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SECTION 1 – INTRODUCTION
PURPOSE

The purpose of these guidelines is to ensure that safe work instructions are developed for all tasks, machinery and equipment where there are potential risks of harm to any persons, property or the environment.
The development of Safe Work Instructions is to:

· Outline a safe method for work for a specific task or use of machinery / equipment

· Provide an instruction document that students and staff must read and understand before starting an activity

· Meet legal requirements for hazard and risk assessment and control

· Provide evidence in audits and OHS workplace inspections

SCOPE

These guidelines apply to the development of safe work instructions for all tasks, machinery and equipment where there exists a risk of harm to any persons, property or the environment. These guidelines apply to all students and staff at all Swinburne Campuses excluding Sarawak Campus.
DEFINITIONS

	Word/Term
	Definition

	Safe Work Instruction
	A document which outlines how to do an activity safely to reduce risk of injury to persons, damage to property or the environment.

	Head of Management Unit
	A person with managerial responsibility that is recognised within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources. 

	Supervisor / Teacher
	Those personnel who are responsible for the allocation of tasks to other staff and for the overseeing of students in practical classes and on field trips.


LEGISLATIVE CONTEXT
	Name
	Location

	Occupational Health & Safety Act 2004
	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319


RESPONSIBILITIES
	Name
	Responsibilities

	Heads of Management Units
	Have the responsibility for ensuring that appropriate Safe Work Instructions are implemented in areas under their control

	OHS Consultant
	The OHS Consultant is responsible for:

· The maintenance of a register of Safe Work Instructions.

· Providing assistance and advice to managers & staff in the application of this guideline where requested.

· Supporting managements units in the regular review of safe work instructions as indicated in these guidelines.

	Staff, Contractors, Students & Visitors
	All staff, contractors, students and visitors who undertake activities which involve risk to health & safety are expected to familiarise themselves and comply with safe work instructions that exist in their area of work / study.


SECTION 2 – Procedure
	
	Safe Work Instruction Procedure

	1.
	Undertake Risk Assessment

	1.1
	Prior to developing the Safe Work Instruction a risk assessment of the task / activity must be completed to ensure that all hazards associated with the task /activity are identified. The risk assessment should include the use of equipment or machinery and identify the hazards, the associated level of risk each hazard poses and suitable controls to eliminate or reduce the risk.

Swinburne’s Occupational Health & Safety Standard 1 Risk Management Methodology provides a framework for the risk management process.

	2.
	Development of Safe Work Instructions

	2.1
	Safe Work Instructions should be written by a staff member or student with sound, hands on experience and knowledge of the task / activity and be written using language that is easy to understand.

	2.2
	It is preferable to include the experience and knowledge of several staff members or students to enhance the effectiveness of the instructions. Sometimes it may be necessary to obtain expert opinion or expertise.

	2.3
	The manufacturer’s user manual or instructions provided with the equipment / machinery is a good resource for safety information to include in Safe Work Instructions.

	2.4
	It is recommended that the local health & safety representative be consulted during the development of Safe Work Instructions.

	3.
	Format of Safe Work Instructions

	3.1
	The use of pictures, tables, visual diagrams, charts and flow diagrams within the Safe Work Instruction can assist in providing a concise and effective reference and training document.

	3.2
	Three Safe Work Instruction templates are available; these are included in this guideline depending on the complexity of the task / activity or equipment / machinery. 

	4.
	Priorities for the development of Safe Work Instructions 

	4.1
	It is recognised that in some areas, the preparation of Safe Work Instructions for all tasks requires a significant investment of time as well as resources. For this reason it is recommended that management units prioritise the tasks for which Safe Work Instructions need to be written. 

	4.2
	The priorities for the preparation of instructions should be:

· New tasks where there are medium to high level risks. (All new tasks / activities or 
machinery / equipment should have Safe Work Instructions prepared before they 
are put into general use);

· Existing tasks where there are high hazard activities, machinery or equipment 
currently in use;

· Existing tasks that are carried out by a large number of staff / students;

· Existing tasks that are carried out most frequently;

· Existing tasks where there are medium risks.

	5.
	Safe Work Instructions should incorporate

	
	· Referral to the risk assessment, including specific information regarding the hazards 
and associated risks of the task;

· Hazards & risks associated with the task / activity or machinery / equipment;

· Precautions to be undertaken before commencing the task or using the equipment;

· The environment where the task should be undertaken;

· Personal protective equipment to be worn while undertaking the task;

· Emergency procedures specific to task and key contacts in the event of a 
malfunction / emergency;
· Clear instructions for undertaking the task described in a safe manner;

· Specific instructions regarding ways of reducing the risks of the task;

· Instructions to ensure that the area is left safe for others to use;
· After hours access procedures (where applicable);
· Clean up procedures and correct waste disposal guidelines.

	6.
	Safe Work Instructions must be

	
	· Reviewed, signed and dated by the Head of Management unit or their delegate;

· Displayed prominently in close proximity to the location of the machinery / 
equipment or where the task is to be performed;
· Listed in a register within the work area or included in the safety manual of the work 
area.  The register must be readily available in each area where the tasks are 
carried out;
· Registered with OHS who will maintain a register of all safe work instructions on the Swinburne intranet.
· Used as an integral part of the training process, but not as a replacement for training 
programs.

	7.
	Training 

	
	Where a task or equipment / machinery is identified as requiring a Safe Work Instruction, training must be provided to students / staff before undertaking the task or using the equipment / machinery. 



	8.
	Review of Safe Work Instructions

	
	Safe work instructions should be reviewed:

· When a task changes or is modified

· When a new hazard is identified

· When the instructions are found to be inadequate i.e. after an accident or incident

· Before out-of-service machinery is returned to operation

· Every 2 years

	9.
	Records Management

	
	Safe Work Instructions are to be registered with OHS so that these may appear on the Swinburne intranet OHS webpage


PROCESS STEPS
	Process steps

	The following steps should be adopted when developing any safe work instruction.

1. Observe the task or process

2. Record the sequence of job steps

3. Assess potential hazards of each step

4. Review associated legislative requirements

5. Assess the risk of the hazards

6. Suggest ways of eliminating and controlling the hazards

7. Test the procedure by consultation

8. Obtain approval of the safe work instruction from a supervisor or manager


SUPPORTING DOCUMENTATION
Forms and Records Management
	Form
	Retention Time
	Retention Location

	Safe Work Instruction Template 1
	
	

	Safe Work Instruction Template 2
	
	

	Safe Work Instruction Template 3
	
	

	Safety Signage Template
	
	


*University Disposal Schedule is available at http://www.swin.edu.au/corporate/registrar/rms.htm 
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