (www.legislation .wa.gov.au) 
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 WHS (General) Regulations 2022 (www.legislation .wa.gov.au) 

 Emergency Act 2005/ Regulations 2006 (www.legislation .wa.gov.au) 

 Dangerous Goods Act 2004/ Regulations 2007 (www.legislation .wa.gov.au) 

 Workers’ Compensation and Injury Management Act 1981(www.legislation .wa.gov.au) 

 Have a physical sign-off space (for the CEO) on behalf of the Council. 

 The WHS Policy must be displayed with a sign-off signature on WHS Noticeboards and 
within the Shire Website. 

 The commitment is that all WHS Documents (WHS Strategic Policy, Management Policies 
and Procedures will be reviewed annually by the WHS Committee. 

 The commitment that all documents within the WHS System (apart from the WHS Strategic 
Policy) will include consultation with workers – before finalising and implementation. 

 The commitment key roles have the following responsibilities. (This should articulate (at a 
summary level) roles such as Senior leadership (CEO & Directors), Managers, Supervisors, 
WHS Advisor, and HS Committee, HS Representatives). 

 The commitment is that the Shire will monitor and track WHS legislation updates via the 
WHS Advisor. 

 The commitment is that all WHS documents will recognise diversity and disability. 

 The commitment is that the HS Committee will regularly report WHS progress to the 
Council. 

 Commitment to the high-level objective statements (shown under the Targets and 
Objectives documents). This is to let everyone see the key areas WHS will target. 

 Notes for understanding – not for inclusion in the WHS Strategic Policy 

 Example Consultation approach 

. Create the draft WHS Policy or WHS Procedure (including any forms to be used) 
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. HS Committee Management Representatives take the draft to Management for comment, 
additions, and suggested changes, with points sent back to the WHS Advisor along with a 
note of those consulted. 

. HS Committee Safety Representatives should take the draft to their respective teams for 
comment, additions, and suggested changes, with points sent back to the WHS Advisor 
along with a note of those consulted. 

. WHS Advisor captures all updates/suggestions and presents them to the next HS 
Committee for discussion and finalisation. 

. WHS Advisor finalises the agreed Policy or Procedure, creates a master of comments and 
who was consulted for the records.  

. WHS Advisor prepares an implementation plan to educate all workers and plan the 
training/competency sign-off. (This will need to be agreed upon by relevant stakeholders). 

. WHS Advisor arranges training on the new WHS Policy or WHS Procedure (including forms) 
where all attendees sign off on their understanding and willingness to fully comply with the 
WHS Policy or WHS Procedure (including forms). This physical sign-off record of names, 
signatures and dates is stored under WHS records. 

 The HS Committee should regularly report strategic objectives and targets to the Council / 
Audit Committee (at least annually). 

Procedure 

 There is no required Procedure for the overarching WHS Policy 
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Asbestos Management 

 
Asbestos Management Policy  

A defined WHS Management Policy on 
Asbestos. 

Asbestos Management Procedure  

Where communications such as letters or 
forms are used, there should be a 
standardised agreed template with evidence 
gathered of distribution and to whom. 

Procedure to clearly define all responsibilities 
by role. 

Ensure linkage to track and inform 
contractors of any site asbestos issues. 

The Procedure should link to WHS and the 
Procedures hierarchy required in WHS 
Legislation. 

Internal communications and updates to 
teams on Asbestos should be evidence-based 
and recorded. 

 

 

 

 

Source: Asbestos Management Procedure - OSH-24. 

Policy Analysis  

There was no supplied WHS Asbestos Management Policy. 

Procedure Analysis 

This is overdue for review (due August 2022). 

The Procedure needs to be updated to change OHS references and OHS Legislation to WHS 
equivalent. 

The external reference link to SafeWork Australia is outdated and not working. 

The OHS references and OHS Legislation are not WHS equivalents. 

Lessees and Regular Users.  

 There is no template example of the letter that is to be used to advise regarding asbestos. 

 There is no clear role responsibility for who sends the asbestos advisory letter. 

 No register exists that contains a record of who has been advised regarding asbestos and 
when. 

Contractors Section 

 There is no clarity on how the Building Asset Team will be aware of all contractors working 
on or near a location with asbestos or how they will ensure the contractors receive and 
acknowledge the asbestos register. 

ACM Control Measures, Removal and Disposal Section 

 This section does not reference WHS Hazard and Procedures and does not include a WHS 
image of the Hierarchy of Controls. 

Break-ins of Facilities Containing Asbestos Section 

 This section does not include how the Rangers are regularly updated on the Asbestos 
Register, so they are aware of locations with asbestos. 

Onsite Notes 
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The onsite discussions suggested that the Asbestos Policy and the Procedure are unclear 
and not communicated well across all teams to ensure worker safety. Discussions 
identified the limited understanding of accessing the information on Asbestos within 
different teams – such as Rangers, Infrastructure and other teams who go out into the 
field. 

Action Required 

Create an Asbestos Policy as described below and an updated Procedure for WHS 
compliance.  

WHS Asbestos Policy 
Required 

Procedure 
Required Description 

Asbestos ☑ ☑ Policy 

A WHS Management Policy on Asbestos needs to be developed and contain the 
overarching commitments and objectives, including: 

• The commitment that the Policy and Procedure cover all asbestos within Shire 
buildings and on Shire land. 

• Commitment to maintaining a central and accessible Asbestos Register within the 
Shire. 

• Commitment to making the register accessible to all internal and external parties who 
may need access.  

• Commitment to maintaining compliance with relevant legislation, codes of practice 
and guidance material. 

• Commitment to organising and delivering relevant asbestos awareness competency-
based training internally on asbestos. Ensure that all internal staff who may 
encounter known buildings or land contaminated by Asbestos will have advance 
notice and be aware of the asbestos. 

• Commitment to only use licensed contractors when dealing with asbestos treatment. 

• The commitment is that all (the how-to) will be developed through consultation with 
workers before implementation. 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  44 

  
 WHS Guidance to Create Management Policies and Procedures 

35 | P a g e  
 

• The commitment is that this Policy will be reviewed annually by the WHS Committee. 

Procedure 

The Procedure covers the following: 

• A defined Scope that matches the Policy and references the Policy. 

Contents: 

• References to all relevant legislation. 

• How will a central Asbestos Register (that covers buildings and Shire land) be created, 
maintained, and reviewed)? 

• How the Asbestos Register is made accessible internally and to external parties (such 
as Shire staff in Buildings, Infrastructure, Rangers, and Environmental Health plus 
external lessees and regular users)? 

• How is the Asbestos Register made accessible to those dealing with any break-ins at 
facilities? 

• How the Shire tracks any communications to any external groups on Asbestos that 
may be at the facility they use, along with how the evidence of this being sent and 
received is gathered and maintained? 

• How contractors working on or near a location with asbestos will be informed and 
how they will ensure they receive and acknowledge the asbestos register. (This may 
include connecting with overall WHS Contractor Management)? 

• How are workers to investigate and handle suspected asbestos in a building or on 
Shire land? 

• How specialist Asbestos Investigators or removal services are to be engaged? 

• How asbestos communication to internal and external parties will occur. (Attach 
examples of all letters or template emails for dealing with Asbestos and 
communicating with groups)? 

• How will an Asbestos Register be maintained centrally, and what will it look like 
(attach an example of the blank one)? 
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• How will the ACM Control Measures, Removal and Disposal work (inc. referencing 
WHS Hazard and Procedures and the WHS image of the Hierarchy of Controls)? 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• Define key responsibilities, including who does what and when (by Role): 

 As a minimum: 

 WHS Committee. 

 WHS Advisor. 

 WHS Representatives. 

 Workers. 

• How will evidence of consultation with workers and competency training be 
gathered? 

• How will the WHS Committee review this procedure at least every 12 months? 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Asset Safety Management 

 
Asset Safety Management Policy  

The guiding Asset Safety principles frame the 
organisation's approach to this key area. 

Asset Safety Procedure  

Is the how-to guide for each Asset Safety area 
including the following: 

• Managing all electrical equipment, 
including servicing and maintenance 

• Light and Heavy fleet maintenance and 
servicing 

• Safety for all equipment within vehicles 
and equipment 

• Asset Tag-Out Procedures 

• Plant servicing and maintenance. 

• Powered tools maintenance and 
servicing 

• Building safety 

 

 

 

 

Source: There is no existing Asset Safety Procedure. There are Light Vehicle Pre-Start 
Checklist Procedure - OSH-38, Light Vehicles only - Plant and equipment register only. 

Policy Analysis  

There was no supplied WHS Asset Safety (e.g., Test & Tag, Buildings, Vehicles, Plant, 
Equipment) Management Policy.  

• An overarching Asset Safety Policy is recommended as part of the Policy section, and 
the Procedure should reflect how the Policy is implemented. 

Procedure Analysis 

This Procedure does not cover all areas of Asset Safety, which impacts all Shire locations 
and is overdue for review (due August 2022). 

• There is no supplied WHS Asset Safety (e.g., Test & Tag, Buildings, Vehicles, Plant and 
Equipment) Procedure. 

• There are no included checklists and registers that should be in place. 

• The Procedure should reflect how a Policy is implemented. 

• The Procedure needs to be updated to change OHS references and OHS Legislation 
to WHS equivalent. 

Onsite Notes 

The onsite discussions identified a varied application or understanding of asset safety 
depending on the location visited.  

• Visits identified various applications of electrical test and tag activities, which need 
clarification.  

• Light and heavy vehicle maintenance and servicing need to include checking 
manufacturers' handbooks/manuals are within the relevant vehicle. 

• Light and heavy vehicles (plus plant) that go onsite for worker activities/visits should 
include a first aid kit and fire extinguisher, with external labels on the vehicle showing 
that these are within. 
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• Visits did not identify a common understanding of an asset tag-out approach that 
prevents workers from using any asset that requires servicing or repair. 

• Powered tools were identified with no servicing or maintenance labels or records. 

• Visits did not identify a common building safety approach that included all fixed 
assets within the buildings. 

Action Required 

Create an Asset Safety as described below and an updated Asset Safety Procedure to WHS-
compliant ones. 

WHS Asset 
Safety 

Policy 
Required 

Procedure 
Required Description 

Asset Safety ☑ ☑ Asset Safety Policy 

Scope of Asset Safety Includes all Shire locations 

Asset Safety is the Shire’s approach to ensuring WHS compliance across all assets and all 
Shire locations/facilities. 

Including:  

• Commitment to the safety of Light & Heavy Fleet – records/history, rego 
requirements, operating competencies, servicing, and maintenance, where the 
manufacturer's handbook is and how to access it, vehicle First Aid kits and fire 
extinguishers along with the required forms and the relevant asset register. 

• Commitment to a common approach to completing Pre-Start checks. 

• Commitment to the safety of the Plant – records/history, competencies to operate, 
servicing and maintenance, where the manufacturer's handbook is and how to access 
it, along with the required forms and the relevant asset register. 

• Commitment to the safety of Electrical Equipment – records/history, competencies 
to operate, servicing and maintenance, where any manufacturer's handbook is and 
how to access it, test, and tag requirements & Procedures, along with the required 
forms and the relevant asset register. 
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• Commitment to the safety of Powered Tools – records/history, competencies to 
operate, servicing and maintenance, where any manufacturer's handbook is and how 
to access it, test, and tag requirements & Procedures, along with the required forms 
and the relevant asset register. 

• Commitment to the Building Safety – records/history, how building safety audits 
happen, how maintenance issues can be reported, tracked, and actioned, where any 
building handbook is and how to access it, along with the required forms and the 
relevant asset register. 

• Commitment to Safety Equipment within Assets – records/history, competencies to 
operate, servicing and maintenance, where any manufacturers handbook is and how 
to access it, test and tag requirements & Procedures, Fire Fighting Equipment, fixed 
Emergency Washing Facilities (Showers) if applicable, Fire detection and alarm 
buttons along with the required forms and the relevant asset register. 

• Commitment to the safety of users of an asset if it becomes unsafe to operate (Out 
of Service Tag Out/In) – How an out-of-service asset will be tagged out when unsafe 
to use or operate. 

• The commitment that all Procedures (the how-to) will be developed through 
consultation with workers before implementation 

• The commitment that all workers will be trained and competent in the relevant asset 

• The commitment that all aspects of this Asset Safety Policy and the Asset Safety 
Procedures will involve competency-based training for all relevant workers  

• Include an overview of the Asset Procedures that connect to this Asset Policy. This is 
a large area, and the overarching Policy creates seven (7) Procedures underneath the 
Policy. The Policy should include a diagram such as the one shown here. 
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• Responsibilities defined including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Commitment to consultation with workers and evidence of competency training. 

• Commit to reviewing this Asset safety Policy every 12 months by the HS Committee. 

Procedure 

A WHS Asset Safety Procedure (the how to comply) should be developed that covers all 
Shire locations and Assets, including: 

• How Asset Safety will be applied for all Light & Heavy Fleet will be defined under one 
Procedure, including descriptions, processes, and workflows (for electronic 
notifications). 
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 Records on each vehicle include acquisition date, VIN, rego details, where and how 
the manufacturer handbook is stored and how to access it. 

 How and when Pre-Start checks are done, recorded and actioned. 

 The competencies required to operate each item are defined.  

 The servicing and maintenance Procedure. 

 Vehicle First Aid Kit & Fire Extinguisher (for all vehicles used to visit a Shire site or 
Shire resident). 

 Include a master of the Asset Register & Forms. 

 Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How will the HS Committee review this Procedure at least every 12 months? 

• How Asset Safety will be applied for all Plant is to be defined under one Procedure 
that includes descriptions, processes, and workflows (for electronic notifications): 

 Records on each piece of the Plant include the acquisition date (if applicable, vin, 
rego details), where and how the manufacturer's handbook is stored and how to 
access it. 

 How and when Pre-Start checks are done, recorded and actioned. 

 The competencies required to operate each item are defined.  
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 The servicing and maintenance Procedure.  

 Plant First Aid Kit & Fire Extinguisher (If applicable). 

 Plant Asset Register & Forms. 

 Test & Tag 

 Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How will the HS Committee review this Procedure at least every 12 months? 

• How Asset Safety will be applied for all Electrical Equipment is to be defined under 
one Procedure that includes descriptions, processes, and workflows (for electronic 
notifications). 

 Records on each piece of electrical equipment include the acquisition date, where 
and how the manufacturer handbook is stored and how to access it. 

 The competencies required to operate each item are defined.  

 Servicing and maintenance Procedure.  

 Test and Tag Procedure. 

 Electrical Asset Register & Forms. 

 Define key responsibilities, including who does what and when (by Role) 
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 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How will the HS Committee review this Procedure at least every 12 months? 

• How Asset Safety will be applied for all Powered Tools will be defined under one 
Procedure, including descriptions, processes, and workflows (for electronic 
notifications). 

 Records on each piece of the Plant include the acquisition date (if applicable, vin, 
rego details), where and how the manufacturer's handbook is stored and how to 
access it. 

 The competencies required to operate each item are defined.  

 Servicing and maintenance Procedure. 

 Test and Tag Procedure. 

 Powered Tools Asset Register & Forms. 

 Define key responsibilities, including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 
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 Workers. 

 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How will the HS Committee review this Procedure at least every 12 months? 

• How Asset Safety will be applied for all Buildings is to be defined under one Procedure 
that includes descriptions, processes, and workflows (for electronic notifications). 

 Records on each building showing a building safety audit. 

 Integrated as part of bi-monthly site inspections (see Audits and Inspections). 

 Maintenance Procedure.  

 Safety Equipment within Assets: 

 Fire Fighting Equipment location, servicing, and maintenance (including 
positions, labelling 

 Emergency Washing Facilities (Fixed Showers – if applicable) 

 Fire detection and alarm buttons 

 Flow and Pressure Test Results for Hydrants (If applicable) 

 Building Safety Asset Register & Forms. 

 Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 
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 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How will the HS Committee review this Procedure at least every 12 months? 

• How Asset Safety will be applied to all Tag Out instances for items requiring repair or 
servicing will be defined under one Procedure, including descriptions, examples of 
tags to be used, processes and workflows (for electronic notifications). 

 Include a master of the Register & Forms. 

 Define key responsibilities, including who does what and when (by Role). 

 As a minimum 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

 Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

 How evidence of consultation with workers and evidence of competency training 
will be gathered. 

 How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

 If required, develop the reporting Key Performance Indicators (KPIs) for 
Management reports. 
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Chemicals & Hazardous Substances 

 
Chemical & Hazardous Substances 
Management Policy  

This is the overarching commitment to 
chemical and hazardous substances within 
the organisation. 

Chemical & Hazardous Substances 
Procedure  

This is how chemicals and substances are 
managed and stored within the organisation, 
including: 

• The use, handling, and storage of 
hazardous chemicals at a workplace and 
the generation of hazardous substances 
at a workplace. 

• Safety Data Sheets (SDSs) are accessible 
beside each chemical and are no more 
than five years old. 

• A Chemical Register is accessible and 
accessible to all workers  

• The business supplies the required 
storage facilities that meet legislated 
requirements and have suitable spillage 
bungs to collect the stored liquid level if 
a spill occurs. 

Source: Hazardous Substances OSH 25, WHS (General) Regulations 2022 – Division 1 
Chapter 7, The Dangerous Goods Safety Act 2004, Parks SWP Chemical Spaying. 

Policy Analysis  

No Chemical and hazardous Substances Policy was supplied. 

Procedure Analysis 

The Hazardous Substances Procedure is non-compliant and is overdue for review (due 
August 2022). 

• There is no overarching description of how it applies to all Chemicals and Hazardous 
Substances stored at any Shire location (building or site). This should include the 
storage, handling, use and purchasing of all chemicals and hazardous substances (this 
includes items like paint). 

• No complete Chemical and Hazardous Substances Register covers all locations and 
sites.  

• The Register is not accessible to all staff who may handle chemicals or hazardous 
substances. 

• There is no exclusion for domestic items (those that can be bought from Woolworths 
or Coles). 

• Chemical and Hazardous Substances are not stored correctly at any Shire location and 
are spread throughout various points within each location. 

• All locations (sites) do not have the correct Chemical and Hazardous Substance 
storage facilities. This means official storage cabinets with appropriate separation of 
compatibility issues, signage, ventilation, and built-in bungs to capture any spills. (It 
should be noted there is one officially designed Chemical and Hazardous storage shed 
at the Depot, but Chemical and hazardous substances are spread throughout the 
buildings). 

• There are no standards for Safety Data Sheets (SDS) that must exist beside all 
Chemical and Hazardous Substances and be no older than five (5) years (Storage of 
SDSs in an office is not beside the actual chemicals or hazardous substances. 
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• All required PPE for chemicals (as listed 
within the Safety Data Sheets) are 
supplied. 

• Spill kits are at all chemical storage 
locations and high-use operations areas. 

• Access is restricted to designated and 
trained workers for accessing chemical 
and hazardous substances. 

• Purchasing of chemicals and hazardous 
substances is controlled by limiting this 
to designated workers and approved 
items. 

• There is suitable Job Specific guidance 
material such as Safe Work Procedures 
(SWP), Safe Work Method Statements 
(SWMS) or any similar required material 
as identified via chemical Procedures 
assessments. 

 

 

 

 

 

 

 

• Paint is stored in various sites, and all paint comes under Chemical and Hazardous 
Substances rules. 

• All Chemical and Hazardous Substance storage areas require the SDS-listed PPE to be 
accessible (at the location) with clear signage of requirements. 

• All Chemical and Hazardous Substance areas require a suitable spillage kit to be 
located there – this is not the case. 

• Chemical and Hazardous Substances storage areas require restricted entry to 
designated workers who have been trained and achieved competency. 

• Training and competency on using Chemicals and Hazardous Substances have not 
been fully deployed and recorded on a role-based competency register. 

• There are no clear Procedures Assessments on all Chemicals & Hazardous Substances 
that would identify clear requirements of job-specific hazards. 

• No commonly accessible job-specific guidance materials on using Chemicals & 
Hazardous Substances, such as Safe Work Procedures (SWP), Safe Work Method 
Statements (SWMS) or any similar required material as identified via chemical 
Procedures assessments. 

• There appear to be no standardised Chemical & Hazardous Substances purchasing 
rules or designated persons.  

Onsite Notes 

The onsite discussions and site inspections revealed that Chemicals and Hazardous 
Substances are not managed or stored correctly and exist in various locations on various 
sites. This creates hazards and Procedures for the workers at each location.  

Action Required 

Create a Chemical and Hazardous Substances Policy and an updated Procedure as 
described below. 
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WHS Chemicals Policy 
Required 

Procedure 
Required Description 

Chemical & 
Hazardous 
Substances 

☑ ☑ Policy 

A WHS Management Policy on Chemical and Hazardous Substances needs to be developed 
and contain the overarching commitments and objectives, including: 

• This Policy covers all Shire buildings and sites on Shire land. 

• The commitment that a single standard will be followed for the storage, handling, 
use, purchasing and disposal of all Chemicals and Hazardous Substances stored at any 
Shire location (building or site). (This includes items like paint). 

• Commitment to a single master Chemical and Hazardous Substances Register that 
covers all locations and sites.  

• The commitment is that the Chemical and Hazardous Substances Register will be 
transparent and accessible to all workers handling chemicals or hazardous 
substances. 

• The commitment is that there will be an exclusion for domestic items in domestic 
quantities (those than can be bought from Woolworths or Coles). 

• Commitment to supplying legislated storage facilities at all Shire locations (sites), 
such as official storage cabinets with appropriate separation of compatibility issues, 
signage, ventilation, and built-in bungs to capture any spills.  

• Commitment to ensuring Safety Data Sheets (SDS) are no more than five (5) years old 
across the Shire and are accessible beside all Chemical & Hazardous Substances. 

• The commitment is that all Chemical and Hazardous Substance storage areas will 
have the SDS-listed PPE accessible (at the location) with clear signage of 
requirements. 

• The commitment is that all Chemical and Hazardous Substance locations will have a 
suitable spillage kit. 
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• The commitment is that all Chemical and Hazardous Substances will have restricted 
access to those workers who have been trained and are competent (as evidenced by 
the competency and training register).  

• The commitment is that all workers who use Chemicals and Hazardous Substances 
will be trained and competent. 

• Commitment to completing Procedures Assessments on all Chemicals & Hazardous 
Substances to identify job-specific hazards. 

• Commitment to creating and supplying job-specific guidance materials on using 
Chemicals & Hazardous Substances, such as Safe Work Procedures (SWP), Safe Work 
Method Statements (SWMS) or any similar required material as identified via 
chemical Procedures assessments. 

• Commitment to having a standardised Chemical & Hazardous Substances purchasing 
process.  

• The commitment is that all Procedures (the how-to) will be developed through 
consultation with workers before implementation. 

• The commitment is that this Policy will be reviewed annually by the HS Committee. 

Procedure 

The Chemical & Hazardous Substances Procedure should be fully updated to include all 
of the following: 

• How this Procedure covers all Shire buildings and sites on Shire land. 

• How a single standard will be followed for the storage, handling, use, purchasing and 
disposal of all Chemicals and Hazardous Substances stored at any Shire location 
(building or site). (This includes items like paint). 

• How a single master Chemical and Hazardous Substances Register will be maintained 
that covers all locations and sites.  

• How the Chemical and Hazardous Substances Register will be transparent and 
accessible to all workers who may handle chemicals or hazardous substances. 
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• How training will make sure that there is an exclusion for domestic items in domestic 
quantities (those than can be bought from Woolworths or Coles). 

• How legislated storage facilities will be identified and supplied at all Shire locations 
(sites), such as official storage cabinets with appropriate separation of compatibility 
issues, signage, ventilation, and built-in bungs to capture any spills.  

• How the Shire will ensure Safety Data Sheets (SDS) are no more than five (5) years 
old across the Shire and are accessible beside all Chemical & Hazardous Substances. 

• How will all Chemical and Hazardous Substance storage areas have the SDS-listed PPE 
accessible (at the location) with clear signage of requirements? 

• How all Chemical and Hazardous Substance locations will have a suitable spillage kit. 

• How will all Chemical and Hazardous Substances have restricted access to workers 
who have been trained and are competent (as evidenced by the competency and 
training register)?  

• How all workers who use Chemicals and Hazardous Substances will be trained and 
competent. 

• How Procedures Assessments will be completed on all Chemicals & Hazardous 
Substances to identify job-specific hazards. 

• How to create and supply job-specific guidance materials on using Chemicals & 
Hazardous Substances such as Safe Work Procedures (SWP), Safe Work Method 
Statements (SWMS) or any similar required material as identified via chemical 
Procedures assessments. 

• How a standardised Chemical & Hazardous Substances purchasing process will be 
implemented. 

• How the Shire will mitigate the Procedures of fire or incident to chemical storage 
areas. 

• How any additional health monitoring/surveillance is identified for Chemicals & 
Hazardous Substances, implemented, and completed? 

• Define key responsibilities, including who does what and when (by Role). 
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 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How will the HS Committee review this Procedure at least every 12 months? 

• This Procedure includes examples of associated forms and registers, including:  

 A blank Chemical & Hazardous Substance Register. 

 Safety Data Sheet (SDS) example. 

 Chemical & Hazardous Substances Procedures Assessment Form. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Code of Conduct 

 
Code of Conduct Policy  

This is defined within the Local Government 
Act, but there are some additions for WHS 
requirements. 

Code of Conduct Procedure  

There is no Procedure required for this Policy. 

 

 

 

 

 

 

Source: Employee Code of Conduct Policy (CEO) - OP-25 

Policy Analysis  

A Shire WHS Code of Conduct Policy was last reviewed in October 2021, so it does not 
conform to the required annual review. 

• Legislation references are to the old OHS Act and are out of date. 

• Within Section 8 of the existing Policy, there is no reference to psychosocial hazards. 

• There is no clear link that the Code of Conduct as part of a worker’s WHS Induction 
and the Site Induction.  

• The Policy is not reviewed every 12 months by the HS Committee. 

• There is no commitment that all workers are trained on the Code of Conduct 

• The Policy does not clearly state it applies to all workers (employees, contractors, 
volunteers, and visitors) 

Procedure Analysis 

There is no required WHS Procedure.  

Onsite Notes  

None. 

Action Required 

Create a compliant WHS Code of Conduct Policy as described below.  

WHS Code of 
Conduct 

Policy 
Required 

Procedure 
Required Description 

Code of 
Conduct ☑ N/A Policy 

A WHS Management Policy on Code of Conduct needs to be updated and contain the 
overarching commitments and objectives, including: 

• This Policy covers the Shire’s requirements on expected behaviours for all workers 
(employees, contractors, volunteers, and visitors). 
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• Commitment to review this Policy at least every 12 months via the WHS Committee. 

• The commitment that all aspects of this Code of Conduct Policy will involve 
competency-based training for all relevant workers  

• The commitment that this Policy will be reviewed annually by the WHS Committee 

• The commitment that the Code of Conduct will be part of all workers' WHS Induction, 
annual WHS refreshers and Site Inductions.  

• Legislation references must be updated to WHS Act 2020 & WHS (General) 
Regulations 2022. 

• Section 8 of the existing Policy needs to be updated to include the WHS Code of 
Practice references on psychosocial hazards. 
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Competency Identification, Induction, 
Training and Evaluation 

 

Competency Identification, Induction, 
Training and Evaluation Management Policy  

These are the overarching principles. 

Competency Identification, Induction, 
Training and Evaluation Procedure  

• Clarity on how the organisation 
identifies required role competencies 
ensures all staff are trained (or qualified) 
on relevant role competencies is key to 
WHS Legislation compliance. 

• Competencies achieved must be 
transparent and accessible by all 
workers, so they can determine if 
someone is competent before allocating 
a specific job. 

• All workers must be competent in WHS 
through an induction that covers all 
required aspects. This induction should 
be refreshed every twelve months to 
maintain knowledge and competency. 

• All workers require both a general WHS 
Induction and a specific site induction. 
These should be completed on day one 
of being on-site. 

 

Source: No Procedure, WHS Induction, Induction and Onboarding, Policy (CEO) - OP-03, 
Pre-Arrival Checklist Student or Volunteer. 

Policy Analysis  

There is no well-defined WHS Competency Identification by Role, Induction, Training and 
Evaluation Management Policy. 

Procedure Analysis 

This is overdue for review (due August 2022). 

• There is no integrated Competency Identification, Induction, Training or Evaluation 
Procedure. 

• Induction and Onboarding Policy (CEO) - OP-03 and Forms 

 These should become part of this Procedure. 

 All OHS references and legislation are to be changed to equivalent WHS 
references. 

Onsite  

The onsite visits and discussions identified there is limited competency-based training by 
role, no compliant WHS Inductions, no ability to check all role competencies by the 
individual, limited transparency and accessibility to competency by the person for all 
workers and an ad-hoc approach to site inductions, that are not WHS compliant. 

Action Required 

Create a Competency Identification, Induction, Training and Evaluation Policy and an 
updated Procedure as described below. 
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WHS 
Competency 

Policy 
Required 

Procedure 
Required Description 

Competency 
Identification, 
Induction, 
Training and 
Evaluation 

☑ ☑ Policy 

Develop a WHS Competency Identification by Role, Induction, Training and Evaluation 
Management Policy to include the following: 

• Commitment to training and competency by role for all workers. 

• The commitment that all Job/Role Descriptions will include the required role 
competencies (key skills required, licenses or permits or tickets) and role-based WHS 
targets and objectives. 

• The commitment is that all workers must complete a WHS Induction and a Site 
Induction before commencing work. 

• Commitment to annual refresher for all workers on the WHS induction. 

• Commitment to have a central Competency Training Register that will list all staff by 
role, required competencies and achievements. 

• The commitment is that all workers can access the competency summary to know 
fellow workers are competent before assigning tasks. 

• The commitment that all records will fully comply with Data Protection and privacy 
legislation. 

• The commitment is that this Policy will be reviewed annually by the HS committee. 

Procedure 

This overall Competency Identification, Training and Evaluation Procedure should be 
written to include the following: 

• How all competencies by role will be established, recorded, and included within all 
job/role/position descriptions. 

• How role-specific WHS Targets and Objectives will be included in all job/role/position 
descriptions. 
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• How all competencies by role will be captured in a competency register that includes 
the name, required competencies and competencies achieved. 

• How will all competencies include evidence that proves attainment, the person's 
understanding and that they have agreed to follow all required training? 

• How all workers will complete an initial WHS Induction that will be refreshed annually 
and includes the minimum of: 

 Introduction to the Shire. 

 Duty of Care. 

 Your WHS Responsibilities. 

 WHS Management at the Shire. 

 Your WHS Health. 

 Code of Conduct. 

 Hazard & Procedures Management. 

 Types of Hazards. 

 Incidents. 

 Emergency Procedures. 

 PPE – Personal Protective Equipment. 

 Danger or Out of Service Tags. 

• How Site Inductions (worksite specific) will be completed on the first day before a 
worker starts work. This includes documenting and registering these on the workers' 
first day on-site. (Include copies of any forms and register). 

• This links to the Contractors – WHS Procurement, Contracts, Compliance and 
Monitoring Management Policy. (Making it obvious it includes Contractors). 

• How competency for Licences, Tickets and Permits will be captured within the overall 
competency register. 
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• How many Shire people can check the competency of another – without breeching 
privacy rules? (Transparent and Accessible). 

• How all training will include attendance records plus attendees' ability to sign they 
have understood the training and agree to be bound by the requirements.  

• How all workers (employee, contractor, volunteer, and visitor) are not allowed to 
carry out a task unless they are officially recognised and recorded as competent. 

• How certain competencies can be assessed by a designated person, how a designated 
person is determined and for what level of competencies. 

• Include a master (blank) copy of any forms and registers. 

• Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Contractors – WHS Procurement, 
Contracts, Compliance and Monitoring 

 

Contractors – WHS Procurement, Contracts, 
Compliance and Monitoring Management 
Policy  

These are the overarching principles of the 
organisation. 

Contractors – WHS Procurement, Contracts, 
Compliance and Monitoring Procedure  

• A high-level overview covers all stages 
of the contractor involvement, from 
procurement to evaluation, to contract, 
to commencement and ongoing WHS 
maintenance. 

• The objective is that all Contractors 
must comply with all aspects of WHS 
Legislation, and all WHS reports, 
hazards, Procedures, incidents etc., 
must be reported to the Shire and 
copies provided. 

• Contractors are to accept that any 
breach of WHS requirements (at any 
time) may result in contract suspension 
or cancellation at no cost to the Shire. 

NB: Please note smaller contractors may 
elect to follow the Shire’s WHS approach (if 
suitable).  

 

Source: Induction and Onboarding Policy, Contractors Memo & Contractors Induction. 

Policy Analysis  

No Policy or Procedure exists 

Procedure Analysis 

This is overdue for review (due August 2022). 

There is not a fully integrated WHS Contractor Procurement and Contractor Procedure. 

Contractor Induction should be a WHS induction for all workers (employees, contractors, 
volunteers, and visitors). This requires a re-creation of a complaint Procedure. 

Note: Smaller contractors could elect to embrace the Shire’s WHS System if agreed upon. 

Onsite  

The onsite visits and discussions determined that all contracting and current contractors 
must comply with a revised Contractors- WHS procurement, Contracts, Compliance and 
Monitoring Policy and Procedure. 

Action Required 

Create compliant Contractors- WHS procurement, Contracts, Compliance and Monitoring 
Policy and Procedure. 
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WHS 
Contractors 

Policy 
Required 

Procedure 
Required Description 

Contractors – 
WHS 
Procurement, 
Contracts, 
Compliance 
and 
Monitoring 

☑ ☑ Policy 

The Shire should develop a WHS Contractor Procurement / Contracts and Compliance 
Management Policy that includes: 

• The commitment that this Policy and Procedure will apply to all Contractors (Sole 
Traders, Partnerships or those registered as PTY Ltd.) undertaking activities for the 
Shire.  

• The commitment is that all contractors, whether a sole trader, a partnership, or a Pty 
Ltd company, must comply with all elements of the Work Health & Safety (WHS) Act 
2020 and the WHS Regulations 2022.  

• The commitment is that all contractors will be required to provide evidence of 
compliance with the WHS legislation, including their overarching WHS Policy, 
evidence of their end-to-end WHS approach and how WHS will be applied to the job 
they have been engaged to deliver. 

• The commitment that smaller contractors may elect to come under the Shire’s WHS 
System (except where specialist high-Procedures work is undertaken, the contractor 
is still required to create their job-specific safety documents such as Safe Work 
Method Statements). 

• The commitment is that all contractors will be required to supply copies of WHS 
documents to the organisation during their contract, including hazard 
reports/registers & incident reports. 

• The commitment is that all contractors will be required to provide evidence of 
training and competency for each individual working on or visiting a Shire site. 

• The commitment that all contracts will include the requirement to advise the Shire 
of any incidents and allow the Shire incident investigation team to lead any incident 
investigations. 
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• The commitment that all contracts will include that Contractors are to accept that 
any breach of WHS requirements (at any time) may result in contract suspension or 
cancellation at no cost to the Shire. 

• The commitment that all contractors are to always maintain PPE compliance – to at 
least the PPE requirements of the Shire. 

• The commitment is that all contractors and workers complete the Shire’s WHS 
Induction and a compliant Site Induction on their first day. 

• The commitment that all contracts will make it clear it is the contractor’s 
responsibility to comply with WHS requirements on behalf of the Shire, and the Shire 
will carry out WHS Site Inspections at various intervals. 

• Commitment to transition all current contractors to full compliance with this Policy 
and Procedure. 

• Commitment that it will remain the contractors' responsibility to create and hold all 
specialist Job Safety Analysis (JSA’s), Safe Work Procedures (SWP) and Safe Work 
Method Statements (SWMS). 

• The commitment that WHs Site Inspections on a contractor will only be carried out 
by trained WHS personnel. 

Procedure 

The Contractor Procurement and Contract Procedure (see Appendix 1) should be created 
and include all requirements listed, including: 

• How will it be applied to ensure all Contractors (Sole Traders, Partnerships or those 
registered as PTY Ltd.’s) undertaking activities for the Shire are WHS compliant? 

• How procurement will ensure all advertisements will state that all contractors are 
required to be compliant with all elements of the Work Health & Safety (WHS) Act 
2020 and the WHS Regulations 2022. Including their overarching WHS Policy, 
evidence of their end-to-end approach to WHS, and explain how WHS will be applied 
within the job they will do. 
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• How procurement will ensure that evaluation of any contractor’s submission will 
include a WHS evaluation by one of the Shire’s WHS-trained team. 

• How the Shire will request details of training and competency from all the 
contractors’ workers who will work on or visit the site during the contract and ensure 
no additional workers are admitted without first supplying training and competency 
details to the Shire. 

• How will the Shire’s WHS-trained team be involved in any final evaluation of 
contractors and the final contract (before signature)? 

• How final contracts will require contractors to supply copies of WHS documents to 
the Shire, including hazard reports/registers and incident reports. 

• How contractors will supply a WHS Management Plan for the agreed contract. 

• How contractors will be required to carry out Procedures Assessments (RA’s), Safe 
Work Method Statements (SWMS), Job Safety Analysis (JSA’s), details on Pre-Start 
Safety Checks, Traffic Management Plans, Hazard Reporting Approaches, Incident 
Management or other WHS processes or approaches, to remain compliant. 

• How contractors' WHS approval to work on a Shire contract will require refreshing 
every 12 months. 

• How will existing contractors be engaged to explain the changes in WHS and the 
requirements now in place?  

• How the Shire will agree that small contractors can elect to join the Shire’s WHS 
System and how this will be achieved. 

• How the Shire will receive hazard reports from contractors and follow these up, 
ensuring they are recorded in the central WHS files. 

• How the Shire will be notified of incidents at a contractor and apply the Shire’s 
Incident investigation Procedure. Along with the Shire’s, WHS-trained investigators 
are allowed to investigate incidents. 

• How Contractor will complete the WHS Induction and Site-Specific induction. 

• Define key responsibilities, including who does what and when (by Role) 
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 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include an overview process flow of the overall approach – see Appendix 1. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Emergency Management 

 
Emergency Management Policy  

These are the overarching principles and 
commitments of Emergency Management 
within the organisation. 

 

Emergency Management Procedure  

This defines the ‘how to’ of the internal 
application of all Emergency Management 
requirements. 

 

 

 

 

 

 

 

Source: Plans for some sites, 1. Emergency Management Plan Boya Community and 
Library, 2. Emergency Response Plan - Admin Building June 2019 (4), 3. Emergency 
Response Plan - Lake Leschenaultia, 4. Emergency Response Plan - Swan View Youth 
Centre V3, 5. Midvale Early Child Learning Centre Emergency Response Plan, 6. 
Mundaring Arena Emergency Procedure, First Aid Procedure, First Aid Procedure - 
Appendix 1, First Aid Procedure - Appendix 2, First Aid Procedure - Appendix 3, First Aid 
Procedure - Appendix 4, First Aid Skills Register, Red Cross Psychological First Aid - April 
2022 

Policy Analysis  

No WHS Emergency Management Policy exists  

Procedure Analysis 

• The Emergency Management Plan Procedure (including evacuation exercises, maps, 
signage, roles, and equipment maintenance) does not exist. However, there are 
individual site emergency plans. 

• Several sources and emergency response plans show that the Shire is addressing this 
subject. However, an overarching Procedure should supply the framework and 
guidance on activities/material. 

• The existing plans require annual reviews to ensure they are updated and reflect all 
the latest WHS legislation references. 

• There is no component included in Emergency Management for First Aid. 

• There is no clear guidance and requirements for creating business continuity plans. 

Onsite  

The onsite discussions and visits established a wide variation in understanding of 
Emergency Management for internal Shire locations and no connection between 
Emergency Management and First Aid. 

In addition, not all First Aid Kits have been regularly serviced and maintained at all locations 
(including VBFB buildings).  

Action Required 
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Create an Emergency Management Policy and Procedure as described below. 

WHS 
Emergency 
Management 

Policy 
Required 

Procedure 
Required Description 

Emergency 
Management ☑ ☑ Policy 

An Emergency Management Policy (Inc. Emergency Act and maintaining emergency 
equipment) should be created and include at least the following: 

• Commitment to Emergency Management within Shire facilities, including VBFB 
Sheds. 

• Commitment to Emergency Management Equipment Audits – such as the supply of 
Fire Equipment and regular servicing and maintenance. 

• Commitment to creating Emergency Management Procedures and site-specific 
emergency plans. 

• Commitment to the Emergency Management Act 

• Commitment to regular worker emergency training and evacuation drills at each 
location. 

• Commitment to supplying serviced and maintained First Aid kits at all Shire facilities 
suitable for activities and the number of people. 

• Commitment to training Shire Emergency Wardens at each location. 

• Commitment to identifying the required volume of First Aiders, training them, and 
ensuring the names and contact details of first aiders are beside each First Aid Kit and 
on WHS noticeboards. 

• The commitment is that each Shire location will develop an emergency plan that 
includes a business continuity section. 

• Commitment to Procedures analysis of emergency and fire prevention measures at 
each shire location, along with identified hazards and Procedures mitigations. 
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• Reference to how Shire (on-site) Emergency Management is separated from 
Community focussed Emergency Management. 

• How it is reviewed at least every 12 months by the HS Committee. 

Procedure 

The Emergency Management Plan Procedure (including evacuation exercises, maps, 
signage, roles, and equipment maintenance) should be created, including: 

• Referenced to WHS Legislation as well as Emergency Management Legislation. 

• How to manage and service all Emergency equipment at all locations (including 
VBFB), including: 

 Evacuation Map Diagrams Requirements. 

 Emergency response equipment requirements include First Aid Kits, Fire 
Extinguishers, Fire Hoses, Alarms, and maintenance and serving.  

 Emergency Management lighting and signage (including assembly area signage). 

 First Aid kits. 

 Firefighting Equipment. 

• How Emergency Management training & competency for roles such as First Aiders, 
Emergency Wardens and use of Fire Fighting equipment will be established and 
maintained. 

• How exercises/drills will be monitored and completed (at least once every twelve (12) 
months) per site location, and a register of all exercises showing attendees and 
results will be maintained. 

• How Site Inspections (bi-monthly) will include Emergency Management Equipment. 

• How each site needs to create a standardised Emergency Plan and templates to 
ensure accuracy and consistency. 

• How the Shire will identify the required volume of First Aiders, train them and ensure 
the names and contact details of first aiders are beside each First Aid Kit and on WHS 
noticeboards. 
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• How a Procedures assessment of emergency and fire prevention measures at each 
shire location will be done, along with identifying hazards and Procedures 
mitigations. 

• Reference to how Shire (on-site) Emergency Management is separated from 
Community focussed Emergency Management. 

• Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Fit for Work 

 
Fit for Work (including Drug & Alcohol, 
Fatigue & Driving) Management Policy  

 

Fit for Work (including Drug & Alcohol, 
Fatigue & Driving) Procedure  

 

 

 

 

 

 

Source: Fitness for Work Procedure - OSH-02, Fitness for Work Procedure - Appendix 2 - 
Reasonable Suspicion Incident Form 

Key 

The changes to legislation bring together the following: 

• Psychosocial hazards (stress, mental health, fatigue), 

• Anything affecting the physical well-being of a worker,  

• The health surveillance and support programs. 

This means that Health and Well-Being is about the overall holistic view of the person. As 
a result, Fit for Work comes under this heading.  

(Please refer to Health & Well-Being for further information). 

  

WHS Fit for 
Work 

Policy 
Required 

Procedure 
Required Description 

Fit for Work 
(including 
Drug & 
Alcohol, 
Fatigue & 
Driving) 

N/A N/A (Please refer to Health & Well-Being for further information). 
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Hazard & Risk Management  

 
Hazard & Risk Management Policy  

This is the overarching commitment to end-
to-end hazard and Procedures management, 
key areas of mitigating Procedures and 
controls. 

 

Hazard & Risk Procedure  

• A summary of all types of hazard 
identification used (e.g., Hazard 
Reporting, Take 5s, Bi-Monthly Site 
Inspections, Pre-Starts on Plant, Vehicles 
and Powered Equipment). 

• Hazard reporting main rules 

• Overview of Procedures rating, hazards, 
and Procedures assessments. 

• When a Hazard Investigation is carried 
out 

• How actions identified are called 
Corrective Actions – Mitigating the 
hazard 

• How to create Job Safety Analysis (JSA), 
Safe Work Procedures (SWPs), Safe 
Operating Procedures (SoPs), and Safe 
Work Method Statements for the 
required high-Procedures activities 
(SWMS) 

Source: Hazard Identification and Management Procedure - OSH-14, Safety Conversation 
Form, Procedures Assessment Control Form Template, Job Safety Analysis Form, High-
Procedures Safety Management Plan, Incident Register 21-22, Fall Prevention Procedure - 
OSH-36 
SWP 2 Working at Heights. 

Policy Analysis  

There is no WHS Hazard & Procedures Management Policy. 

Procedure Analysis 

• Analysis of the supplied Procedure identifies it is overdue for a review, due January 
2022. 

• The Procedure does not have an overarching objective that aligns with the WHS 
legislation. 

• Include a point on driving management under fatigue and refer to an appendix with 
a driving management plan. 

• Responsibilities by role were not fully clarified within the Procedure. 

• There is an incomplete compliant ‘proactive’ and ‘reactive’ process for identifying 
WHS hazards and Procedures, which requires review and updating. 

• The current Procedure has a section on Procedure control that does not include 
consultation (as defined by WHS Legislation) with workers exposed to the 
Procedures. 

• Within Procedures controls, there is no process of how control measures are 
maintained and monitored to ensure effectiveness. 

• There is a list of defined High-Procedures Construction Work where a Safe Work 
Method Statement (SWMS) is required. However, it does not identify which requires 
a licensed person to undertake. 

• The hierarchy of controls may need some additional information. 
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Objective 

• Having a clear objective that protects 
workers and other persons against harm 
through eliminating or minimising 
Procedures with effective workplace 
representation and consultation. A 
Systematic process which identifies 
hazards and Procedures, and through 
the hierarchy of controls, the 
Procedures are eliminated and 
controlled to an acceptable level. 

Managing Procedures for Health and Safety 

• All Hazard Identification and Procedures 
Management responsibilities should be 
identified and detailed by role, including 
the PCBU, Officers, Workers 
(employees, contractors, volunteers, 
and visitors), and Health and Safety 
Reps.  

Hazard and Procedures Identification  

• There needs to be a systematic process 
for identifying WHS hazards and 
Procedures throughout the 
organisation. Procedures associated 
with a class of hazards or tasks may be 
conducted together where the hazards 
and tasks are the same. 

 

• There is a good section explaining Job Safety Analysis (JSAs), Safe Work Procedures 
(SWPs), Safe Work Method Statement (SWMS) and a Safety Management Plan (SMP). 

• Develop a Hot Work Program - Hot Work is an issue Shire Wide and should be 
standardised under the required hazard and Procedures Management / Permits 

• High-Procedures work licences and classes of high-Procedures work are required. 

Onsite  

• Understanding and implementing Hazard Identification, Procedures Assessment and 
the Application of Control Measures are low. 

• The system for fixing maintenance issues is not widely understood. 

• The process for identifying, reporting, investigating hazards, fixing them, and 
analysing root causes is not working. 

• There is no central hazard register.  

• There is no proactive, systematic way of identifying and assessing hazards 

• A systematic documented process to assess the Procedures with consultation, apply 
the hierarchy of controls with consultation, rerate the Procedures, implement the 
controls, monitor, and review for effectiveness is not in place. 

• There is confusion and frustration around the WHS Hazard and Procedures 
Management Procedure from multiple staff in multiple locations. 

Action Required 

Create a WHS-compliant Hazard & Procedures Management Policy as described below and 
an updated WHS-compliant Hazard & Procedures Management Procedure as outlined 
below. 
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• The process must identify reasonably 
foreseeable hazards and Procedures 
proactively. 

• This can include: 

 Procedures Register with Controls 
Implemented. 

 Consultation with Workers. 

 Procedures Assessments on 
Workplaces, Work Tasks, Plant and 
Equipment and Airborne 
Contaminants. 

 Workplace/ Site Inspections.  

 Take 5 Process. 

 Pre-Starts. 

 WHS Audits. 

 Observation. 

 Safety Experts.  

• New unidentified hazards and 
Procedures can be discovered by: 

 Incidents – including misses 

 Mandatory hazard reporting 

 Alerts from Work Safe or other bodies  

 Alerts from employees, contractors, 
volunteers, visitors, and the public. 

Procedures Control 
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• The Hierarchy of controls is used to 
eliminate and control Procedures to an 
acceptable level and must include 
consultation with workers exposed to 
the procedures. 

• The control measures are maintained 
and monitored to ensure effectiveness. 

• The control measures are reviewed, and 
controls are revised based on the 
following: 

 The control measure does not control 
the Procedures. 

 There is an incident – the root cause 
analysis will provide the failure of the 
control. 

 Before a change at the workplace, 
that is likely to give rise to new or 
different Procedures. 

 A new relevant hazard or procedure is 
identified. 

 A WHS Safety Representative 
requests a review. 

 Annually. 

• Senior Management / WHS Committee 
are required to sign off on the WHS 
Procedures and the Controls.  
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• Senior Management / WHS Committee 
review newly identified Procedures and 
the implemented controls. 

High-Procedures Work  

• High-Procedures work licences and 
classes of high-Procedures work are 
required for the following:  

 Basic, Intermediate and Advanced 
Scaffolding. 

 Dogging. 

 Basic, Intermediate and Advanced 
Rigging. 

 Tower Crane. 

 Self-erecting Tower Crane. 

 Derrick Crane. 

 Portal Boom Crane. 

 Bridge and Gantry Crane. 

 Vehicle Loading Crane. 

 Non-Slewing Mobile Crane. 

 Slewing Mobile Crane— up to 20 
tonnes,60 tonnes, and 100 tonnes. 

 Materials Hoist. 

 Personnel and Materials Hoist. 

 Boom-type Elevating Work Platform. 

 Concrete Placing Boom. 
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 Reach stacker < 3T. 

 Forklift Truck.  

 Order- Picking Forklift Truck. 

 Standard Boiler Operation. 

 Advanced Boiler Operation, 

 Steam Turbine Operation. 

 Reciprocating Steam Engine. 

• Job Safety Analysis (JSAs), Safe Work 
Procedures (SWPs), Safe Operating 
Procedures (SoPs), and Safe Work 
Method Statements for the required 
high-Procedures activities (SWMS. 

 SWMS are required for Demolition 
and Construction work. 

Permit to Work 

• A defined Permit Procedure that covers 
key areas such as Hot Work, Confined 
Spaces and Working at Heights must be 
included. 

WHS Hazard & 
Procedures 

Policy 
Required 

Procedure 
Required Description 

Hazard & 
Procedures 
Management 

☑ ☑ Hazard & Procedures Management Policy 

Scope:  

This Policy covers Mundaring Shire’s locations, sites, and workers (employees, contractors, 
volunteers, and visitors). 

Definition: 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  83 

  
 WHS Guidance to Create Management Policies and Procedures 

74 | P a g e  
 

An overarching commitment to a compliant Hazard and Procedures Management Policy 
across all Shire locations and sites. 

A commitment that applies to all workers.  

Including the following: 

• A commitment to a systematic process which identifies and assesses hazards assesses 
Procedures. The Procedures are eliminated and controlled through the hierarchy of 
controls to ensure a safe workplace protecting workers and other persons against 
harm to their health, safety, and welfare.  

• A commitment that a list of hazards is identified, assessed, Procedures assessed, 
controlled through the hierarchy of controls, monitored, and reviewed. 

• A commitment that the Shire will minimise the exposure to hazardous work 
environments due and high-Procedures activities.  

• A Commitment that all workers will immediately identify and report hazards in their 
workplace and work practices and make it safe where possible.  

• A Commitment to define the roles and responsibilities for: 

 Hazards identification, Procedures assessment, Procedures rating, the hierarchy of 
controls, implementing the controls, and monitoring.  

• A commitment that the hazard register will be accessible and transparent to all. 

• A commitment to the proactive and reactive tools that the Shire will use to identify 
hazards. 

• A commitment to defining the roles and frequency of hazard identification. 

• A commitment that all workers must report all hazards  

• A commitment across all Shire sites and locations that hazards will be investigated 
and resolved. 

• A commitment that competency-trained workers carry out the Hazard and 
Procedures Management Procedure. 
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• A Commitment to using the Procedures Rating Matrix – appendix 2 and the Hierarchy 
of Controls – appendix 3 to manage all hazards and Procedures. 

• A Commitment that all hazards will have corrective actions assigned, tracked, 
transparent and accessible to all. 

• A commitment to defining when:  

• Job Safety Analyses (JSA’s), Safe Work Method Statements (SWMS), Safety 
Management Plans, Safe Work Procedures (SWPs), High-Procedures Work 
Certificates and Tickets, Permits to Work, and Licences are required. 

• A commitment that all workers will hold role-based competencies (valid licences, 
permits and tickets) for the task they are about to undertake.  

• A Commitment that all Hazard & Procedures Management Procedures (the how-to) 
will be developed through consultation with workers, consideration, and 
communication before finalisation and implementation 

• The commitment is that this Policy will be reviewed annually by the WHS Committee. 

Procedure 

The overarching hazard and Procedures management Procedure (see Appendix 5) 
needs to include the following: 

• This Procedure covers all of Mundaring Shire’s buildings, land, physical assets, and 
workers  

• How to ensure compliance across the Shire in Hazard and Procedures Management 
to ensure the provision of a safe workplace and safe work practices free from harm.  

• The Hazard and Procedures Management Process should include the following steps: 

 Identify Hazards – through an initial organisational-wide sweep and then through 
the hazard identification tools. Then list identified hazards on the register.   

 Hazard investigation: 

• Identify all hazards involved in the task/plant. 
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•  Assess the hazards, including root cause analysis and Procedures assessment 
via the Procedures matrix – appendix 2. 

• Apply controls using the hierarchy of controls in the order shown step by 
step – appendix 3. 

• Reassess the Procedures via the Procedures matrix – appendix 2. 

• Controls to be implemented are added to the tracking register – these are called 
corrective actions  

 Once implemented, corrective actions are signed off as complete  

• Review, reinforce and monitor the effectiveness of controls of hazards regularly. 
Adjust control(s) where required with corrective action.  

• A review may be required when new unidentified hazards are discovered, or there is 
a failure of control(s) through: 

 The control measure does not control the Procedures.  

 There is an incident – the root cause analysis will provide the failure(s) of the 
control. 

 Before a change at the workplace, that is likely to give rise to new or different 
hazards and Procedures. 

 A new unidentified hazard is found through the hazard tools. 

 A change in legislation, codes of practice or guidelines. 

 A WHS Safety Representative requests a review. 

• Procedures associated with a class of hazards or tasks may be conducted together 
where the hazards and tasks are the same.  

• When a hazard is identified, the first step is for the worker to fix it where possible or 
make it safe. 

• If the hazard is identified as a repair or maintenance issue, it is to be logged CARS 
system and log on the hazard report the CARS reference number. 
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• The Procedure must include the proactive and reactive tools that the Shire uses to 
identify hazards.   

Potential proactive tools include: 

• Commission of new assets or implementation of new tasks.  

• Consultation with workers (employees, contractors, volunteers, and visitors). 

• Safety conversations. 

• Procedures Assessments on workplaces, work tasks, plant and equipment and 
airborne contaminants. 

• Workplace site inspections. 

• Work task checklists. 

• Take five processes. 

• Pre starts. 

• WHS Audits. 

• Observation. 

• Safety Experts.  

• Toolboxes. 

• Manufacturers Manuals. 

• Codes of Practice. 

• Prestart meetings.  

• A commitment to the reactive tools that the Shire are to use to identify hazards and 
the roles that will carry out these functions. 

• Potential tools include: 

 Incidents – including near-misses. 

 Mandatory hazard reporting. 
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 Alerts from WorkSafe or other bodies.  

 Alerts from employees, contractors, volunteers, and the public. 

• The Procedure should define when a hazard assessment, Procedures assessment, 
application/review of controls, Procedures rerate, and implementation should be 
carried out.   

• The Procedure must detail when each of the following is required and include a step-
by-step guide to complete:  

 Job Safety Analysis (JSA). 

 Safe Work Method Statement (SWMS). 

 Safety Management Plan. 

 Safe Work Procedures (SWPs).  

 High-Procedures work licences, tickets and permits 

• Define how the central Procedures to register will be created, populated, maintained, 
and communicated with transparency and accessibility to all. 

• This should include the process for ensuring workers have valid permits, certificates, 
tickets, and licences before starting work and how these documents are stored, 
transparent and accessible to all. 

• Refer to Appendix 4 for the list of high-Procedures work and classes of high-
Procedures work that require licences. 

•  All aspects of this Hazard & Procedures Management Procedure will involve 
competency-based training for all relevant workers, including how these documents 
are stored, transparent and accessible to all.                                                               

• When an asbestos hazard is identified – refer to the Asbestos Policy and Procedure  

• Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 
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 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Health & Well-Being  

 
Health & Well-Being Management Policy 

• Including  

 Fit for Work. 

 Health Surveillance, Pandemics, etc. 

 Manual Handling. 

 Noise. 

 Smoking. 

 Dealing with Violent Behaviour. 

Health & Well-Being (including Health 
Surveillance, Pandemics, Noise, Smoking, 
and Dealing with Violent Behaviour) 
Procedure  

Points 

Pandemic and State Health Rules 
Management  

• Include generic Pandemic and State 
Health to cover any issue, including 
COVID, Pandemics, or State Health 
issues. 

The WHS legislation requires a Mental Health 
& well-being Procedure to cover all aspects of 
how an organisation looks after all workers' 
Mental Health & Well-Being. 

• The requirements include all mental 
health and well-being aspects, including 

Source: Health and Wellbeing Policy (CEO) - OP-49, Covid-19 in the Workplace Policy (CEO) 
-OP-22, Smoking in the Workplace - OSH-09, Fit for Work, Employee Health Screening, and 
Immunization Procedure - HR-23, Mental Health and Wellbeing Framework April 2017, 
Code of Practice - Managing noise and preventing hearing loss at work, Manual Tasks 
Hazard Identification and Management Procedures - OSH-06. 

Introduction 

The whole area of Health & Well-Being has changed as WHs Legislation pulls together 
multiple threads under this banner. 

These can be shown as follows: 

 

 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  90 

  
 WHS Guidance to Create Management Policies and Procedures 

81 | P a g e  
 

the new psychosocial hazards defined in 
the WorkSafe Code of Practice. 

Hazardous noise can destroy the ability to 
hear clearly and make it more difficult to hear 
the sounds necessary for working safely, such 
as instructions or warning signals.  

Health & well-Being Initiatives should include 
things like manual handling. 

• Manual tasks that may pose a hazard to 
workers must be identified. 

• Manual handling training should be 
delivered along with displaying manual 
handling guidance material (such as 
posters). 

Manual handling guidance is displayed within 
the Shire facilities and must be followed 
(contractors must display this at their sites for 
workers). All workers are responsible for 
reviewing manual handling guidelines. 

 

Policy Analysis  

There is a Health & Well-Being Policy; however, it must be redrafted to align with WHS 
requirements and include all components per the above diagram.  

Procedure Analysis 

The current Procedures do not cover all areas required under the WHS Legislation and 
must be rewritten to the new structure and requirements. 

Onsite  

The onsite visits and discussions identified a wide and varied understanding of all health 
and well-being areas and a lack of clarity on applying these. 

Action Required 

Create a new structure of Health and Well-Being Policy and Procedures as follows. 
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WHS Health & 
Well-Being 

Policy 
Required 

Procedure 
Required Description 

Health & 
Well-Being 
(including 
Health 
Surveillance, 
Pandemics, 
Noise, 
Manual 
Handling, 
Smoking, and 
Dealing with 

☑ ☑ 
Policy 

A single Health & Well-Being Policy should be created and include at least the following: 

• Commitment to the overarching Health & Well-Being of all workers in understanding 
and maintaining good health & lifestyle choices, along with recognising the impacts 
choices have on themselves and others. 

• Commitment to health screening & prevention for workers such as employee health 
screening, audiometric screening, eyesight screening, chemical & hazardous 
substance use screening, ergonomic assessments, and immunisation programs.  
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Violent 
Behaviour) 

 

 

• Commitment to a comprehensive Fit for Work Procedure that includes Drug & 
Alcohol, Prescription Drugs, Fatigue and Management of excessive driving. 

• Commitment to an Employee Assistance Program (EAP) for all workers. 

• Commitment to a program covering psychosocial hazards (as per WorkSafe Code of 
Practice), including stress, mental health, bullying, harassment and dealing with 
violent behaviour. 

• Commitment to a program of health and lifestyle initiatives such as Manual Handling, 
R U Ok etc. 

• Commitment to a health surveillance program on all workers, including new workers' 
health screening and ongoing health screening in areas such as audiometric testing 
or UV exposure. 

• Commitment to a smoke-free workplace (except in designated areas). 

• Commitment to the Shire handling any Pandemic or Government Health Directives. 

• A commitment to identifying hazards to health in the workplace, including 
establishing noise levels in workplaces and for powered machinery. 

• A commitment to pre-employment health screening to baseline workers' health. 

Procedure 

The following Health & Well-Being Procedures should be created. 

• A Health and Well-Being Framework  

 How a worker can understand the overall Health & Well-Being Framework 

 Consider terminology so all workers easily understand the framework. 

• A Health & Well-Being Overarching Procedure 

 How Health & Well-Being is approached in the Shire and how we will help all 
workers understand and maintain good health & lifestyle. 

• Commitment to a program of health and lifestyle initiatives. 
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 This should refer to the other Procedures under Health & Well-Being but focus on 
the Health & Well-Being Initiatives (such as the Shire intends to focus on different 
subjects at different times, and a calendar of initiatives will be developed and 
alerted through WHS noticeboards and online communications. 

 An initiative is something like the manual handling approach 

• A Health Surveillance Procedure 

 How Health Surveillance is done within the Shire and the areas it will cover.  

 How health screening & prevention will be managed and applied to all workers 
such as pre-employment health screening, audiometric screening, eyesight 
screening, chemical & hazardous substance use screening, ergonomic 
assessments, and immunisation programs 

 How will we establish audio hazards from workplaces and powered machinery, 
how will this be monitored, and what controls will be established for required PPE? 

 How we will put in place strict UV protection and enforce this through our PPE 
Policy and Procedure. 

 How we will achieve a Smoke-Free workplace (except in designated areas), how 
this will be enforced and how any breach will be handled. 

• A Pandemic Procedure 

 How will we activate and enforce protections for any pandemic or government 
health directives (making the existing COVID Policy more generic)? 

• A Fit for Work Procedure 

 How Fit for Work will be addressed, including Drug & Alcohol, Prescription Drugs, 
Fatigue and Management of excessive driving time. 

• A Psychosocial Hazard Procedure 

 How psychosocial hazards of stress, mental health, bullying, harassment and 
dealing with violent behaviours will be handled. 
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 How there is an Employee Assistance Program (EAP) for all workers and how to 
access it. 

• For all the above Procedures, define key responsibilities, including who does what 
and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• For all the above Procedures, define the workflow of who needs to be informed and 
when (this will be used to create electronic alerts). 

• For all the above Procedures, define how evidence of consultation with workers and 
evidence of competency training will be gathered. 

• For all the above Procedures, define how each one will be reviewed at least every 12 
months by the WHS Committee. 

• For all the above Procedures, include master (blank) copies of any forms and 
registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Manual Handling 

 
Manual Handling Management Policy  

This does not require a Manual Handling 
Policy. 

Manual Handling Procedure  

This is an initiative under Health & Well-Being 

 

(Please refer to Health & Well-Being for further information). 

The Manual Handling should be updated and become a Safe Working Procedure (SWP) 
rather than the main WHS Policy or WHS Procedure. 

Therefore, no improvements are listed. 

 

WHS Manual 
Handling 

Policy 
Required 

Procedure 
Required Description 

Manual 
Handling 

N/A N/A (Please refer to Health & Well-Being for further information). 
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Incident Reporting & Investigation  

 
Incident Reporting & Investigation 
Management Policy  

 

Incident Reporting & Investigation 
Procedure  

 

Source: Incident Reporting, Investigation and Management Procedure - OSH-26 

Policy Analysis  

There is no supplied WHS Incident Reporting & Investigation Management Policy 

 

Procedure Analysis 

The Procedure needs to be updated to change OHS references and OHS Legislation to WHS 
equivalent. 

Onsite  

The onsite discussions and site location visits identified a varied application and 
understanding of Incident Reporting, Investigation and Management depending on the 
locations. 

• Visits identified various buildings, structures, plant, and vehicles which had 
unreported damage.  

• It was unclear in some sections what a reportable incident is – particularly regarding 
first aid, near misses, physical asset damage, volunteers, and visitors. 

• It was unclear in some sections what the process of an incident investigation is. 

• There are different incident report forms and documents across the shire. Some 
incident reports are listed in a book or file and not reported further. 

Action Required 

Create a WHS Incident Reporting & Investigation Management Policy described below and 
an updated Procedure to WHS-compliant ones. 

WHS Incidents Policy 
Required 

Procedure 
Required Description 

Incident 
Reporting & 
Investigation 

☑ ☑ WHS Incident Reporting & Investigation Management Policy  
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• Scope of WHS Incident Reporting & Investigation Management Policy includes all 
Shire sites and locations and workers. 

A commitment with clear direction on reporting all incidents and investigating incidents 
with root cause analysis leads to improvement and a safer workplace for all. 

The overarching WHS Incident Reporting & Investigation Management Policy needs to be 
separated from the Procedure and contain the following: 

• A commitment that the Procedure will always align with the WHS Act 2020 (Division 
3 – Division 6) 

• A commitment that there will be a clear definition of an incident and that all incidents 
must be reported immediately. 

• A commitment that all incidents will be investigated by a suitably trained WHS 
incident investigation person.   

• A commitment to use the Procedures Matrix and Measures of Likelihood to rate the 
level of Procedures in all incidents. Refer to Appendix 2.  

• A commitment that Dangerous incidents and Notifiable incidents – as set out in the 
Work Health and Safety Act 2020 will be reported to the Regulator for Western 
Australia (Work Safe WA) within 12 hours of the incident. 

• A commitment that the Incident and investigation Procedure will reference and 
connect to the following: 

 Return to Work. 

 Injury Management.  

 First Aid. 

• The commitment is that all aspects of this WHS Incident Reporting & Investigation 
Management Policy and the Procedure will involve competency-based training for all 
relevant workers with documentation, transparency, and accessibility. 

• A Commitment that each notifiable and dangerous incident documentation will be 
kept and accessible for a minimum of 5 years from the date of the incident. 
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• The commitment is that this Policy will be reviewed annually by the HS Committee. 

WHS Incident Reporting & Investigation Procedure  

The WHS Incident Reporting & Investigation Procedure should be reviewed and 
updated to include the following: 

A revised WHS should be compliant and refer to the WHS Act 2020 and the WHS (General) 
Regulations 2022 and include the following: 

• In the Responsibilities and Obligations section – include all Workers  

• The Legislative list of notifiable incidents which require the CEO and the Safety 
Advisor to report to the Regulator for Western Australia (Work Safe WA) within 12 
hours of the incident is as follows: 

• Notifiable incidents: 

 The death of a person. 

 An incident that requires immediate treatment as an inpatient at a hospital. 

 Where immediate treatment is required for amputation, serious head injuries, 
serious eye injuries, serious burns, skin separation from underlying tissue, spinal 
injury, loss of bodily function, or serious lacerations. 

 Treatment that a medical practitioner requires within 48 hours of exposure to a 
substance. 

 Remote location injury that requires urgent transfer to a medical facility for 
treatment. 

 In incidents where a medical practitioner deems the injured/ill person will be 
prevented from undertaking their normal work duties for at least ten days after the 
day of the incident occurring. 

• Notifiable Dangerous incidents to include where there is exposure to: 

o an uncontrolled escape, spillage, or leakage of a substance; or 

o an uncontrolled implosion, explosion, fire; or 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  99 

  
 WHS Guidance to Create Management Policies and Procedures 

90 | P a g e  
 

o an uncontrolled escape of gas or steam; or 

o an uncontrolled escape of a pressurised substance; or 

o electric shock; or 

o the fall or release from a height of any plant, substance, or thing; or 

o the collapse, overturning, failure, or malfunction of, or damage to, any plant that is 
required to be authorised for use per the regulations; or 

o the collapse or partial collapse of a structure; or 

o the collapse or failure of an excavation or any shoring supporting an excavation; or 

o the inrush of water, mud, or gas in workings in an underground excavation or tunnel; 
or 

o the interruption of the main system of ventilation in an underground excavation or 
tunnel; or 

o any other event prescribed by the regulations, 

o   but does not include an incident of a prescribed kind. 

• Notifiable Prescribed Serious Illnesses to be included: 

 (a) any infection to which the carrying out of work is a significant contributing factor, 
including any infection reliably attributable to carrying out work  

 with micro-organisms. 

 That involves providing treatment or care to a person.  

 That involves contact with human blood or bodily substances; or (iv) that 
involves handling or contact with animals, animal hides, skins, wool or hair, 
animal carcasses or animal waste products. 

 (b) the following occupational zoonoses contracted in the course of work involving 
handling or contact with animals, animal hides, skins, wool or hair, animal carcasses 
or animal waste products. 

 Q fever 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  100 

  
 WHS Guidance to Create Management Policies and Procedures 

91 | P a g e  
 

 Anthrax 

 Leptospirosis 

 Brucellosis 

 Hendra Virus 

 Avian Influenza 

 Psittacosis 

• Define how these records of each notifiable incident will be kept for at least five years 
from the day of notice of the incident and be accessible. 

• Define how all incidents taking place at Shire Locations, land, or with physical assets 
or relating to workers will be reported  

• Define how the Shire will base the priority and resource allocation on the Procedures 
Matrix Measures of Likelihood score. Refer to appendix 2.   

• Define how the process for investigation of incidents and the roles involved should 
be outlined based on the Procedures rating and the directive outlined in the WHS 
Incident Reporting, Investigation, and Management Policy. Including: 

 The Responsible Officer or WHS Officer can take photos of the incident site to 
preserve evidence.  

 Statements from any witnesses involved must be taken and recorded with 
permission. 

• Consultation with the persons impacted by the incident and with the workers 
regarding the incident hazards Procedures and effectiveness of controls. 

• Define how communication of incidents and the effectiveness of controls should be 
communicated to all workers. 

• If an incident involves asbestos – the Asbestos Management Policy and Procedure 
should be referenced and followed in conjunction. 
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• Define how the Procedure should link all incidents to the Injury Management and 
Return to Work Policies and Procedures, which should have a section within this 
Procedure. 

• Define key responsibilities, including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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PPE – Personal Protective Equipment 

 
PPE Management Policy  

These are the overarching commitments and 
objectives of PPE within the organisation. 

PPE Procedure  

This is how it is applied to areas such as: 

• All office-based workers who go out to 
visit residents, businesses, or sites 

• All operational workers who work 
delivering services within the Shire 

• All office-based workers who visit or 
attend worksites or the operations 
areas. 

 

 

 

 

 

 

Source: Personal Protective Equipment Procedure - OSH-35 

Policy Analysis  

There is no existing PPE Management Policy. 

Procedure Analysis 

• The PPE (Personal Protective Equipment) Procedure has not been reviewed in the last 
twelve months (March 2021) and should be reviewed annually by the WHS 
committee. 

• It is a mixture of Policy and Procedure and should be clarified. 

• All references to OHS and OHS Legislation require changing to WHS. 

• Document analysis suggests that in some instances, the requirements to use PPE are 
not based on Procedures analysis and, in some areas, are even left to optional 
decisions by the supervisors or individuals. 

• Within Workers, it does not define workers as employees, contractors, volunteers, 
and visitors – as per WHS legislation. 

• The PPE Procedure is vague around key areas such as gloves, as shown via the number 
of associated incidents that can be prevented with the enforced use of gloves. 

Onsite  

The site visits and observations show a wide and varied application of PPE requirements 
across the Shire, and this need is re-established, tightened up and enforced. 

Action Required 

Create a PPE (Personal Protective Equipment) Policy and an updated Procedure as 
described below. 

WHS PPE Policy 
Required 

Procedure 
Required Description 

PPE ☑ ☑ Policy 
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This PPE (Personal Protective Equipment) Management Policy covers Shire workers 
(employees, contractors, volunteers, and visitors). The PPE Management Policy should 
include the following: 

• Commitment to the establishment, application, and enforcement of PPE across all 
Workers (no matter the job role). 

• The commitment is that all leaders will always demonstrate full PPE compliance. 

• The commitment that the requirement to wear all required PPE will be added to all 
role descriptions of workers. 

• The commitment is that this PPE Policy and Procedure will be the absolute minimum 
applied to all contractors. 

• The commitment is that all office-based staff will adhere to the PPE Procedure when 
outside the relevant administration facility.  

 Examples include when Admin-based staff: 

 Go on-site visits within the Shire. 

 Undertaking activities for Shire residents. 

 Going out to or visiting another Shire site or location (including going from 
depot admin to depot workshops). 

• The commitment is that all leaders will vigorously enforce PPE requirements. 

• The commitment is that all supplied PPE will meet relevant Australian Standards. 

• The commitment that all PPE clothing will be a minimum of factor 50+ (Ultraviolet 
Protection Factor) unless agreed upon and signed off by an Executive Director. 

• The commitment that the Shire will supply all required PPE to workers (other than 
Contractors who will be required to supply their PPE that meets the Shire 
requirements (as a minimum)). 

• The commitment is that no worker will be allowed to work on Shire activities without 
the minimum required PPE. 
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• The commitment that failure to adhere to PPE requirements will be treated as a 
disciplinary issue. 

Procedure 

The PPE (Personal Protective Equipment) Procedure should be reviewed to include the 
following: 

• All references changed to WHS Compliance. 

• Define Workers as employees, contractors, volunteers, and visitors  

• How PPE training on use will be delivered to all workers (via the WHS Induction & 
Site-Specific Inductions).  

• How no contractor will be allowed to work on a Shire site without appropriate PPE. 

• How PPE guidance will be displayed on all WHS Noticeboards and at relevant 
locations throughout the Shire. 

• List definitions on the following: 

 PPE (Personal Protective Equipment) – is the equipment used, substance (e.g., 
sunscreen) or clothing worn by workers to reduce the Procedures of illness or 
injury from exposure to workplace hazards.  

 Head Protection 

 Except for May, June, July, and August, a broad-brimmed (at least 7.5cm) 
hat, legionnaire, bucket, or frill neck style hat (covers the front and back of 
the neck) must be worn.  Hats are to be rated 50+ UPF or better and provide 
protection to the face, ears, neck, and head. 

 Where safety helmets (hard hats) are to be worn, these should have chin 
straps. Sun protection accessory fittings will be supplied as required and 
must be attached. 

 UV protection fly nets giving 40% UV protection will be supplied, providing 
no task-specific safety issues are identified. 

 Where the Shire of Mundaring stocks of hats is not suitable, a contribution 
allowance will be made for the purchase of hats for sun protection to 
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relevant employees up to a maximum value of $60 per annum per 
employee, providing that it complies with the specifications above. A valid 
purchase receipt must be provided with a reimbursement claim form. 

 Body Covering 

 Workers must meet the minimum standard of dress that meets Australian 
Standards and organisational requirements. 

 Workers who are either outdoor employees or office-based staff who are 
outdoors for a cumulative period of two hours (including driving to and 
from Shire locations) or more must: 

 Wear long-sleeved high, visibility shirts and trousers or Shorts. Shorts must be 
a minimum of factor 50+ (UPV) and be long shorts (just above the knee).  

 Rolling up long sleeves is not allowed unless a Procedures assessment has 
been done and signed off by a WHS Safety Representative. 

 Workers in higher-Procedures activities are not allowed to wear shorts at any 
time. Long trousers are compulsory. Higher Procedures activities include the 
following: 

 Where there may be a higher procedure of encountering snakes. 

 Operators of any plant or equipment. 

 Mechanical Operations. 

 Handling and using Chemicals or Hazardous substances. 

 Bushfire operations or prescribed burning. 

 Aquatic location workers are required to wear long-sleeved sun protection 
and appropriate shorts. 

 Eye Protection/ Face Shields: 

 In all areas where dust or particles fly around (workshops, storage sheds, 
chemical stores, operating plant or machinery, hot work etc.). 

 Safety glasses accessible are either clear or tinted. 
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 Safety Harness / Fall Protection. 

 These must be worn in all required activities when working above two 
metres or within a manufacturer’s handbook or 1.8 metres from a drop-off 
edge. 

 Gloves: 

 Gloves must be worn on all activities involving the operation of powered 
equipment, lifting/moving, or carrying any materials, working with any 
Chemicals or Hazardous Substance or any other activity where a 
Procedures assessment requires gloves.  

 Foot protection (safety shoes or boots): 

 Safety Boots or shoes must be worn on any Shire location with signed 
requirements or on-site or on-location visits. 

 Hearing protection (earplugs, earmuffs): 

 Hearing protection to the relevant Australian Standard must be worn in the 
operation of any powered equipment, visiting any Shire building or location 
where powered equipment can be used or where the decibels exceed the 
legislated standard. 

 Respiratory protection: 

 Suitable Australian Standard Respiratory protection is to be worn where 
there is a possibility of inhaling chemicals or dust from equipment 
operations. 

 When using any Chemical or Hazardous Substances. 

 Sunscreen (at least SPF 30+ Broad Spectrum): 

 Sunscreen is a requirement for all Shire workers who are outdoors. 

 Between September and April, sunscreen should be applied at least 20 
minutes before going outside (e.g., at a toolbox session, then be reapplied 
to exposed skin at least every two hours).  



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  107 

  
 WHS Guidance to Create Management Policies and Procedures 

98 | P a g e  
 

 High visibility vests must be worn where long-sleeved Shire clothing has not 
been supplied: 

 This includes any persons filling up with fuel at the Depot.  

 High visibility vests must be used if a worker has covered work clothing with 
a jumper or jacket. 

• Workers (including office-based staff) are required to adhere to PPE requirements if 
they are outdoors for more than two (2) hours in any 24 hours (including driving on 
Shire business to visit a Shire site or location) or if visiting another Shire location 
where PPE requirements are in place. (Workers in active sites such as the depot must 
always wear PPE). 

 There are no exceptions to the two-hour rule for any Shire Worker. 

• Shire WHS Representatives or the WHS Advisor must match the minimum required 
level of PPE for the location they are visiting. It should be noted that any member of 
the WHS team may (at any time) be called upon to visit any Shire location or Site. 
Therefore, they should have similar PPE to Outdoor Workers. 

• Workers issued with PPE are responsible for the following:  

 Using, maintaining, and storing the PPE appropriately. 

 Regularly inspecting their PPE for normal wear and tear (including holes in clothing) 
and for specific damage which may adversely affect the equipment’s effectiveness. 

 Arranging for the maintenance, sanitisation, or laundering of the PPE; and 
replacement as required through supervisors. 

• Define key responsibilities, including who does what and when (by Role): 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 
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• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Safe Use of Firearms 

 
Safe Use of Firearms Management Policy  

There is no Policy 

Safe Use of Firearms Procedure  

This should be a Safe Working Practice (SWP) 
rather than a Procedure. 

Source: Safe Use of Firearms and Ammunition Procedure - OSH-18 

The Safe Use of Firearms should be updated and become a Safe Working Procedure (SWP) 
rather than the main WHS Policy or WHS Procedure. 

Therefore, no improvements are listed. 
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Visitors  

 
Visitors Management Policy  

These are the overarching safety principles 
and commitments to all visitors. 

Visitors Procedure  

There are various types of visitors, and the 
Procedure defines how each type is handled 
safely.  

• Visitors who just come into the front 
counter and have a meeting with a 
worker. 

• Visitors who visit behind the front 
counter will always remain 
accompanied. 

• Visitors who may be left unattended. 

 

 

 

 

Source: Visitors Procedure - OSH-11 

Policy Analysis  

There is no existing Visitors Management Policy 

Procedure Analysis 

The Visitor’s Procedure has not been recently reviewed (November 2018) and should be 
reviewed annually by the WHS committee. 

• All references to OHS and OHS Legislation require changing to WHS. 

• There are additional points that will need to be added. 

• It does not record that the WHS committee has reviewed this and needs this added. 

• Within Workers, it does not define workers as employees, contractors, volunteers, 
and visitors – as per WHS legislation. 

The Procedure needs to be updated to change OHS references and OHS Legislation to WHS 
equivalent. 

Onsite  

The onsite visits and discussions identified a wide variance in how visitors are dealt with at 
different locations and no definition of different types of visitors and how to handle them. 

Action Required 

Create a Visitors Management Policy as described below and an updated Procedure. 

WHS Visitors Policy 
Required 

Procedure 
Required Description 

Visitors ☑ ☑ Policy 

A WHS Visitors Management Policy needs to be developed and contain the overarching 
commitments and objectives, including: 

• The commitment that visitors are regarded as workers (as per legislation). 
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• Commitment to visitor safety. 

• The commitment that there are different types of visitors to each Shire location or 
site, including: 

 Visitors who just come into a front counter/ location meet with a worker but do not 
go into any other part of the location or site. 

 Visitors who visit behind the front counter/location will always remain 
accompanied. 

 Visitors who may be left unattended within a Shire location or site. 

• The commitment that this Policy sets the absolute minimum requirements at all Shire 
locations and sites. 

Procedure 

The Visitor Procedure should be fully reviewed and updated to include the following: 

• How a visitor is defined as any person who attends a Shire location or Site that is not 
an employee at that specific location. (Elected members are visitors unless attending 
specific areas designated for Elected Members). 

• How visitors will be identified into three categories as follows: 

 Visitors who just come into a front counter/ location meet with a worker but do not 
go into any other part of the location or site. 

 Providing they come to a designated entry point that is safe from any work 
hazards, they can be treated as non-worker visitors and have no additional 
requirements. 

 Visitors who visit behind the front counter/location will always remain 
accompanied. 

 They are to complete a Site induction, register their details and evacuation 
directions, and wear any required PPE for the location being visited. 

 This includes employees’ children visiting the site, where the parent must take 
full responsibility. 
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 Visitors who may be left unattended within a Shire location or site. 

 They are regarded the same as any worker and must complete WHS Induction, 
Site induction and have relevant competency confirmed. 

 For all intents and purposes, they are a worker. 

 To avoid doubt, this includes contractors visiting the Shire who must be 
approved. Contractors will have to be registered as completing all WHS 
requirements and must wear site-specific PPE. 

 For clarity, a contractor visiting a Shire Office location must (as a minimum) 
have a high visibility vest and safety shoes. 

• Define key responsibilities, including who does what and when (by Role) 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training 
will be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Volunteers  

 
Volunteers Management Policy  

This is the overarching Policy on managing 
volunteers. 

 

Volunteers Procedure  

Various types of volunteers need to be 
included in the Procedure. 

• Volunteers who are financially 
supported by the organisation but by 
grant only. 

 They have no services or tools, or 
equipment from the Shire. They do 
not engage contractors or have any 
paid staff.  

 They might use a meeting room for 
once-a-month meetings. (where they 
must follow any building/room hire 
requirements). 

• Volunteers who work under the Shire 
banner at events or locations, and the 
Shire is the main operator or organiser. 

• Volunteers who utilise Shire services and 
tools/equipment. 

• Volunteers who are VBFB members. 

 

Source: No Procedure 

Policy Analysis  

There is no Volunteer Management Procedure. 

Procedure Analysis 

There is no Volunteer Management Procedure. 

Onsite  

The onsite visits and discussions identified volunteers as a complex area, which will require 
detailed consultation on this Policy & Procedure. 

Action Required 

Create a Volunteers Management Policy as described below and an updated Procedure. 
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WHS 
Volunteers 

Policy 
Required 

Procedure 
Required Description 

Volunteers ☑ ☑ Policy 

A WHS Volunteer Management Policy needs to be developed and contain the overarching 
commitments and objectives, including: 

• The commitment that volunteer safety is a key requirement for the Shire. 

• The commitment that the Shire recognises certain types of volunteers are subject to 
full requirements of the WHS Legislation and classed as workers. 

• Commitment to supporting volunteers and ensuring they are not exposed to hazards 
as far as reasonably practicable. 

• Commitment to recognising different types of volunteers have different WHS 
requirements, such as: 

 Volunteers financially supported by the organisation but only by grants create very 
little WHS responsibilities for the Shire. 

 Volunteers who work under the Shire banner at events or locations, and the Shire 
is the main operator or organiser. These volunteers are regarded as workers under 
WHS and must comply with all requirements. 

 Volunteers who utilise Shire services, tools, or equipment (except when leasing 
equipment, just like any community member). These volunteers are regarded as 
workers under WHS and must comply with all requirements. 

 Volunteers who are VBFB members. These volunteers are regarded as workers 
under WHS and must comply with all requirements. 

Procedure 

The WHS Volunteer Management Procedure should be created and include the following: 

• How volunteers are split into key categories to recognise the level of WHS 
requirements and Shire responsibilities. These categories can include: 
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 Volunteers who are financially supported by the organisation but by grant only 
create very little WHS responsibilities for the Shire as long as they: 

 Have no services or tools, or equipment from the Shire.  

 Do not engage contractors to work on Shire land or locations or have any paid 
staff.  

 Use a meeting room for once-a-month meetings. (Where they must follow any 
building/room hire requirements). 

 Volunteers who work under the Shire banner at events or locations, and the Shire 
is the main operator or organiser. These volunteers are regarded as workers under 
WHS and must comply with all requirements. 

 This includes library volunteers or Shire event volunteers, or similar. 

 Volunteers who utilise Shire services, tools or equipment (except when leasing 
equipment, just like any community member). These volunteers are regarded as 
workers under WHS and must comply with all requirements. 

 Volunteers who are VBFB members. These volunteers are regarded as workers 
under WHS and must comply with all requirements. 

• How each volunteer category will be handled, and WHs requirements are met? 

• Define key responsibilities, including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 
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• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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Working in Isolation 

 
Working in Isolation Management Policy  

These are the overarching principles and 
commitments of every worker who works in 
isolation or alone. 

 

Working in Isolation Procedure 

 

 

 

 

 

 

 

Source: Working in Isolation Procedures - OSH-04 

Policy Analysis  

There is no Working in Isolation Management Policy. 

Procedure Analysis 

The Working in Isolation Procedure has not been recently reviewed (August 2019) and 
should be reviewed annually by the WHS committee. 

• All references to OHS and OHS Legislation require changing to WHS. 

• There is a range of additional points that will need to be added. 

• It does not record that the WHS committee has reviewed this and needs this added. 

• Within Workers, it does not define workers as employees, contractors, volunteers, 
and visitors – as per WHS legislation. 

Onsite  

The onsite visits and discussions identified a range of workers who work alone or in 
isolation (in various sites and locations), and this Policy and Procedure need a thorough 
review. 

Action Required 

Create a revised Working in Isolation Management Policy and Procedure that covers all 
workers who can work in isolation or alone. 

WHS Working 
in Isolation 

Policy 
Required 

Procedure 
Required Description 

Working in 
Isolation ☑ ☑ Policy 

A WHS Working in Isolation Management Policy needs to be developed and contain the 
overarching commitments and objectives, including: 

• Commitment to recognising that working alone or in isolation affects multiple 
workers in multiple locations across the Shire. 
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• Commitment to protecting the work health and safety of all workers who carry out 
their duties alone or in isolation. Defined as follows: 

 Isolated – working on their own, cannot be seen or heard by another worker, or is 
not under regular supervision, including: 

 Any task for the Shire, including Rangers, Pool Inspectors, Building or Planning 
Officers, Operations Workers, Environmental Health Officers, Working from 
Home, working alone outside normal business hours, attending callouts, and 
driving a long distance. 

• The commitment applies to those with no direct contact or supervision. 

Procedure 

The Working in Isolation Procedure should be reviewed and updated to include the 
following: 

• How communication protocols are to be established to ensure the safety of the 
relevant workers. 

• How all activities involving working alone or in isolation will be Procedures Assessed 
by a trained Procedures Assessor (usually a member of the WHS team). 

• How the various factors are identified around each activity, such as: 

 The time the person may be working alone and the time of day. 

 Accessibility and means of communication. 

 The Procedures assessment of the work being undertaken. 

 The environmental factors. 

 Exposure or potential exposure to snakes, other wildlife, or animals such as dogs. 

 The competencies and characteristics of the person working alone. 

• Suitable controls must be in place; if the Procedures cannot be mitigated, the task 
cannot be undertaken. 
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• Workers working alone or in isolation will have a cross-checking system to ensure 
they are safe and well. 

• How areas with no cell phone cover will have a working two-way radio or another 
means of communication. 

• How an additional PPE assessment will be undertaken to add job-specific PPE to 
mitigate Procedures. 

• How will every Shire vehicle have a First Aid Kit and a Fire extinguisher if used by a 
Worker working alone or in Isolation? 

• How a guide will be created for any worker working alone or isolated, so they have a 
quick reference guide in the event of an incident. 

• Define key responsibilities, including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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WHS Governance & Audits  

 
WHS Governance & Audits (including WHS 
Committee, WHS Advisor, WHS 
Representatives, WHS Site Inspections & 
Audits) Management Policy  

These are the overarching principles and 
commitments to the governance of the WHS 
System. 

 

WHS Governance & Audits (including WHS 
Committee, WHS Advisor, WHS 
Representatives, WHS Site Inspections & 
Audits) Procedure 

 

 

 

 

 

 

 

Source: OSH Committee - Terms of Reference June 2019, OSH Representatives Procedures 
- OSH 23 

Policy Analysis  

There is no existing WHS Governance & Audit Management Policy. 

Procedure Analysis 

There is no existing WHS Governance & Audit Management Procedure. 

• The OSH Committee Terms of Reference have not been updated or reviewed within 
the last twelve months and should be reviewed annually by the HS committee. 

• All references to OHS and OHS Legislation require changing to WHS. 

• It does not record that the HS committee has reviewed this and needs this added. 

• Within Workers, it does not define workers as employees, contractors, volunteers, 
and visitors – as per WHS legislation. 

• A WHS Site Inspection is being used, but this requires updating to include all elements 
required. 

Onsite  

The site visits and discussions identified that WHS Governance requires clarification and 
additional information.  

• The HS Committee material shows the HS Committee requires further guidance to 
operate effectively.  

• There is no calendar of WHS Audits nor a compliant WHS site Inspection.  

• The WHS Representatives require further training and guidance as there is a wide 
variation of competencies and how these are applied. 

• There is a lack of understanding across the Shire on the roles of the HS Committee, 
the WHS Advisor and the HS Representatives. 

• There is a common misunderstanding that HS Representatives are a thankless task 
and cannot get anything done, which results in apathy towards these roles. 
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• There is no allocated time (per legislation) for HS Representatives to complete their 
role. 

• WHS implementation does not seem to be managed as a project, as it has a start, 
middle and end with all the requirements of the main project. 

Action Required 

Create a WHS Governance & audits Management Policy as described below and an 
updated Procedure. Re-train all WHS roles, including how the Committee should perform, 
how the WHS Advisor should perform and how HS Representatives should perform.  

WHS 
Governance & 
Audits 

Policy 
Required 

Procedure 
Required Description 

Governance 
& Audits ☑ ☑ Policy 

A WHS Management Policy on WHS Governance & Audits needs to be developed and 
contain the overarching commitments and objectives, including: 

• Commitment to having a WHS Committee where agenda and papers go out five 
business days before a meeting. (Good practice and allows it to become a standard). 

• A commitment that minutes and actions from the HS Committee will be distributed 
within two full business days and displayed at all locations on the WHS Noticeboards. 
(Good practice allows it to become a standard while demonstrating effective 
communication). 

• Commitment to having a compliant WHS Noticeboard at each Shire location. 

• Commitment to have established roles for a WHS Advisor/Officer and HS Safety 
Representative. 

• Commitment to having an ongoing WHS Improvement Plan. 

• Commitment to tracking WHS key performance indicators and reports at the HS 
Committee. 

• Commitment to a program of ongoing audits on WHS Compliance. 
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• Commitment to quarterly reports to the Shire audit committee on progress. 

Procedure 

The WHS Governance and Audit Procedure should be created and include the following: 

• How a calendar of bi-monthly site inspections is completed in each location by the HS 
Representatives: 

 The objective of workplace inspections is to identify, assess and eliminate or 
control hazards in the workplace. Regular inspections carried out diligently and 
identifying and eliminating or controlling the Procedures lead to higher standards 
of workplace health and safety and are key to preventing incidents and improving 
workplace safety culture. 

 Workplace (Site) Inspections should be carried out using a standard format by HS 
Representatives, at least on all Shire sites where workers (employees, contractors, 
volunteers, and visitors) are operating. 

• Define how the HS Committee meeting papers will be collated and distributed no 
later than five business days before a meeting. 

• Define how the HS Committee Chair and the WHS Advisor will agree on the 
minutes/actions from a WHS Committee. Then define how the WHS advisor will 
distribute these. 

• Define how each location will have a defined WHS noticeboard with a standard layout 
and relevant documents. 

 WHS noticeboards are to include the following:  

 Signed WHS Strategic Policy 

 Contact details of Fire Wardens, First Aid officers, HSRs, HS Committee 
members  

 Emergency response information such as the building emergency plan, 
emergency assembly point 

 HS Committee meeting minutes  



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  123 

  
 WHS Guidance to Create Management Policies and Procedures 

114 | P a g e  
 

 Safety alerts relevant to the local area (if any) 

 WHS legislative updates (if any)  

 Heading or title that identifies the WHS noticeboard. i.e., ‘WHS Noticeboard.’ 

 Yellow and white stripes on the side of the board  

 Subheadings denoting the relevant areas of the noticeboard, such as contacts, 
Emergency Policies and Procedures 

• Define full role descriptions for each of the key positions (example in Appendix 6) 
such as: 

 WHS Advisor / Officer 

 HS Representatives 

• Define how the WHS Improvement Plan will be tracked and reported by the WHS 
advisor. 

• Define what KPIs & reports will be issued to the HS committee. 

• Define a calendar of audits that shows when bi-monthly site inspections will occur 
and how an annual compliance audit will occur in key areas. 

• Must include how evidence of consultation with workers is done and how evidence 
of training to competency will be gathered. 

• How is this Procedure reviewed at least every 12 months by the HS Committee? 

• Include a master (blank) copy of any forms and registers. 

The HS Committee – Terms of Reference should be fully reviewed and updated to 
include the following:  

• References to OHS and OHS Legislation require changing to WHS references. 

• How the HS committee reviews this annually. 

• Within Workers, it does not define workers as employees, contractors, volunteers, 
and visitors – as per WHS legislation. 
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• Roles and responsibilities should be reviewed to ensure PCBU, Officers and Workers 
are covered. 

• Must include how evidence of consultation with workers is done and how evidence 
of training to competency will be gathered. 

Overall 

• Workflow of who needs to be informed and when (used to create electronic alerts) 

• Responsibilities defined including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• How evidence of consultation with workers and evidence of competency training will 
be gathered. 

• How is this Procedure reviewed at least every 12 months by the WHS Committee? 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 
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WHS Targets & Objectives  

 
WHS Targets & Objectives Management 
Policy  

These are the overarching principles and 
commitments to WHS target areas, 

 

WHS Targets & Objectives Procedure 

• WHS objectives and targets must be 
established to promote and maintain 
safety across all activities. 

• Each Line Manager is accountable for 
meeting these and reports on progress 
to the WHS Committee via the WHS 
Safety Representative.  

• WHS objectives and targets are essential 
to day-to-day operations, and every 
effort must be made to maintain these. 

• Objectives are to be based on the 
following: 

 The availability of physical and human 
resources to ensure the WHS 
objectives and targets are met. 

 Open and transparent consultation 
that encourages and enables continual 
improvement of the WHS System, WHS 
Culture and outcomes. 

WHS Targets to Include: 

Source:  

Policy Analysis  

There is no existing WHS Targets and Objectives Policy. 

Procedure Analysis 

There is no existing WHS Targets and Objectives Procedure. 

Onsite  

The onsite visits and discussions identified the need to hold leaders to account with clear 
WHS KPIs.  

Action Required 

Create a WHS Target and Objectives Policy and Procedure. 
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• Minimisation or nil Lost Time Injury (LTI) 

rate annually. 

• Site inspections are completed at each 
organisation location at least quarterly. 

• All corrective actions were completed 
within specified timeframes. 

• All Workers are to complete the WHS 
Induction annually. 

• Hazard and Procedures Reporting. 

• Incident Reporting. 

• Incident Investigations. 

• Emergency Management Drills are 
completed at least annually, and records 
maintained on the WHS system 

• Agreed WHS objectives and targets are 
added to individual job/role 
descriptions. 

 
WHS Targets & 
Objectives 

Policy 
Required 

Procedure 
Required Description 

Targets & 
Objectives ☑ ☑ Policy 

A WHS Targets and Objectives Management Policy needs to be developed and contain the 
overarching commitments and objectives, including: 

WHS Targets and Objectives Policy: 

• Lists what objectives will be measured (principles of WHS) that connect to the WHS 
Strategic Policy.  
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 An objective can be measured. 

• Lists (at least) 4-6 items that will have numerical measures (no actual numbers) 

• This Policy covers all Shire locations, land, and workers. 

Procedure 

The WHS Targets and Objectives Procedure should be created and include the following: 

• WHS objectives and targets were established to promote and maintain safety across 
all activities. 

• Each Line Manager is accountable for meeting these and reports on progress to the 
WHS Committee via the WHS Safety Representative.  

• Objectives are to be based on the following: 

 The availability of physical and human resources to ensure the WHS objectives and 
targets are met. 

 Open and transparent consultation that encourages and enables continual 
improvement of the WHS System, WHS Culture and outcomes. 

• Example Objectives: 

 Lists of the 'how' (the process) and the objectives and targets will be measured and 
how they will be reported (again, no numerical numbers). 

 Lists that all objectives and targets will be added to position descriptions. 

 Shows key steps of the implementation plan (no dates) - maybe step 1 will be, etc. 

 Contains the compulsory master reporting forms required from all areas of the 
Shire (to be completed and sent to WHS). 

 Lists that the HS Committee will set numerical target/s and that the actual number 
of targets is reviewed annually by the HS Committee. 

 Lists that anyone can raise a request to change the Procedure and add/alter 
numerical targets by raising a request via WHS Reps for the next scheduled HS 
Committee.  The HS Committee will then consider these. 
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• Example Numerical Targets: 

 Minimisation or nil Lost Time Injury (LTI) rate annually. 

 Site inspections are completed at each Shire location at least quarterly. 

 All corrective actions were completed within specified timeframes. 

 All Workers are to complete the WHS Induction annually. 

 Hazard and Procedures Reporting. 

 Incident Reporting. 

 Incident Investigations. 

 Emergency Management drills are completed at least annually, and records are 
maintained in the WHS system. 

• Define key responsibilities, including who does what and when (by Role). 

 As a minimum: 

 HS Committee. 

 WHS Advisor. 

 HS Representatives. 

 Workers. 

• Define the workflow of who needs to be informed and when (this will be used to 
create electronic alerts). 

• How this Procedure will be reviewed at least every 12 months by the WHS 
Committee. 

• Include a master (blank) copy of any forms and registers. 

• If required, develop the reporting Key Performance Indicators (KPIs) for Management 
reports. 

• Agreed WHS objectives and targets are added to individual job/ role descriptions. 
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Appendix 1 – Contractors 
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Appendix 2 – Procedures Matrix 
 

MEASURES OF LIKELIHOOD 

Level Rating Description Frequency 

5 Almost Certain The event is expected to occur in most circumstances More than once per year 

4 Likely The event will probably occur in most circumstances At least once per year 

3 Possible The event should occur at some time At least once in 3 years 

2 Unlikely The event could occur at some time At least once in 10 years 

1 Rare The event may only occur in exceptional circumstances Less than once in 15 years 
 

PROCEDURES MATRIX 

Consequence Insignificant Minor Moderate Major Extreme 

Likelihood 1 2 3 4 5 

Almost Certain 5 Moderate (5) High (10) High (15) Extreme (20) Extreme (25) 

Likely 4 Low (4) Moderate (8) High (12) High (16) Extreme (20) 

Possible 3 Low (3) Moderate (6) Moderate (9) High (12) High (15) 

Unlikely 2 Low (2) Low (4) Moderate (6) Moderate (8) High (10) 

Rare 1 Low (1) Low (2) Low (3) Low (4) Moderate (5) 
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Appendix 3 – High-Procedures Work Licences Examples 
 

Example, High-Procedures work and classes of high-Procedures work that require licences 

Basic, Intermediate and Advanced Scaffolding. Materials Hoist. 

Dogging. Personnel and Materials Hoist. 

Basic, Intermediate and Advanced Rigging Boom-type Elevating Work Platform. 

Tower Crane. Concrete Placing Boom. 

Self-erecting Tower Crane. Reach stacker < 3T. 

Derrick Crane. Forklift Truck.  

Portal Boom Crane. Order- Picking Forklift Truck. 

Bridge and Gantry Crane Standard Boiler Operation. 

Vehicle Loading Crane. Advanced Boiler Operation, 

Non-Slewing Mobile Crane Steam Turbine Operation. 

Slewing Mobile Crane - up to 20 tonnes, 60 tonnes, 
and 100 tonnes. Reciprocating Steam Engine 
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Appendix 4 – Hierarchy of Controls  
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Appendix 5 – Hazard Process Flow 
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Appendix 6 – Role Activities 
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Appendix 7 – Overview of Contractor Management Required Activities 

 

  



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  143 

  
 Appendices 

134 | P a g e  
 

Appendix 8 – Comparison to LGIS Improvement Plan Reference Numbers 
 

Delivering Outcomes Comparison to LGIS Improvement Plan 

Key Area Delivering Outcomes Report Section LGIS Action Plan Reference Number  

WHS Strategic Policy Policies & Procedures Section 1, 2, 3, 4 & 5 

WHS Management Policies:  
Contractor Procurement / Contracts and Compliance 
Management Policy  

Policies & Procedures Section 6, 7, 12 

WHS Management Policies:  
Emergency Management Policy (Including Emergency Act 
and maintaining emergency equipment)  

Policies & Procedures Section 8, 12 

WHS Management Procedure: 
WHS System – Document Standards Procedure 

Policies & Procedures Section 9, 10, 11, 12, 13, 29, 30 

WHS Management Procedure: 
Chemical & Hazardous Substance Procedure 

Policies & Procedures Section 8, 12, 22 

WHS Management Procedure: 
Competency Identification, Induction, Training and 
Evaluation Procedure 

Policies & Procedures Section 12, 16, 17, 24, 25, 26, 27, 28 

WHS Management Procedure: 
Contractor Procurement and Contractor Procedure 

Policies & Procedures Section 6 & 7, 12, 15, 22 

WHS Management Procedure: 
Emergency Management Plan Procedure (including 

Policies & Procedures Section 8, 12 



Attachment 1 to Report 7.1 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  144 

 
 Appendices 

135 | P a g e  
 

evacuation exercises, maps, signage, roles, and 
equipment maintenance) 

WHS Management Procedure: 
Hazard and Risk Management Procedure (This to include 
Permit to Work for Hot Work, Confined Spaces & Working 
at Heights) 

Policies & Procedures Section 12, 14, 17, 18, 19, 20, 21, 22, 23 

WHS Management Procedure: 
Incident Reporting & Investigation Management 
Procedure  

Policies & Procedures Section 12, 24 
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Shire of Mundaring WHS Action Plan 

Start: 16/01/2023 Display: Daily

End: 29/01/2025 Week: 1

Today: 23/02/2023 1% Show Overdue: No

1 Governance & Project Establishment 16/01/2023 16/01/2023 4/01/2024 251

1.1 WHS Senior Project Lead In Place Garry 16/01/2023 2 100% 16/01/2023 6/02/2023 15

1.2 Project Plan & Approach Finalised Jeannine 7/02/2023 4 70% 7/02/2023 13/02/2023 5

1.3 Communication Plan finalised & agreed with WHS Chair Jeannine 14/02/2023 3 0% 14/02/2023 17/02/2023 4

1.4 WHS Noticeboards Sourced (Inc. materials) Monika 9/02/2023 1 50% 9/02/2023 9/02/2023 1

1.5 Training for WHS Chair & Executive Amanda 30/03/2023 1 0% 30/03/2023 30/03/2023 1

1.6 Training for WHS Committee Amanda 30/03/2023 1 0% 30/03/2023 30/03/2023 1

1.7 Training for WHS Advisor & WHS Project Officer Amanda 30/03/2023 2 50% 30/03/2023 31/03/2023 2

1.8
Training WHS Safety Representatives ( Inc on ground 
coaching) Amanda 30/03/2023 5 50% 30/03/2023 5/04/2023 5

1.9
Awareness and Training for Managers & Coordinators (split 
into two groups) Amanda 23/03/2023 2 0% 23/03/2023 24/03/2023 2

1.10
Awareness and Training for Supervisors (split into three 
groups) Amanda 23/03/2023 2 0% 23/03/2023 24/03/2023 2

1.11 WHS Noticeboards in Place Monika 24/02/2023 2 50% 24/02/2023 25/02/2023 2

1.12

Discussion & agreement on how training & competency will 
be captured with People & Culture Manager Jeannine 28/04/2023 3 0% 28/04/2023 2/05/2023 3

1.13
A Contractor & Procurement dedicated resource sourced

Garry / Stan 6/03/2023 10 0% 6/03/2023 18/03/2023 10

1.14
Detailed WHS Advisor & WHS Project Officer training on 
creating Policies and Procedures Amanda 13/02/2023 2 0% 13/02/2023 15/02/2023 2

1.15
Agree initial Communication Messages on WHS with WHS 
Chair and CEO Jeannine 6/03/2023 1 0% 6/03/2023 7/03/2023 1

1.16
CEO delivers organisation wide message on WHS, 
Commitment, Responsibilities and Approach Jonathan 13/03/2023 1 0% 13/03/2023 14/03/2023 1

1.17
Initial WHS Committee Meeting - Establishing how it needs to 
operate, reviewing next steps and agreeing plan Garry 10/03/2023 3 0% 10/03/2023 14/03/2023 3

1.18 WHS Project Quarterly Status Report (Quarter 1) Amanda 10/06/2023 3 0% 10/06/2023 14/06/2023 3

1.19 WHS Project Quarterly Status Report (Quarter 2) Amanda 10/09/2023 3 0% 10/09/2023 14/09/2023 3

1.20 WHS Project Quarterly Status Report (Quarter 3) Amanda 10/12/2023 3 0% 10/12/2023 14/12/2023 3

1.21 WHS Project Quarterly Status Report (Quarter 4) Amanda 3/01/2024 2 0% 3/01/2024 4/01/2024 2

2 WHS Strategic Policy 16/02/2023 16/02/2023 17/03/2023 22

2.1
Draft WHS Strategic Policy is reviewed & approved by WHS 
Chair & CEO Amanda 16/02/2023 1 100% 16/02/2023 16/02/2023 1

2.2 CEO Draft placed on WHS notice boards Monika 20/02/2023 2 100% 20/02/2023 22/02/2023 2

2.3 Draft submitted to Governance for Council approval Garry 14/03/2023 1 50% 14/03/2023 14/03/2023 1

2.4 Council approval process completed Garry 14/03/2023 1 0% 14/03/2023 14/03/2023 1

2.5
Council approved version updated on WHS notice boards

Amanda 17/03/2023 1 0% 17/03/2023 17/03/2023 1

3  Hazard & Risk Policy & Procedure  -  -  - 

3.1 Draft the Management Policy & Procedure Amanda 13/02/2023 10 0% 13/02/2023 25/02/2023 10

3.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

3.2.1 Out for consultation & gather feedback WHS Reps 1/03/2023 12 0% 1/03/2023 16/03/2023 12

3.2.2 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 7 0% 31/03/2023 8/04/2023 7

3.3 Create your roll out Plan Amanda 3/04/2023 5 0% 3/04/2023 8/04/2023 5

3.3.1 Training & Competency Amanda 10/04/2023 24 0% 10/04/2023 12/05/2023 24

3.3.2 Organisational wide hazard identification  Amanda 12/05/2023 18 0% 12/05/2023 6/06/2023 18

3.3.3 Activate full Policy & Procedure Amanda 15/05/2023 2 0% 15/05/2023 17/05/2023 2

3.3.4 Ongoing review to check understanding & Compliance Amanda 17/05/2023 365 0% 17/05/2023 10/10/2024 365

4 Incident Reporting & Investigation  -  -  - 

4.1 Draft the Management Policy & Procedure Amanda 23/02/2023 7 0% 23/02/2023 3/03/2023 7

4.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

Task Start
Task 

Duration

Priority
Work 
Days

Start End
%

Done
Work DaysWBS Task Assign To

Start
Date
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4.3 Out for consultation & gather feedback WHS Reps 1/03/2023 13 0% 1/03/2023 17/03/2023 13

4.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 7 0% 31/03/2023 8/04/2023 7

4.5 Create your roll out Plan Amanda 3/04/2023 5 0% 3/04/2023 8/04/2023 5

4.6 Training & Competency Amanda 10/04/2023 24 0% 10/04/2023 12/05/2023 24

4.7 Activate full Policy & Procedure Amanda 15/05/2023 2 0% 15/05/2023 17/05/2023 2

4.8 Ongoing review to check understanding & Compliance Amanda 17/05/2023 365 0% 17/05/2023 10/10/2024 365

5 PPE - Personal Protective Equipment  -  -  - 

5.1 Draft the Management Policy & Procedure Monika 13/02/2023 7 0% 13/02/2023 22/02/2023 7

5.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

5.3 Out for consultation & gather feedback WHS Reps 3/03/2023 11 0% 3/03/2023 17/03/2023 11

5.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 5 0% 31/03/2023 6/04/2023 5

5.5 Create your roll out Plan Monika 31/03/2023 7 0% 31/03/2023 8/04/2023 7

5.6 Training & Competency Monika 7/04/2023 18 0% 7/04/2023 2/05/2023 18

5.7 Activate full Policy & Procedure Monika 1/05/2023 2 0% 1/05/2023 3/05/2023 2

5.8 Ongoing review to check understanding & Compliance Amanda 3/05/2023 365 0% 3/05/2023 26/09/2024 365

6 Competency Identification, Induction, Evaluation &Training  -  -  - 

6.1 Draft the Management Policy & Procedure Amanda 3/04/2023 12 0% 3/04/2023 19/04/2023 12

6.2 Initial review & education with WHS Committee WHS Committee 28/04/2023 1 0% 28/04/2023 28/04/2023 1

6.3 Out for consultation & gather feedback WHS Reps 1/05/2023 12 0% 1/05/2023 17/05/2023 12

6.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/05/2023 1 0% 31/05/2023 31/05/2023 1

6.5 Create your roll out Plan Amanda 1/06/2023 7 0% 1/06/2023 9/06/2023 7

6.6 Training & Competency Amanda 8/06/2023 17 0% 8/06/2023 30/06/2023 17

6.7 Activate full Policy & Procedure Amanda 30/06/2023 4 0% 30/06/2023 6/07/2023 4

6.8 Ongoing review to check understanding & Compliance Amanda 4/07/2023 365 0% 4/07/2023 26/11/2024 365

7 Asset Safety  -  -  - 

7.1 Draft the Management Policy & Procedure Amanda 1/03/2023 10 0% 1/03/2023 14/03/2023 10

7.2 Initial review & education with WHS Committee WHS Committee 31/03/2023 1 0% 31/03/2023 31/03/2023 1

7.3 Out for consultation & gather feedback WHS Reps 3/04/2023 12 0% 3/04/2023 19/04/2023 12

7.4 Finalise Policy & Procedure & Give Feedback WHS Committee 28/04/2023 7 0% 28/04/2023 6/05/2023 7

7.5 Create your roll out Plan Amanda 1/05/2023 5 0% 1/05/2023 6/05/2023 5

7.6 Training & Competency Amanda 8/05/2023 19 0% 8/05/2023 2/06/2023 19

7.7 Activate full Policy & Procedure Amanda 29/05/2023 2 0% 29/05/2023 31/05/2023 2

7.8 Ongoing review to check understanding & Compliance Amanda 1/06/2023 365 0% 1/06/2023 25/10/2024 365

8 Chemicals & Hazardous Substances  -  -  - 

8.1 Draft the Management Policy & Procedure Amanda 14/03/2023 10 0% 14/03/2023 25/03/2023 10

8.2 Initial review & education with WHS Committee WHS Committee 31/03/2023 1 0% 31/03/2023 31/03/2023 1

8.3 Out for consultation & gather feedback WHS Reps 3/04/2023 12 0% 3/04/2023 19/04/2023 12

8.4 Finalise Policy & Procedure & Give Feedback WHS Committee 28/04/2023 7 0% 28/04/2023 6/05/2023 7

8.5 Create your roll out Plan Amanda 1/05/2023 5 0% 1/05/2023 6/05/2023 5

8.6 Training & Competency Amanda 8/05/2023 19 0% 8/05/2023 2/06/2023 19

8.7 Activate full Policy & Procedure Amanda 29/05/2023 2 0% 29/05/2023 31/05/2023 2

8.8 Ongoing review to check understanding & Compliance Amanda 1/06/2023 365 0% 1/06/2023 25/10/2024 365

9 Contractors - WHS Procurement, Contracts, Compliance & Monitoring  -  -  - 

9.1 Draft the Management Policy & Procedure Amanda 29/03/2023 10 0% 29/03/2023 11/04/2023 10

9.2 Initial review & education with WHS Committee WHS Committee 28/04/2023 1 0% 28/04/2023 28/04/2023 1

9.3 Out for consultation & gather feedback WHS Reps 1/05/2023 12 0% 1/05/2023 17/05/2023 12

9.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/05/2023 7 0% 31/05/2023 8/06/2023 7

9.5 Create your roll out Plan Amanda 1/06/2023 5 0% 1/06/2023 7/06/2023 5

9.6 Training & Competency Amanda 8/06/2023 19 0% 8/06/2023 5/07/2023 19
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9.7 Activate full Policy & Procedure Amanda 30/06/2023 4 0% 30/06/2023 6/07/2023 4

9.8 Ongoing review to check understanding & Compliance Amanda 4/07/2023 365 0% 4/07/2023 26/11/2024 365

10 Visitor Management  -  -  - 

10.1 Draft the Management Policy & Procedure Monika 6/02/2023 10 0% 6/02/2023 18/02/2023 10

10.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

10.3 Out for consultation & gather feedback WHS Reps 1/03/2023 13 0% 1/03/2023 17/03/2023 13

10.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 7 0% 31/03/2023 8/04/2023 7

10.5 Create your roll out Plan Monika 3/04/2023 5 0% 3/04/2023 8/04/2023 5

10.6 Training & Competency Monika 7/04/2023 19 0% 7/04/2023 3/05/2023 19

10.7 Activate full Policy & Procedure Monika 28/04/2023 4 0% 28/04/2023 3/05/2023 4

10.8 Ongoing review to check understanding & Compliance Amanda 2/05/2023 365 0% 2/05/2023 25/09/2024 365

11 Health & Well-Being  -  -  - 

11.1 Draft the Management Policy & Procedure Amanda 23/03/2023 10 0% 23/03/2023 5/04/2023 10

11.2 Initial review & education with WHS Committee WHS Committee 31/03/2023 1 0% 31/03/2023 31/03/2023 1

11.3 Out for consultation & gather feedback WHS Reps 3/04/2023 12 0% 3/04/2023 19/04/2023 12

11.4 Finalise Policy & Procedure & Give Feedback WHS Committee 28/04/2023 7 0% 28/04/2023 6/05/2023 7

11.5 Create your roll out Plan Amanda 1/05/2023 5 0% 1/05/2023 6/05/2023 5

11.6 Training & Competency Amanda 8/05/2023 19 0% 8/05/2023 2/06/2023 19

11.7 Activate full Policy & Procedure Amanda 29/05/2023 4 0% 29/05/2023 2/06/2023 4

11.8 Ongoing review to check understanding & Compliance Amanda 1/06/2023 365 0% 1/06/2023 25/10/2024 365

12 Working in Isolation  -  -  - 

12.1 Draft the Management Policy & Procedure Monika 13/03/2023 10 0% 13/03/2023 25/03/2023 10

12.2 Initial review & education with WHS Committee WHS Committee 31/03/2023 1 0% 31/03/2023 31/03/2023 1

12.3 Out for consultation & gather feedback WHS Reps 3/04/2023 12 0% 3/04/2023 19/04/2023 12

12.4 Finalise Policy & Procedure & Give Feedback WHS Committee 28/04/2023 7 0% 28/04/2023 6/05/2023 7

12.5 Create your roll out Plan Monika 1/05/2023 5 0% 1/05/2023 6/05/2023 5

12.6 Training & Competency Monika 8/05/2023 19 0% 8/05/2023 2/06/2023 19

12.7 Activate full Policy & Procedure Monika 29/05/2023 4 0% 29/05/2023 2/06/2023 4

12.8 Ongoing review to check understanding & Compliance Amanda 1/06/2023 365 0% 1/06/2023 25/10/2024 365

13 Emergency Management  -  -  - 

13.1 Draft the Management Policy & Procedure Amanda 10/06/2023 10 0% 10/06/2023 23/06/2023 10

13.2 Initial review & education with WHS Committee WHS Committee 28/06/2023 1 0% 28/06/2023 28/06/2023 1

13.3 Out for consultation & gather feedback WHS Reps 1/07/2023 12 0% 1/07/2023 19/07/2023 12

13.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/07/2023 7 0% 31/07/2023 10/08/2023 7

13.5 Create your roll out Plan Amanda 1/08/2023 5 0% 1/08/2023 8/08/2023 5

13.6 Training & Competency Amanda 8/08/2023 19 0% 8/08/2023 1/09/2023 19

13.7 Activate full Policy & Procedure Amanda 30/08/2023 4 0% 30/08/2023 2/09/2023 4

13.8 Ongoing review to check understanding & Compliance Amanda 4/09/2023 365 0% 4/09/2023 29/01/2025 365

14 WHS Governance & Audits  -  -  - 

14.1 Draft the Management Policy & Procedure Amanda 23/01/2023 10 75% 23/01/2023 4/02/2023 10

14.2 Initial review & education with WHS Committee WHS Committee 19/02/2023 1 0% 19/02/2023 21/02/2023 1

14.3 Out for consultation & gather feedback WHS Reps 24/02/2023 12 0% 24/02/2023 11/03/2023 12

14.4 Finalise Policy & Procedure & Give Feedback WHS Committee 15/03/2023 7 0% 15/03/2023 23/03/2023 7

14.5 Create your roll out Plan Amanda 24/03/2023 5 0% 31/03/2023 6/04/2023 5

14.6 Training & Competency Amanda 7/04/2023 19 0% 7/04/2023 3/05/2023 19

14.7 Activate full Policy & Procedure Amanda 2/05/2023 4 0% 2/05/2023 5/05/2023 4

14.8 Ongoing review to check understanding & Compliance Amanda 5/05/2023 365 0% 5/05/2023 28/09/2024 365

15 Code of Conduct  -  -  - 

15.1 Draft the Management Policy & Procedure Monika 13/02/2023 10 0% 13/02/2023 25/02/2023 10
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15.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

15.3 Out for consultation & gather feedback WHS Reps 1/03/2023 13 0% 1/03/2023 17/03/2023 13

15.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 7 0% 31/03/2023 8/04/2023 7

15.5 Create your roll out Plan Monika 3/04/2023 5 0% 3/04/2023 8/04/2023 5

15.6 Training & Competency Monika 7/04/2023 19 0% 7/04/2023 3/05/2023 19

15.7 Activate full Policy & Procedure Monika 28/04/2023 4 0% 28/04/2023 3/05/2023 4

15.8 Ongoing review to check understanding & Compliance Amanda 2/05/2023 365 0% 2/05/2023 25/09/2024 365

16 Volunteer Management  -  -  - 

16.1 Draft the Management Policy & Procedure Monika 17/03/2023 11 0% 17/03/2023 31/03/2023 11

16.2 Initial review & education with WHS Committee WHS Committee 31/03/2023 1 0% 31/03/2023 31/03/2023 1

16.3 Out for consultation & gather feedback WHS Reps 3/04/2023 13 0% 3/04/2023 20/04/2023 13

16.4 Finalise Policy & Procedure & Give Feedback WHS Committee 28/04/2023 7 0% 28/04/2023 6/05/2023 7

16.5 Create your roll out Plan Monika 1/05/2023 5 0% 1/05/2023 6/05/2023 5

16.6 Training & Competency Monika 8/05/2023 19 0% 8/05/2023 2/06/2023 19

16.7 Activate full Policy & Procedure Monika 29/05/2023 4 0% 29/05/2023 2/06/2023 4

16.8 Ongoing review to check understanding & Compliance Amanda 1/06/2023 365 0% 1/06/2023 25/10/2024 365

17 WHS Targets & Objectives  -  -  - 

17.1 Draft the Management Policy & Procedure Amanda 18/04/2023 7 0% 18/04/2023 26/04/2023 7

17.2 Initial review & education with WHS Committee WHS Committee 28/04/2023 1 0% 28/04/2023 28/04/2023 1

17.3 Out for consultation & gather feedback WHS Reps 1/05/2023 13 0% 1/05/2023 18/05/2023 13

17.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/05/2023 7 0% 31/05/2023 8/06/2023 7

17.5 Create your roll out Plan Amanda 1/06/2023 5 0% 1/06/2023 7/06/2023 5

17.6 Training & Competency Amanda 8/06/2023 19 0% 8/06/2023 5/07/2023 19

17.7 Activate full Policy & Procedure Amanda 30/06/2023 4 0% 30/06/2023 6/07/2023 4

17.8 Ongoing review to check understanding & Compliance Amanda 4/07/2023 365 0% 4/07/2023 26/11/2024 365

18 Asbestos Management  -  -  - 

18.1 Draft the Management Policy & Procedure Amanda 20/02/2023 8 0% 20/02/2023 2/03/2023 8

18.2 Initial review & education with WHS Committee WHS Committee 28/02/2023 1 0% 28/02/2023 28/02/2023 1

18.3 Out for consultation & gather feedback WHS Reps 1/03/2023 13 0% 1/03/2023 17/03/2023 13

18.4 Finalise Policy & Procedure & Give Feedback WHS Committee 31/03/2023 7 0% 31/03/2023 8/04/2023 7

18.5 Create your roll out Plan Amanda 3/04/2023 5 0% 3/04/2023 8/04/2023 5

18.6 Training & Competency Amanda 7/04/2023 19 0% 7/04/2023 3/05/2023 19

18.7 Activate full Policy & Procedure Amanda 28/04/2023 4 0% 28/04/2023 3/05/2023 4

18.8 Ongoing review to check understanding & Compliance Amanda 2/05/2023 365 0% 2/05/2023 25/09/2024 365

19 LGIS  -  -  - 

19.1 Implement a Legislation Register Monika 20/12/2022 75% 20/12/2022 20/12/2022 1

19.2 Register with Dept of Mines & Worksafe (for updates) Amanda 1/04/2022 100% 1/04/2022 1/04/2022 1

19.3 Explore options for Safety Management Software System Amanda 9/09/2022 50% 9/09/2022 9/09/2022 1

19.4
Develop WHS Management Plan - Targets & Objectives 
2022/23

Amanda 6/06/2022 100% 6/06/2022 7/06/2022 1

19.5
Review Contractor Management information (ensure it 
includes/captures WHS information)

Amanda 1/07/2023 1/07/2023 4/07/2023 1

19.6 Creation of electronic forms Monika 1/05/2023 1/05/2023 2/05/2023 1

19.7
Review Volunteers WHS information & identify gaps/develop 
& implement remedies

TBA  -  -  - 

19.8
Review Purchasing Procedure to ensure risk management 
(hazard materials control) is included

TBA

19.9 Review/improve/streamline WHS intranet site Monika 21/12/2022 75% 21/12/2022 21/12/2022 1

19.10 Survey workers annually about consultation arrangements Amanda 4/10/2022 100% 4/10/2022 4/10/2022 1

19.11
Ensure results of surveys are discussed and actioned at WHS 
Committee meetings

Amanda 18/10/2022 100%
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19.12
Include risk management induction & confirm information is 
included on induction checklist

Amanda 16/05/2022 100% 16/05/2022 17/05/2022 1

19.13
WHS included on the Agenda at meetings (included as part of 
the WHS Management Plan - Targets & Objectives 2022/23)

Amanda 5/05/2022 80%

19.14 Ensure SWMS are available for all high risk work activities Amanda 12/11/2021 75% 12/11/2021 12/11/2021 1

19.15
Review SWP / develop documents required for various work 
areas or activities across the Shire

TBA  -  -  - 

19.16
Review all sites' hazardous & chemical substances registers / 
SDS to ensure currency & compliance

Monika 14/10/2022 50% 14/10/2022 14/10/2022 1

19.17
Review / complete Risk Assessments for identified hazardous 
& chemical substances

Monika 14/10/2022 50% 14/10/2022 14/10/2022 1

19.18
Review labelling & storage of hazardous & chemical 
substances

Amanda 5/12/2022 100%

19.19
Followup action from review of labelling & storage of 
hazardous & chemical substances

Amanda 2/02/2023 0%

19.20
Develop a feedback form for workers to complete/submit to 
the Shire after completing external training

Amanda 100%  -  -  - 

19.21

Review/implement document control procedure/process 
that details provisions for version control that ensures 
employees are always accessing the most current version of 
WHS documentation

TBA  -  -  - 

19.22

Review where documents & information are filed & stored 
across service areas & implement a file structure that is 
consistent & accessible

TBA  -  -  - 

19.23 External WHS Audit - undertake tender process Amanda 100%  -  -  - 

19.24 Undertake WHS Audit process Amanda 100%  -  -  - 

19.25
Develop an organisational level matrix that identifies training 
requirements

Amanda  -  -  - 

20 Worker's Compensation / Injury Management  -  -  - 

20.1 Draft the Management Policy & Procedure Amanda 1/05/2023

20.2 Initial review & education with WHS Committee WHS Committee  -  -  - 

20.3 Out for consultation & gather feedback WHS Reps  -  -  - 

20.4 Finalise Policy & Procedure & Give Feedback WHS Committee  -  -  - 

20.5 Create your roll out Plan Amanda  -  -  - 

20.6 Training & Competency Amanda  -  -  - 

20.7 Activate full Policy & Procedure Amanda  -  -  - 

20.8 Ongoing review to check understanding & Compliance Amanda  -  -  - 

20.9 Paper to ELT on Notifiable Incidents  Amanda 
20.1 Review online contractor induction Amanda 

 -  -  - 

 -  -  - 

 -  -  - 
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7.2 Policy Review - Work Health and Safety Policy 

 
 

File Code GV.OPP 1 

Author Amanda Gradisen, OSH Officer  

Senior Employee Garry Bird, Director Corporate Services  

Disclosure of Any 
Interest 

Nil 

Attachments 1. Draft Work Health and Safety Policy ⇩  

2. OSH-01 Occupational Health and Safety Policy ⇩   

 
  

SUMMARY 

As a result of new legislation, the Occupational Health and Safety Policy has been 
reviewed and a replacement draft Work Health and Safety (WHS) Policy prepared, which 
is presented for adoption (Attachment 1).  

The draft WHS Policy includes overarching roles and responsibilities, an updated definition 
of worker and commitments in relation to worker safety to align with new legislation and 
Shire values. 

BACKGROUND 

The draft WHS policy was presented to the 24 January 2023 Ordinary Council Meeting as 
a means of expediting the adoption of this policy, to allow for the associated supporting 
policies and procedures to be developed with a degree of certainty. At this meeting, 
Council resolved (C9.01.23) as follows; 

“That Council refer the updated Work Health and Safety (WHS) Policy (Attachment 
1) to the Audit and Risk Committee to be considered at the 28 February 2023 
meeting.” 

The reason for the change was “To utilise the knowledge and expertise of the Audit and 
Risk Committee to review the policy within the context of the external audit findings”. 

OSH-01 Occupational Health and Safety Policy was last reviewed and adopted in 
December 2017 (Attachment 2). 

On 31 March 2022 the Work Health and Safety Act 2020 and Work Health and Safety 
(General) Regulations 2022 came into effect, which has resulted in a number of changes 
to the WHS environment. These include the introduction of psychosocial health; the 
broadening of the definition of worker which was previously based on the employer - 
employee relationship and now covers a broader range of workplace relationships; 
increased penalties and incident notification.  

Implementation of the new legislation has provided an opportunity for the Shire to review 
current WHS practices. 

It was identified in the ‘Review of LGIS Safety and Health Assessment Report’ presented 
at the 26 April 2022 Audit and Risk Committee that the Shire’s Occupational Safety and 
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Health Policy needed to be reviewed.  This recommendation was also included in LGIS’s 
Safety and Health Assessment (Audit) Report 2021. 

This action item was included in the Work Health and Safety Action Plan September 2022, 
which was presented to the Audit and Risk Committee Meeting held 15 October 2022.  

STATUTORY / LEGAL IMPLICATIONS 

Work Health and Safety Act 2020  

Work Health and Safety (General) Regulations 2022 

POLICY IMPLICATIONS 

The current policy will be deleted if Council adopts the recommendation.  

The Work Health and Safety (WHS) Policy is considered to be a Council Policy. 

FINANCIAL IMPLICATIONS 

There is no direct financial implication relating to the development of the WHS Policy itself.  
However, within the WHS Policy there is a commitment that Shire of Mundaring is 
responsible for providing the necessary resources to support implementation of the policy 
as far as practicable and reasonable. This is to ensure ongoing health and safety of Shire 
staff and to minimise harm.   

It is likely that additional resources will be required to meet the requirements of the new 
legislation and these will be considered further in the 2023/24 Integrated Planning and 
Reporting Framework workshops. 

STRATEGIC IMPLICATIONS 

Mundaring Strategic Community Plan 2020 - 2030 

Priority 4 - Governance 

Objective 4.4 – High standard of governance and accountability 

Strategy 4.4.4 – The Shire will apply sustainability principles in its own operations and 
corporate practices 

SUSTAINABILITY IMPLICATIONS 

Governance  

 Commitment to providing a safe work environment 

 Deliver outcomes that are consistent with strategic goals and objectives of the Shire  

 Comply with relevant legislation and regulation  

 Adequately manage risk 

RISK IMPLICATIONS 

Risk: People: The Shire’s management of WHS risks are inadequate causing risk to 
workers. 

Likelihood Consequence Rating 

Possible Major High 
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Action / Strategy 

The Shire promotes an active WHS culture where risks are appropriately captured and 
addressed. 

 

Risk: Compliance and Reputational 

Non-compliance with the Work Health and Safety Act 2020 and Work Health and Safety 
(General) Regulations 2022 and reputational damage. 

Likelihood Consequence Rating 

Possible Extreme High 

Action / Strategy 

Ensure an appropriate WHS system (including policies and procedures) are implemented 
and maintained. 

EXTERNAL CONSULTATION 

The Shire has contracted external consultants, Delivering Outcomes Pty Ltd, to undertake 
a Work Health and Safety audit. At the time of undertaking the audit, a WHS Policy was in 
draft form and Delivering Outcomes Pty Ltd have provided feedback on the draft.  

COMMENT 

External consultants, Delivering Outcomes Pty Ltd, completed a Work Health and Safety 
Audit in December 2022.  A review of the Shire’s current OSH-01 Occupational Safety and 
Health Policy was included.  The provider recommended that the policy be updated to 
ensure compliance with the legislative changes. 

The Work Health and Safety Policy is significant because it provides the framework and 
outlines the roles and responsibilities by which worker safety and legislative compliance is 
implemented at all levels of the Shire.  

VOTING REQUIREMENT 

Simple Majority  

COMMITTEE RECOMMENDATION 

 
That Council: 

1. Adopts the new Work Health and Safety Policy (Attachment 1); and 

2. Deletes the former Occupational Health and Safety Policy (Attachment 2). 
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COMMITTEE DECISION ARC3.03.23 
MOTION 

Moved by Cr Daw Seconded by Cr McNeil 

That Council: 

1. Adopts the new Work Health and Safety Policy (Attachment 1) with the following
amendments;

 Amend No 4, dot point 2 remove the words “the implementation of”;

 Amend No 4, dot point 4 to read “Providing a safe and healthy work 
environment, that is supported by all workers and council members”;

 Amend No 4, dot point 6 add space in between the words “program” and
“that”;

 Amend No 4, dot point 8 to read “Regularly reviewing all WHS
documents to ensure they remain relevant and accurate”; and

 Add new dot point 14 to No. 4 to read “Supporting a risk reporting
culture.

2. Deletes the former Occupational Health and Safety Policy (Attachment 2)

.CARRIED 7/0 

For: Cr Daw, Mr Wilkinson, Mr Wittcomb, Cr McNeil, Cr Jeans, Cr Beale and Cr 
Zlatnik 

Against: Nil 
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Council Policy  
 
 

Page 1 of 4 

1.1 WORK HEALTH AND SAFETY POLICY 

Responsible Directorate Corporate Services   

Responsible Service Area People and Culture  

Adopted  April 2002   R25238 

Reviewed February 2013  C17.02.13 
December 2017  C4.12.17 EN BLOC 
January 2023   

Procedure Ref N/A  

 

1. PURPOSE 

To confirm Shire of Mundaring’s (the Shire) commitment to providing a 
workplace that prioritises the health and safety of all workers and outlines the 
principles governing the management of Work Health and Safety (WHS) in the 
workplace. 

 

2. SCOPE 

This policy applies to all of the Shire’s workplaces, council members and 
workers. 

 

3. DEFINITIONS  

council member a person elected under the Local Government Act 
1995 (the Act) as a member of council.  The Shire’s 
council members includes the Shire President, 
Deputy Shire President and Councillors (as defined 
by the Act). 

contractor a person or firm that undertakes a contract to 
provide materials or labour to perform a service or 
do a job on behalf of the Shire.    

health means physical and psychological health. 

WHS risk management the process for identification of hazards, estimation 
of related risk of injury, illness or damage and 
implementation of mitigating control measures. 

workplace  where work is carried out for a business or 
undertaking as defined by the Work Health and 
Safety Act 2020 (WHS Act) and includes any place 
where a worker goes, or is likely to be, while at work 
including:  

 a vehicle, vessel, aircraft or other mobile 
structureany waters and any installation on land, 
on the bed of any waters or floating on any 
waters. 
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worker any person who carries out work in any capacity as 
defined by the WHS Act including as: 

 an employee; or 

 a contractor or subcontractor; or 

 an employee of a contractor or subcontractor; or 

 an employee of a labour hire company who has 
been assigned to work in the person’s business 
or undertaking; or 

 an outworker; or 

 an apprentice or trainee; or 

 a student gaining work experience; or 

 a volunteer; or 

 a person of a prescribed class. 

 

4. POLICY 

The Shire is committed to the following: 

 Having a functional and practical WHS program that meets all legislative 
requirements and is integrated into all aspects of the Shire’s operations.   

 Providing the necessary resources (human, physical and financial) to 
support the implementation of this policy as far as is practicable and 
reasonable.  

 Providing a WHS environment that eliminates or minimises the risk of 
physical or mental injury or illness to workers while minimising damage to 
the assets of the Shire. 

 Providing a safe, healthy, low risk work environment, that is supported by 
all workers and council members. 

 A WHS program that has underpinning values of communication, 
consultation and coaching that will support increases in productivity, 
reduce negative impacts on workers and reduce the costs associated 
with illness, injury or property damage.  WHS communication and 
consultation will be a two-way process that engages with workers and 
ensures all requirements are understood and practical. 

 Ensuring that if an injury or illness does occur as a result of work then the 
Shire has an efficient and effective programthat supports workers in their 
rehabilitation and return to work (if applicable). This includes promoting 
early reporting of hazards and incidents, providing appropriate injury or 
illness management and return to work programs.   

 Establishing a suite of WHS targets and objectives to facilitate 
transparency and accountability on WHS reporting and drive continuous 
improvement in WHS.  

 Reviewing all WHS documents to ensure they remain relevant and 
accurate. 

 Recognising diversity and inclusion in all WHS documents, systems and 
training. 

 Adopting, in consultation with workers, a risk management approach to 
all Shire building and activities (including but not limited to, work 
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methods, plant and machinery acquisition and workplace design) to 
eliminate or control those identified risks.  

 Providing competency based training to all workers to ensure individuals 
are equipped for their role.  

 Recognising excellence in health, safety, wellbeing and return to work 
practices.    

 Ensuring all notifiable and dangerous incidents are reported to the 
regulator. 

4.1. Workplace Health and Safety Roles and Responsibilities 

The Shire has allocated the following roles and responsibilities to ensure 
the objectives of this policy are achieved: 

4.1.1. Council Members 

Have overall responsibility for ensuring the Chief Executive 
Officer has put in place a fully compliant WHS program as part of 
the Corporate Business Plan and supported by the allocation of 
resources to achieve the objectives of this policy. 

4.1.2. Chief Executive Officer 

Will ensure a comprehensive WHS program has been identified, 
resourced and implemented to ensure worker safety and 
compliance with statutory requirements. 

4.1.3. Executive Leadership Team 

Fully support all aspects of the WHS program, ensure 
transparency and accountability and that the WHS program is 
measured and reported on across their directorate. 

4.1.4. Leadership Team 

Demonstrate compliant WHS behaviours at all times, support all 
aspects of the WHS program, ensure transparency and 
accountability and that the WHS program is measured and 
reported on across their teams. Guide and support all workers 
on compliance and actively enforces all WHS policies and 
procedures. 

4.1.5. Coordinators and Supervisors 

Demonstrate compliant WHS behaviours at all times, support all 
aspects of the WHS program, guide and support their respective 
teams and ensure WHS is implemented and complied with at all 
times. 

4.1.6. Workers 

Responsible for adhering to WHS policies, procedures and 
practices and ensuring theirs and others health and safety. 

4.1.7. Health and Safety Committee 

A committee formed to meet the legislative requirments of the 
Act which oversees and manages all aspects of the WHS 
program.. 
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4.1.8. Work Health and Safety Advisor 

Primarily responsible for coordinating the WHS program, 
including high standards of safety and well-being for workers and 
compliance with all relevant legislation. 

4.1.9. Health and Safety Representatives 

Elected/nominated representatives from worker groups that are 
trained to Worksafe standards, support the implementation and 
monitoring of WHS on behalf of the workers and the Work Health 
and Safety Committee. 

 

5. RELATED LEGISLATION  

Work Health and Safety Act 2020 

Work Health and Safety (General) Regulations 2022 

Emergency Management Act 2005  

Emergency Management Regulations 2006  

Dangerous Goods Safety Act 2004  

Dangerous Goods Safety (General) Regulations 2007  

Workers’ Compensation and Injury Management Act 1981 

Workers’ Compensation and Injury Management Regulations 1982   
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Shire of Mundaring 
 

POLICY 

 

OCCUPATIONAL SAFETY AND HEALTH  

 
Policy Ref: OSH 01 

 
 

 
 

 
 

 
 

Adopted: R25238 Date: 23 Apr 2002 
Amended: C17.02.13 Date: 26 Feb 2013 
Reviewed: C4.12.17 Date: 12 Dec 2017 
Procedure Ref:  Delegation Ref: n/a 
Statute Ref: Occupational Safety and Health Act 1984 

Occupational Safety and Health Regulations 1996 
Local Law Ref:  

 

PURPOSE 

To confirm the Shire’s commitment and outline the principles governing the 
management of occupational safety and health (OSH) in the workplace. 

 
Definitions 
 
Elected Member means a Councillor of the Shire of Mundaring Council. 
 
Risk Management is the process for identification of hazards, estimation of related 
risk of injury or illness and implementation of mitigating control measures. 
 
Workplace is any location where tasks and activities are carried out for or on behalf 
of the Shire. 
 

POLICY 

The Shire of Mundaring is committed to the provision of a health and safety 
management system that eliminates or minimises risk of injury or illness to people 
associated with the Shire’s operations.   

To achieve a safe, healthy, low risk work environment, the commitment and co-
operation of all our elected members, employees, contractors, volunteers and 
visitors is essential. 

While the emphasis is on injury prevention, where injuries do occur, the Shire is 
committed to effective injury management, and timely return to work for all injured or 
ill staff members. 

  



Attachment 2 to Report 7.2 

7.03.2023 AUDIT AND RISK COMMITTEE UNCONFIRMED MINUTES 

  159 

 
 

In support of this Policy, the Shire will: 

 Establish, implement and maintain an OSH management system that 
complies with or exceeds all relevant legislation and subsidiary codes. 

 Develop and maintain a culture that encourages all employees to manage 
health and safety risks. 

 As far as practicable provide the necessary resources, both human and 
financial, to meet those requirements. 

 Communicate and consult with employees in relation to all OSH matters 
affecting their safety in the workplace. 

 Provide safe systems of work, coordination, planning, allocation of 
responsibilities, information, instruction, training, and supervision to enable 
employees, contractors and volunteers to perform their duties in a safe and 
healthy environment.  

 Adopt, in consultation with employees, a risk management approach to work 
methods, plant and machinery acquisition and workplace design, and 
eliminate or control those identified risks. 

 Manage the rehabilitation of injured workers in conjunction with relevant 
medical practitioners to give them a successful return to work. 

 Educate and promote health and safety awareness in all employees. 

 Utilise Safety and Health Representatives in hazard identification and control 
in conjunction with line supervision by conducting site inspections. 

 Investigate all incidents in the workplace and report findings to relevant 
personnel to prevent recurrence.  

 Ensure continuous improvement by monitoring and reviewing the OSH Policy 
for relevance and performance. 
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8.0 URGENT BUSINESS (LATE REPORTS)  

Nil 

 

9.0 CLOSING PROCEDURES 

9.1 Date, Time and Place of the Next Meeting 

The next Audit and Risk Committee meeting will be held at 4.00pm, Wednesday, 26 April 
2023 in the Committee Room, 7000 Great Eastern Highway, Mundaring. 

9.2 Closure of the Meeting 

The Presiding Person declared the meeting closed at 5.35pm. 
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