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Abstract

This Integrated Management System (IMS) Manual establishes the framework for
implementing, maintaining, and continually improving our Health, Safety,
Environmental & Quality Management System in accordance with the requirements of
ISO 45001 | 14001 | 9001.
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6.4 OHS Issue Resolution

POLICY

Ensure that all OHS issues arising in the workplace are resolved efficiently and in a timely and
suitable manner.

In attempting to resolve any OHS issue, {company_name} will have regard to relevant matters,
including, but not limited to:

* The degree and immediacy of the risk to workers or other persons affected by the OHS issue.

* The number and location of workers and other persons affected by the OHS issue.

e Corrective measures (temporary or permanent) that must be implemented to resolve the
issues.

* Responsibility for implementing the resolution measures.

* Consultation between all parties involved and affected by theyOHS issue.

Workers will not be penalised for raising safety issues.

RESPONSIBILITIES

Top Management will ensure that workers are trained.and familiar with and have access to the Issue
Resolution Procedure and associated mechanisms.

Supervisor(s)/Manager(s) are responsible for;

* informing workers and others about the,requirement to participate actively, follow, the Issue
Resolution Procedure,

* ensuring that workers are adequately trained in how to follow and action the Issue Resolution
Procedure in the workplace;

e conducting, enabling, issuesresolution When required with workers and workgroups,

* ensuring workers_have access to adequate issue resolution information and mechanisms
and that they actively pacticipate in issue resolution,

* informing and consulting with Top Management regarding issue resolution,

* seeking assistance fromdhe Regulator, as per the Issue Resolution Procedure Flow Chart
(figure 4).

ISSUE RESOLUTION PROCEDURE

Workers are responsible for actively participating in and following reasonable directions in respect
of issue resolution.

Informal Issue Resolution Procedure: A worker(s) who wishes to raise an OHS hazard/concern must
first discuss the issue directly with their supervisor or manager. The Supervisor/Manager will:

* Consider and investigate the issue, including contacting other workers who may be able to
assist with resolving the OHS issue.

* If possible, implement, or arrange to be implemented, actions to address the hazard/issue,
as soon as practicable.

* Inform the worker who raised the issue of the outcome of the investigation and all corrective
actions.

* Ensure a Hazard Report Form is completed and retained as a record.
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RESPONSIBILITIES

The Departmental Managers are responsible for:

e overseeing and implementing the development of the Emergency Response Plan,

* implementation, maintenance and communication of policy and procedures around
emergency response planning,

* chairing necessary emergency response meetings,

* identifying who should participate in the initial risk/impact assessment,

* provide guidance when necessary.

HSEQ Response Representative:

* the HSEQ Response Representative will review the suitability and effectiveness of the
emergency procedures after each accident or emergency.

The Disaster Recovery Team is responsible for:

* the execution of the appropriate emergency procedures@as advised by the
Function/Departmental Manager,

* ensuring the appropriate resources for the emergency responsefimplementation are
available,

* attending emergency response review megtings as requiréd,

e ensuring communication of any changes‘isimadeé known to workers, Top Management, any
affected parties,

* participation in post-emergency incident review‘processes.

Workers are responsible for:

* keeping informed and bedamiliar withythe emergency response procedures,
» attending any required training €oheerning emergency response procedures,
* following emergeneysprocedures.

EMERGENCY PREPAREBNESS AND RESPONSE

The procedures will follow thiesgéneral steps listed below. Each step within this general process may
then be further detailed as necessary.

1.

Function/Departmental Managers will take proactive steps to initiate and implement a
hazard and risk assessment of potential HSEQ accidents and emergencies that may
arise from tasks and processes. (Risk Assessment Form).

2. A review will be undertaken to determine if any risk response procedures are already in
place for identified operations and activities based on the risk assessment. Should no
risk response procedure be identified, they will be developed and implemented for the
activity.

3. All operations and activities requiring a risk response procedure to be recorded in the
Emergency Response Register.

4. Function/Departmental Managers will take proactive steps to ensure an Emergency
Response Plan is prepared based on the outcomes of the hazard and risk assessment.

5. The emergency team is developed and resourced sufficiently to implement the
emergency plan when required.

Document No: Printed copies of this document are uncontrolled Development date:

Update:
Review date:



{%company_logo}
Index of Support Documents

Annual Audit Schedule, 107

Asbestos Register, 63

Change Request Form, 34, 97

Chemical and SDS Register, 70

Cold Conditions Risk Assessment Form, 79
Communications Program Schedule, 55, 57
Competency Mapping Register, 53
Complaints Register, 106

Compliance Evaluation Report, 106
Compliance Requirements Register, 31

Corrective/Preventative Actions Form, 95, 97,
104, 108, 111, 114, 115

Corrective/Preventative Actions Register, 21, 34,
104, 106, 108

Customer Complaints Form, 106

Design and Development Plan, 20
Disaster Recovery Plan Template, 97
Disaster Recovery Response Register, 97
Document Register, 57, 58, 59, 61, 71, 74
Emergency Drill Report, 97

Emergency Response Plan, 96, 97
Emergency Response Register, 96
Environmental Control Plan§ 25

Environmental Incident and. Corfective Action
Report Form, 86, 87, 88

First Aid Worker Register, 51, 98

Hazard Report Form, 28, 65, 86

Health and Wellbeing Module, 43

Health Surveillance Record, 42, 43

High-Risk Licence Checklist, 82

Hot Conditions Risk Assessment Form, 81
Incident/Investigation Report Form, 86, 87, 88, 90

Incident/Near Miss/Hazard Report Register, 45,
87, 88

Induction Checklist, 51

Infrastructure Responsibilities Register, 40
Injuries/lliness Register, 99

Inspection Test Plan, 104

Interested Parties Register, 9

Document No:

Printed copies of this document are uncontrolled

Page 116 of 117

{company_name}
{company_address}
ABN | {company_abn}

Internal Audit Plan, 107

Internal Audit Reports, 108

ISO 14001 Internal Audit Checklist, 109
ISO 45001 Internal Audit Checklist, 109
ISO 9001 Internal Audit Checklist, 109
Isolation Permit to Work, 75

LOTO Standard Operating Procedure Template,
74

Management Review Meeting Report, 112
Measuring and Calibration Register, 105
Meeting/Toolbox,Record, 18

MF Hazardo@s Works Policy Module, 82
Monitoring anhd Measurement Schedule, 103
Monitoring Register, 403, 104

Moniteting/Measurement Equipment Register,
104

Non-Conformance Form, 95, 105, 108, 113, 114,
115

Objectives and Targets Register, 32, 33
Objectives Summary Form, 32, 33
Operational Control Development Worksheet, 70
Operational Control Register, 71
Operations/Processes Identification Form, 70
Organisational Chart, 15, 16

Outsourced Process Register, 71

Plant and Equipment Register, 41, 101

PPE Register, 77

Procurement Implementation Guide, 37
Procurement Request Form, 37

Product Approval Checklist, 94

Products/Processes - Identification and Material
Traceability, 93

Project Acceptance Criteria, 22

Quality Incident and Corrective Action Report
Form, 86, 87

Quality Project Management Plan, 22
Quatrterly Objectives and Targets Report, 33
Racking and Shelving Checklist, 66

Remote and Isolated Work Plan, 100, 101
Return to Work Plan, 48

Development date:

Update:
Review date:



{%company_logo}

Risk Assessment Form, 24, 27, 34, 37, 70, 96, 97
Risk Register, 24
Roles and Responsibilities Schedule, 15, 51

Roles, Responsibilities, Accountabilities and
Authorities Register, 15

SOP Template, 72, 104

Supplier Evaluation Scorecard, 38
Supplier Questionnaire, 38

Test Protocols, 92

Traffic Management Plan, 67

Training Needs Register, 52, 71

N
8

Page 117 of 117

{company_name}
{company_address}
ABN | {company_abn}

Training Skills Responsibilities Register, 105
Verification of Competency Record, 54
Verification of Requirements Checklist, 38
Work Groups Register, 17

Worker Competency Register, 54

Worker Training and Induction Register, 66
Worker Training Record, 52

Worker Training, and Induction Register, 50, 51
Working Alone Communication Log, 100, 101
Workplace Inspection Checklist, 63

¥

Document No: Printed copies of this document are uncontrolled Development date:

Update:
Review date:



	Distribution Record Register
	Amendment Record Register
	Introduction
	Scope
	Exclusions
	References and Applicable Documents
	References
	Standards and Guidelines

	Terminology
	Abbreviations and Acronyms
	Definitions

	4    Management Framework
	4.1 General Outline
	4.2 Awareness
	4.3 Needs and Expectations of Interested Parties

	5     Leadership
	5.1 Occupational Health and Safety (OHS) Policy
	5.2 Environmental Policy
	5.3 Quality Policy
	5.4 Organisational Roles, Responsibilities, Accountabilities and Authorities
	5.5 Consultation and Participation

	6    Planning
	6.1 Products and Services Requirements
	6.2 Design and Development of Products and Services
	6.3 Hazard and Risk Management
	6.3.1 Significant Environmental Aspects

	6.4 OHS Issue Resolution
	6.5 Legal Compliance
	6.6 Objectives and Targets
	6.7 Change Management
	6.8 Procurement

	7     Support
	7.1 Plant, Equipment, Infrastructure
	7.2 Health Surveillance
	7.3 Safety and Wellbeing
	7.3.1 Fitness for Work
	7.3.2 Drugs and Alcohol
	7.3.3 Fatigue Management
	7.3.4 Psychosocial Hazards Management
	7.3.5 Domestic Violence
	7.3.6 Workplace Sexual and Gender-Based Harassment
	7.3.7 Workplace Violence Prevention
	7.3.8 Workplace Bullying Management

	7.4 Return to Work Management
	7.5 General Workplace Management
	7.5.1 Training
	7.5.2 Verification of Competency (VOC)
	7.5.3 Information and Communication
	7.5.4 Document Control
	7.5.5 Records Management
	7.5.6 Facilities Management
	7.5.7 Pallet Racking and Shelving
	7.5.8 Traffic Management


	8     Operation
	8.1 Operational Planning and Control
	8.2 Standard Operating Procedures (SOP)
	8.3 Plant Lock-out/Tag-out
	8.4 Personal Protective Equipment
	8.5 Cold Conditions Safety
	8.6 Hot Conditions Safety
	8.7 High-Risk Work Licensing
	8.8 Hazardous Works
	8.8.1 Confined Space Work
	8.8.2 Hearing Protection and Audiometric Testing
	8.8.3 Hot Works
	8.8.4 Hazardous Chemicals Management
	8.8.5 Hazardous Materials
	8.8.6 Hazardous Manual Tasks
	8.8.7 Falls Prevention and Falling Objects
	8.8.8 Electrical Safety

	8.9 Incident Reporting
	8.9.1 Incident Investigation

	8.10 Government Authorities
	8.11 HSE Permit Holders
	8.12 Production and Service Provision
	8.13 Emergency Management
	8.13.1 First Aid
	8.13.2 Remote and Isolated Work


	9    Performance Evaluation
	9.1 Monitoring, Measurement, Evaluation
	9.2 Inspection and Testing
	9.3 Calibration Process
	9.4 Evaluation of Compliance
	9.5 Customer Satisfaction
	9.6 Auditing
	9.6.1 External Audits

	9.7 Management Review

	10    IMPROVEMENT
	Index of Support Documents




