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ABSTRACT 
This Occupational Health and Safety (OHS) 

Manual establishes the framework for 

implementing, maintaining, and continually 

improving the organisation’s Health and Safety 

Management System in accordance with the 

requirements of ISO 45001: 2018.  
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RESPONSIBILITIES 

At {company_name}, the organisation is responsible for ensuring that: 

• {company_name} provides a safe workplace for all people where there is a potential risk of 

violent behaviour, 

• there are effective Workplace Violence Prevention Procedures and supportive mechanisms 

in place,  

• all workers are trained and familiar with the Workplace Violence Prevention Procedure, 

• review of the Workplace Violence Prevention Procedure is conducted as required,  

• maintain information about incidents and investigations (e.g., incident findings, corrective 

actions), 

• maintain medical records, workers’ compensation information and other records as 

appropriate, 

• maintain training records.  

The HSR/OHS Manager/Co-ordinator is responsible for: 

• undertaking a risk management process to identify the potential for Workplace 

Violence,  

• based on the risk assessment, develop measures to reduce the likelihood of 

workplace violence occurring, 

• maintaining and reviewing the Workplace Violence Prevention Procedure as 

required, 

• ensuring all workers understand and are familiar with the Workplace Violence 

Prevention Policy and Procedure, 

• assisting relevant workers with informal or formal notifications and resolutions of 

workplace violence matters or concerns, 

• informing and consulting with (insert name of the organisation) regarding any 

reported workplace violence matters or concerns as necessary,  

• be familiar with relevant investigation procedures, 

• respond to all reported incidents,  

• take all necessary actions to protect workers from harm during any investigation, 

• ensure prompt referral to support/mediation, 

• oversee controls and follow-up as required, 

• maintaining records required by legislation. 

Manager(s)/Supervisor(s) are responsible for the following: 

• identifying any inappropriate behaviour in the workplace that may lead to workplace violence, 

• informing and consulting with (HSR/OHS Manager) regarding any reported workplace 

violence, matters or concerns as necessary (ignoring any report of violence is not acceptable 

and will subject the supervisor or manager to disciplinary action), 

• be familiar with relevant investigation procedures, 

• respond to all reported incidents, 

• ensure prompt referral to support/mediation, 

• oversee controls and follow-up as required, 

• maintaining records required by legislation. 
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PALLET RACKING SIGNAGE/LABELLING 

All pallet racking installations will have a permanent, corrosion-resistant plaque at least 125 mm long 

and 250 mm high, with maximum load action figures written in a large font (at least 25 mm high). 

These plaques are in one or more conspicuous locations and be securely fixed to the racking 

structure at 2 m above the floor level. The plaque must contain: 

a. Working unit load limit. 

b. Total working unit load limit for each pallet beam level. 

c. Total working unit load limit for each bay. 

d. Racking designer's name. 

e. Manufacturer's name, supplier's name and trademark, and the installation date. 

f. maximum distance from base plate level to the first beam level, and the maximum distance 

between first and second beam levels. 

 

MODIFICATIONS 

 

 Modifications to existing pallet racking and shelving will only be made by a competent person. 

 Any modifications to any racking/shelving must be approved by the manufacturer, supplier, 

or a qualified engineer. 

 Modifications must consider the effect on load limits.  

 Operating procedures, signs and drawings must be updated to include details of any 

modification. 

 Replacement of any components only undertaken using original equipment manufacturer 

components unless an engineering report is obtained to confirm new components is 

compatible.  

 

MOBILE PLANT COLLISION 

 

 Mobile plant, vehicles and pedestrian traffic will be managed to prevent collision with shelves 

and racking.  

 Where practicable, bottom portions of frames exposed to possible collisions by forklifts or 

other moving equipment will be fitted with upright protectors and end-of-rack protectors. 

 

REPORTING DAMAGE 

 

 All damage and faults must be reported to (insert responsible person) and the Hazard Report 

Form completed. 

 All accidental strikes by load equipment or vehicles against racking/shelving must be 

reported, and an investigation into the cause, and damage, carried out. Incident/Investigation 

Report Form.  

 All damage will be identified and made visible – e.g., coloured stick-on tags used to show the 

location and level of damage. 

 All damaged racking/shelving will be repaired by an authorised repairer before being returned 

to service. 
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