	Insert Logo Here
	Page 5 of 5



	Safe Work Method Statement (SWMS) Part 1

	Activity:
	SWMS #: 
	Principal Contractor (PC):

	Company Name:
	ABN: 
	Address:

	Company Address:
	Project Address:

	Company Contact:
	Phone #: 
	Project Manager (PM):
	CONTACT PH. #: 

	SWMS Approved by Employer / PCBU / Director / OWNER: 
	Date SWMS provided to PC:

	Name:
	PM Signature:
	Date:

	Signature:
	Date:
	HIERARCHY OF CONTROLS
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	Most Effective

Least Effective

	Person/s responsible for ensuring compliance with SWMS:
	
	

	Person/s responsible For reviewing the SWMS:
	
	

	Relevant workers consulted in the development, approval and communication of this SWMS:
	
	

	Name
	Signature
	Date
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Determine the risk score
	
	Record risk score on worksheet (Note – Risk scores have no absolute value and should only be used for comparison and to engender discussion.)

	Consequence
	
	

	Likelihood
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic
	
	

	Almost certain
	3 High
	3 High
	4 Acute
	4 Acute
	4 Acute
	
	Score
	Action

	Likely
	2 Moderate
	3 High
	3 High
	4 Acute
	4 Acute
	
	4A: Acute
	DO NOT PROCCED.  Requires immediate attention. Introduce further high-level controls to lower the risk level. Re-assess before proceeding. 

	Possible
	1 Low
	2 Moderate
	3 High
	4 Acute
	4 Acute
	
	3H: High
	Review before commencing work. Introduce new controls and/or maintain high-level controls to lower the risk level. Monitor frequently to ensure control measures are working.

	Unlikely
	1 Low
	1 Low
	2 Moderate
	3 High
	4 Acute
	
	2M: Moderate
	Maintain control measures. Proceed with work. Monitor and review regularly, and if any equipment/people/materials/work processes or procedures change.

	Rare
	1 Low
	1 Low
	2 Moderate
	3 High
	3 High
	
	1L: Low
	Record and monitor. Proceed with work. Review regularly, and if any equipment/people/materials/work processes or procedures change.


	SWMS Scope: 
	Environment: 

	Personal Protective Equipment (PPE): Ensure all PPE meets relevant Australian Standards. Inspect, and replace PPE as needed.

	Foot Protection
	Hearing Protection
	High

Visibility
	Head Protection
	Eye 

Protection
	Face Protection
	Hand Protection
	Protective Clothing
	Breathing Protection
	Sun

Protection
	Rings, watches, jewellery that may become entangled in machines must not be worn. Long and loose hair must be tied back.
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	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	AS 1319-1994 Safety signs for the occupational environment reproduced with permission from SAI Global under licence 1210-c062. Standards may be purchased at http://www.saiglobal.com

	This work activity involves the following “High Risk Work”
	Planning & Preparation

	· Confined Spaces

· Mobile Plant

· Demolition

· Asbestos

· Using explosives

· Diving work

· Artificial extremes of temperature

· Tilt up or pre-cast concrete
	· Pressurised gas distribution mains or piping chemical, fuel or refrigerant lines energised electrical installations or services 

· Structures or buildings involving structural alterations or repairs that require temporary support to prevent collapse

· Working at heights greater than 2 Metres, including work on telecommunications towers

· Work in an area that may have a contaminated or flammable atmosphere

· Working at depths greater than 1.5 Metres, including tunnels or mines

· Work carried out adjacent to a road, railway or shipping lane, traffic corridor

· In or near water or other liquid that involves risk of drowning
	Liaise with Principal Contractor to establish that the following on-site systems and procedures are in place:

	· 
	· 
	· Health and Safety Rules 

· Induction for all workers – site specific

· Supervisory arrangements 

· Communication

· Injury reporting
	· Emergency Management

· Hazard reporting

· PPE

· Exclusion Zones 

· Risk Assessments

· SWMS and JSA’s.

	ALL PERSONS INVOLVED IN TASK MUST HAVE THIS SWMS COMMUNICATED TO THEM PRIOR TO WORK COMMENCING
	Emergency Response

	· Daily Tool Box Talks will be undertaken to identify, control and communicate additional site hazards.

· Work must cease immediately if incident or near miss occurs. SWMS must be amended in consultation with relevant persons.

· Amendments must be approved by ______________ and communicated to all affected workers before work resumes.

· SWMS must be made available for inspection or review as required by H & S at Work legislation. 

· Record of SWMS must be kept as required by H & S at Work legislation (until job is complete or for 2 years if involved in a notifiable incident).
	Follow  Site Emergency Procedures and the directions of wardens and first aiders.
1. Call 111 

2. State type and scale of emergency

3. State workplace name and location

4. Number of casualties if applicable

5. Hazards that may be involved such as chemicals of fuel

6. Specific access point on site e.g. street or side entrances

7. Provide contact name and phone number

8. Answer all questions and follow instructions given by Emergency Services operator

9. DO NOT hang up until instructed.
                         First Aid Kit (FAK)    ☐ Yes ☐ No
                         Fire Extinguisher       ☐ Yes ☐ No
                         Spill Kit                          ☐ Yes ☐ No

	Emergency Evacuation Procedure
	10. 

	R
	· Rescue or Relocate people in immediate danger if you can do so without endangering yourself. 
	11. 

	A
	· Sound the Alarm.  
	12. 

	C
	· Confine the dangerous situation, fire or hazardous material.
	13. 

	E
	· Evacuate the area on direction from the Site Manager or when it is unsafe to remain in the area. 
	14. 


	Job Step:
	Potential Hazards 
	Control Measures to Reduce Risk

	NOTE: Risk-ratings and Person responsible to implement control measures are recorded at the end of each control sectiion. Inherent Risk (IR) Residual Risk-rating (RR)

	1
	
	
	IR: 3H

Responsible person:
RR: 2M



	2
	
	
	IR: 3H

Responsible person:
RR: 2M



	3
	
	
	IR: 3H

Responsible person:
RR: 2M



	4
	
	
	IR: 3H

Responsible person:
RR: 2M



	5
	
	
	IR: 3H

Responsible person:
RR: 2M



	6
	
	
	IR: 3H

Responsible person:
RR: 2M



	7
	
	
	IR: 3H

Responsible person:
RR: 2M



	8
	
	
	IR: 3H

Responsible person:
RR: 2M



	9
	
	
	IR: 3H

Responsible person:
RR: 2M



	10
	
	
	IR: 3H

Responsible person:
RR: 2M



	11
	
	
	IR: 3H

Responsible person:
RR: 2M



	12
	
	
	IR: 3H

Responsible person:
RR: 2M



	13
	
	
	IR: 3H

Responsible person:
RR: 2M



	14
	
	
	IR: 3H

Responsible person:
RR: 2M



	15
	
	
	IR: 3H

Responsible person:
RR: 2M




	SAFE WORK METHOD STATEMENT - Part 2

	Relevant Legislation
	Formal Training, Licences required for workers undertaking this task:
	Details of Supervisory Arrangements for workers undertaking this task:

	Health & Safety at Work Act (NZ) 2015
Health and Safety at Work (General Risk and Workplace Management) Regulations 2016

Health and Safety at Work (Worker Engagement, Participation and Representation) Regulations 2016

Health and Safety at Work (Major Hazard Facilities) Regulations 2016

Health and Safety at Work (Asbestos) Regulations 2016

Health and Safety at Work (Rates of Funding Levy) Regulations 2016
Environment Act (NZ) 1986 
Exclusive Economic Zone and Continental Shelf (Environmental Effects) Act 2012
	Delete or add as relevant

Licence to Perform High Risk Work (operating certain plant, equipment).
​Trade or other recognised training organisation.
Competent in operation of make/model of plant

Emergency procedures – emergency response.
PPE.
Traffic Management Plans.
	Delete or add as relevant

Suitably qualified supervisors for job

Direct on-site supervision 

Remote site – communication systems/ schedule 

Audits

Spot Checks, etc.

Reporting systems

	Reference Documents
	Details of: regulatory permits / licences / Engineering Details / Certificates / WorkCover Approvals
	Plant / Tools / Equipment List

	
	
	

	
	Delete or add as relevant

Local council permits.
Authorisation to work.
Confined Space Permit.
Building Approvals.
EPA approvals/permits.
Certain plant to be registered with appropriate Authority.
PPE to comply with relevant Australian / New Zealand Standards.
	(Make & Model)


	SAFE WORK METHOD STATEMENT - Part 3

	This SWMS has been developed in consultation and cooperation with workers and relevant Persons Conducting Business or Undertaking (PCBU). I have read the above SWMS and I understand its contents. I confirm that I have the skills and training, including relevant certification to conduct the task as described. I agree to comply with safety requirements within this SWMS including risk control measures, safe work instructions and Personal Protective Equipment described.

	Overall Risk Rating after Controls
	· 1 Low
	· 2 Moderate
	· 3 High
	· 4 Acute

	Employee/Worker Name
	Job Role / Position
	Signature
	Date
	Time
	Employer/PCBU/ Supervisor
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