
City of Swan
OSH Management System (OSHMS)

Version 7 – Revised 2019

Version: 14, Version Date: 29/08/2019
Document Set ID: 2194846



DocsetID 2194846 V.7  Revised 27/8/19

Table of Contents
1 DEFINITIONS ......................................................................................3
2 PURPOSE............................................................................................4
3 SCOPE................................................................................................4
4 LEGISLATIVE REQUIREMENTS ...............................................................4
5 OSHMS REQUIREMENTS AND SCHEMATIC...............................................4

6 OSHMS ELEMENTS ...............................................................................6

6.1       MANAGEMENT COMMITMENT ......................................................................................6
6.1.1    Policy (Management Practice) ........................................................................................6
6.1.2    OSHMS Implementation ..................................................................................................6
6.1.2.1   Resourcing .........................................................................................................................6
6.1.2.2   Responsibility and Accountability..................................................................................7

6.2        PLANNING ...........................................................................................10
6.2.1 Legal Compliance ...............................................................................................................10
6.2.2 Objectives and Targets .....................................................................................................10
6.2.3 OSH Management Plan .....................................................................................................11
6.2.4 Documentation ...................................................................................................................12
6.2.5 Document and Data Control ............................................................................................13
6.2.6 Records and Records Management ................................................................................13
6.2.7 Emergency Preparedness and Response.......................................................................13
6.2.8 OSH Incident Response ....................................................................................................13
6.2.9   Employee Wellbeing and Injury Management ..............................................13
6.2.10 Visitor Management ..........................................................................................................14
6.2.11 Contractor Management...................................................................................................14

6.3        CONSULTATION AND REPORTING ...........................................................14
6.3.1 Consultative Mechanisms .................................................................................................14
6.3.2 Elected Safety and Health Representatives ..................................................................14
6.3.4 Resolution of OSH Issues .................................................................................................14

6.4        HAZARD MANAGEMENT .........................................................................15
6.4.1 OSH Risk Management......................................................................................................15
6.4.2 Inspections and Corrective Actions ................................................................................15
6.4.3   Incident Reporting and Investigation ............................................................................15

6.5        TRAINING AND SUPERVISION ................................................................15
6.5.1 OSH Induction and Training.............................................................................................15
6.5.2 Training Needs ....................................................................................................................16
6.5.3 Supervision ..........................................................................................................................16

6.6        MEASUREMENT, REVIEW AND IMPROVEMENT...........................................16
6.6.1 OSH Metrics .........................................................................................................................16
6.6.2 OSHMS Surveys and Inspections (Audits) ....................................................................16
6.6.3 External Audit .....................................................................................................................17

7          APPENDICES.........................................................................................17
7.1        List of OSH Processes ....................................................................................................17
7.2        OSH Document Review Schedule................................................................................17

Version: 14, Version Date: 29/08/2019
Document Set ID: 2194846



//3
DocsetID 2194846 V.7  Revised 27/8/19

1 DEFINITIONS

Term Definition

Audit A systematic examination against defined criteria to determine:
 whether activities and related results conform to legislative 

and City policies, processes and standards;
 that City policies, processes and standards are 

implemented effectively and are suitable to achieve the 
organisation’s policy and objectives

 whether there is continuous improvement against best 
practice standards

CEO Chief Executive Officer

Continual 
improvement

The process of enhancing the OSHMS to achieve improvements in 
overall OSH performances, in line with the organisation’s 
Occupational Safety, Health and Injury Management Management 
Practice MP-001 

EMT Executive Management Team

Hazard A source or a situation with a potential for harm in terms of 
human injury or ill-health, damage to property, damage to the 
environment, or a combination of these

IM Injury Management

Incident Any unplanned event resulting in, or having a potential for injury, 
ill health, damage or other loss

Inspection Formal examination or critical review of an item or place

Objectives Overall OSH goals in terms of OSH performance, arising from the 
occupational health and safety management practice that the City 
sets itself to achieve

OSH Occupational Safety and Health

OSHMS Occupational Safety and Health Management System

Risk Risk is defined in the City's Risk Management Framework as 
"Effect of uncertainty of the City achieving its objectives".
Risk level is a calculation of the likelihood and consequence of a 
particular event occurring. Wherever the term ‘risk’ occurs in this 
manual, this should be taken to mean ‘occupational health and 
safety risk’

SWMS Safe Work Method Statement – a document setting out the steps 
involved in a task and showing the hazard and/or risk involved 
and the corresponding safety precaution required for control

Target A detailed performance requirement, quantified wherever 
practicable and pertaining to the City, that arises from the health 
and safety objectives and that needs to be met in order to achieve 
those objectives

Worker A person who carries out work for the City such as; employees, 
contractors or sub-contractors and their employees, labour hire 
employees, apprentices and trainees, work experience students 
and volunteers
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2 PURPOSE
The purpose of this document is to outline the structure of the City of Swan OSH 
Management System (OSHMS). It provides clarity for all City workers, on roles and 
responsibilities within the system and supports the implementation of the commitments 
made in the Occupational Safety, Health and Injury Management Management Practice (MP-
001).
3 SCOPE
The OSHMS supports the City's primary objective which is to deliver the Strategic Community 
Plan to the City of Swan Community. It supports the Strategic Community Plan objective - 
G2.1 - Improve Capability and Capacity and provides a framework to ensure the safety, 
health and wellbeing of the City's workforce and stakeholders.

This document describes how the City manages occupational safety and health within the 
organisation and is designed to guide and implement the system with reference to legislative 
requirements, current industry best practice and lessons learned from the experience of the 
organisation. 

4 LEGISLATIVE REQUIREMENTS
Occupational Safety and Health Act 1984
The Occupational Safety and Health Act 1984 provides general duties for those in control of 
workplaces and those working in workplaces. It also provides requirements for resolution of 
issues, Safety and Health Representatives, Safety and Health Committees and enforcement 
of the OSH Act and Regulations
Occupational Safety and Health Regulations 1996

The Occupational Safety and Health Regulations support the Occupational Safety and Health 
Act and provide more specific requirements for specific hazards and work practices. These 
contain reference to relevant Australian and or Australian/New Zealand Standards.
Relevant Guidance Material

Supporting the OSH Act and Regulations are codes of practice, guidance notes, national 
codes of practice and Australian Standards.
Workers' Compensation and Injury Management Act 1981

The Workers' Compensation and Injury Management Act makes provision for compensation 
of work related injury and or illness, management of injuries and or illness with the objective 
of enabling a return to work and the resolution of workers' compensation disputes.
Workers' Compensation and Injury Management Regulations 1982

The Worker's Compensation and Injury Management Regulations 1982 contain more specific 
requirements with regard to the Workers' Compensation and Injury Management Act 1982.
Workers' Compensation Code of Practice (Injury Management) 2005

The Code of Practice contains specific guidance with regard to Injury Management.

5 OSHMS REQUIREMENTS AND SCHEMATIC
The OSHMS has been designed to provide a framework in which the City of Swan can work 
toward eliminating or minimising all OSH related hazards and risks relevant to its operations.

The system is required to provide a clear, traceable, legally compliant platform to 
demonstrate compliance with relevant laws and commitments to safety and health, while 
fostering a positive safety culture and driving continuous improvement. 

The City's OSHMS consists of the following elements which are summarised at item 5.1 
(OSHMS Schematic) and detailed in section 6 of this document;

 Management Commitment (includes Management Practice and Implementation of the 
OSHMS)

 Planning

 Consultation and Reporting

 Hazard Management

 Training and Supervision

 Measurement, Review and Improvement
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5.1 OSHMS Schematic
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6 OSHMS ELEMENTS

6.1 MANAGEMENT COMMITMENT

6.1.1 Policy (Management Practice)
The City of Swan is committed to developing, implementing and maintaining a safe 
workplace. This will be achieved by:

 A strong focus and commitment to reducing the risk of injury and damage in the 
workplace;

 OSH and IM planning processes and clear objectives, with an emphasis on continuous 
improvement of systems and procedures;

 Implementing best practice OSH principles throughout all City operations;

 Ensuring that the requirements of the Occupational Safety and Health legislation and 
other related legislative requirements are met;

 All workers (including volunteers and contractors), visitors and stakeholders 
complying with all relevant OSH legislation as well as the City's policies;

 Having robust consultation processes involving workers, service providers and all 
other relevant stakeholders;

 Ensuring all objectives and activities of the Safety Management System (OSHMS) are 
properly resourced;

 Where a worker has been injured, their return to work at the earliest opportunity will 
be facilitated by a careful and well planned approach.

This commitment is demonstrated through the Occupational Safety, Health and Injury 
Management Practice (MP-001) and supported by the Occupational Safety and Health 
Management System (OSHMS). 

The OSHMS is reviewed at least every two(2) years by the Executive Management Team by 
way of a formal review process, following consultation with the Safety and Health Committee.

Both the policy and the OSHMS are posted on the City of Swan web site, the Intranet OSH 
page and hard copies of the policy are displayed in workplaces throughout the City.

6.1.2 OSHMS Implementation

6.1.2.1 Resourcing
The City employs an OSH Team which reports to the Manager of Human Resources and 
comprises an OSH Coordinator and designated IM and OSH Advisors, to provide strategic 
direction and advice on occupational safety, health and injury management matters and to 
develop, coordinate, deploy and review the OSHMS and OSH Work Safe Plans.

The provision of resources required to effectively implement the OSHMS is determined as 
part of annual business planning. Where resources are not provided or are provided at a level 
below that requested for full implementation, the OSH Work Safe Plan is noted and altered to 
reflect the resources available.

A dedicated Occupational Safety and Health Budget is allocated each financial year to fund 
the elements of the OSH Work Safe Plan. 

In the event that additional resources, due to unforeseen circumstances, are required to 
continue the effective implementation of the OSHMS, a business case is submitted. 
(Resources may include budget, personnel, time, equipment or external services).
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6.1.2.2 Responsibility and Accountability
Leadership is acknowledged as a key component of a positive safety culture. Although the 
role of managers and leaders is to drive safety, everyone in the organisation has a 
responsibility for safety. 

Role Responsibilities

CEO  Ensure the City meets all of its legal obligations related to Occupational 
Safety, Health and Injury Management.

 Ensure the City is committed to Occupational Health and Safety through:
o Executive Management commitment, support and visible involvement 

in Safety Management System activities.
o The provision of the resources required and the support for the 

effective deployment and maintenance of the Safety Management 
System, Annual OSH Plan and associated procedures and processes.

o The promotion of cooperation and consultation between management, 
workers and all relevant stakeholders.

 Ensure the successful implementation of the Safety Management System 
across all of the City’s operations.

 Ensure workers (including contractors and volunteers), service providers 
and visitors are not exposed to hazards in the workplace (as far as 
practicable).

Executive 
Managers

 Ensure that the OSH policy (Management Practice) is reviewed biennially 
and annual plan is reviewed at least annually. 

 Ensure that the OSHMS is reviewed at least biennially.
 Ensure systems and processes are in place to achieve compliance with all 

statutory requirements.
 Ensure, as far as practicable, OSH risk management systems are in place 

to ensure workers are able to identify and control workplace hazards.
 Ensure effective communication and consultation processes are in place to 

inform workers (including contractors and volunteers), elected Safety and 
Health Representatives and relevant stakeholders about their rights, roles 
and responsibilities regarding health and safety at work and changes to 
processes, premises and plant & equipment which may impact on safety 
and health.

 Ensure that financial and physical resources are provided for all aspects of 
safety management.

 Ensure that recommendations to improve safety and health management 
are acted upon.

 Ensure that contractor OSH management systems and processes are in 
place to manage the risks associated with engaging contractors to 
undertake work for the City. 

 Ensure availability to address any Occupational, Safety, Health and Injury 
Management related matters that may be raised by workers (including 
contractors and volunteers) and relevant stakeholders via the Resolution 
of Issues process.

 Ensure that all proposed purchases are adequately risk assessed and that 
consultation occurs prior to purchase.

 Ensure a workplace inspection process is implemented and communicated. 
 Ensure the City has hazard/incident and investigation systems and 

processes in place that all workers (including contractors and volunteers) 
and stakeholders are required to comply with. Ensure there are OSH 
training systems and processes in place to allow all workers (including 
contractors and volunteers) and relevant stakeholders to receive all 
necessary Occupational Safety and Health training relevant to the worker’s 
roles and responsibilities.

 Participate in and lead any Safety Management training.
 Ensure that there is competent and sufficient supervision of all workers 

(including contractors and volunteers).
 Ensure provision of reasonable time for OSH Representatives to complete 

their duties as per the OSH Minimum Standard – Activity Standard for OSH 
Representatives
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Business Unit 
Managers, 
Coordinators 
and 
Supervisors

 Ensure compliance with all statutory requirements.
 Ensure, as far as practicable, workers (including contractors and 

volunteers), service providers, customers and visitors are not exposed to 
hazards and that they are informed about their rights, roles and 
responsibilities regarding health and safety at work.

 Ensure that financial and physical resources are provided for all aspects of 
safety management.

 Ensure that recommendations to improve safety and health management 
are acted upon.

 Contribute to the effective management of workers compensation claims 
and Return to Work programmes.

 Ensure that the contractor engagement process is followed when engaging 
contractors to undertake work at the City.

 Ensure that all appointed contractors meet the City’s OSH criteria prior to, 
and during, contractual engagement and undertaking work for the City

 Be available to address to any Occupational, Safety, Health and Injury 
Management related matters that may be raised by workers (including 
contractors and volunteers) and relevant stakeholders via the Resolution 
of Issues process.

 Consult and cooperate with elected Safety and Health Representatives and 
other workers (including contractors and volunteers) on matters of safety 
and health.

 Ensure provision of reasonable time for OSH Representatives to complete 
their duties as per the OSH Minimum Standard – Activity Standard for OSH 
Representatives.

 Conduct safety related toolbox and team meetings at regular and agreed 
intervals.

 Ensure that workers (including contractors and volunteers), elected Safety 
and Health Representatives and relevant stakeholders are consulted 
regarding changes to procedures, premises, plant and equipment which 
may impact on safety and health.

 Ensure that all workers (including contractors and volunteers) and other 
relevant persons in the workplace are provided, where relevant, with 
appropriate Personal Protective Equipment (PPE) and instruction in its 
proper use and maintenance.

 Ensure that all proposed purchases are adequately risk assessed and that 
consultation occurs prior to purchase.

 Ensure that workers (including contractors and volunteers) and other 
authorised persons do not commence any task without first reading the 
appropriate safe work procedures.

 Ensure planned workplace inspections are undertaken and documented in 
accordance with established inspection programme and legislative 
requirements.

 Ensure all tasks are risk assessed and appropriate controls according to 
the Hierarchy of Controls implemented. 

 Develop and review Safe Work Method Statements (SWMS) aligned with 
task risk assessments.

 Ensure workers (including contractors and volunteers) and stakeholders 
report all work related accidents, incidents and near misses and ensure 
that these events are investigated according to the Accident/Incident 
Reporting and Accident/Incident Investigation processes.

 Ensure all workers (including contractors and volunteers) and relevant 
stakeholders receive all necessary Occupational Safety and Health training 
prior to the commencement of any task.

 Participate in and lead any Safety Management training.
 Ensure that workers (including contractors and volunteers) are competent 

to undertake tasks allocated to them.
HR Manager, 
OSH 
Coordinator 
and OSH 

 Provide strategic and technical advice on all matters related to 
Occupational Safety, Health and Injury Management.

 Develop and review policy, systems, plans and processes to ensure that 
the City is informed of new safety related Acts, Regulations, Standards or 
codes pertinent to the City’s operations.
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Advisors  Provide strategic direction, develop, coordinate, deploy and review the 
OSHMS and OSH Plan.

 Co-ordinate all Injury Management and Return to Work programmes.
Elected Safety 
and Health 
Representative

(SHRep)

Adhere to the requirements of the City of Swan OSH Minimum Standard for 
OSH Representatives and the Occupational Safety & Health Act 1984 s.33 (1):
The functions of a safety and health representative are, in the interests of 
safety and health at the workplace for which he or she was elected - 
(a) To inspect that workplace or any part of it - 

(i) At such times as are agreed with the employer; or
(ii) Where he or she has not inspected the workplace, or that part of it, 

in the preceding 30 days, at any time upon giving reasonable notice 
to the employer;

(b) Immediately, in the event of an accident, a dangerous occurrence, or a 
risk of imminent and serious injury to, or imminent or serious harm to the 
health of, any person, to carry out any appropriate investigation in respect 
of the matter;

(c) To keep himself or herself informed as to the safety and health information 
provided by his or her employer in accordance with this Act and liaise as 
necessary with the department and other Government and private bodies;

(d) Forthwith to report to the employer any hazard or potential hazard to 
which any person is, or might be exposed at the workplace that comes to 
his or her notice;

(e) to refer to the Safety and Health Committee any OSH matters that he or 
she thinks should be considered by the committee;

(f) To consult and cooperate with his or her employer on all matters relating 
to the safety or health of persons in the workplace;

(g) Liaise with the workers regarding matters concerning the safety or health 
of persons in the workplace.

Safety and 
Health 
Committee

In accordance with the City's Safety and Health Committee Terms of 
Reference and Section 40 of the Occupational Safety and Health Act, the 
functions of the City's Safety and Health Committee are - 

a) to facilitate consultation and cooperation between an employer and the 
employees of the employer in initiating, developing, and implementing 
measures designed to ensure the safety and health of employees at the 
workplace;

b) to keep itself informed as to standards relating to safety and health 
generally recommended or prevailing in workplaces of a comparable 
nature and to review, and make recommendations to the employer on, 
rules and procedures at the workplace relating to the safety and health 
of the employees;

c) to recommend to the employer and employees the establishment, 
maintenance, and monitoring of programmes, measures and 
procedures at the workplace relating to the safety and health of 
employees;

d) to keep in a readily accessible place and form such information as is 
provided under this Act by the employer regarding the hazards to 
persons that arise or may arise at the workplace;

e) to consider, and make such recommendations to the employer as the 
committee sees fit in respect of, any changes or intended changes to or 
at the workplace that may reasonably be expected to affect the safety 
or health of employees at the workplace;

f) to consider such matters as are referred to the committee by a safety 
and health representative; and

g) to perform such other functions as may be prescribed in the regulations 
or given to the committee, with its consent, by the employer.

The Safety and Health Committee must also adhere to the City's Terms 
of Reference for the Safety and Health Committee (docsetID 4391497)
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Workers 
(including 
contractors 
and 
volunteers)

 Comply with all statutory requirements.
 Take reasonable care to ensure their own safety and health whilst at work 

and that of others.
 Consult and cooperate with Management on matters of Occupational 

Safety and Health. 
 Report all hazards, accidents, incidents and near misses according to the 

Accident/Incident Reporting process.
 Develop and follow all safe work procedures as directed by the supervisor 

or as otherwise directed.
 Use personal protective equipment (PPE) as required.

6.1.2.3OSH Service Delivery Model
The OSH Team provides an advisory and support service in accordance with the OSHMS and 
the OSH Service Delivery Model. The OSH Service Delivery Model has a focus on 80% Onsite 
Support via OSH Leadership Coaching, Workforce Coaching, Management Engagement, and 
General Support. The 20% compliance focus is targeted to specific areas identified during 
reviews, audits and reviews.

6.1.3 Recognition and Reward
The City recognises the importance of management recognising and rewarding desired safety 
behaviours in a meaningful way. The City has an Occupational Safety and Health Reward and 
Recognition Program in order to drive a culture where workers;
 Feel engaged, appreciated and supported to work safely
 Feel encouraged to share ideas and innovations with regard to doing their jobs safely
 Are supported to 'speak up' about unsafe situations/work practices

6.2 PLANNING

6.2.1 Legal Compliance
The City is committed to complying with all relevant legislative requirements as specified by 
Western Australian and Commonwealth law. Governance maintains a Compliance Register 
which lists the statutes the City of Swan must comply with.

Current safety and health legislation and guidance material is monitored by the OSH Team 
and is directly accessible by way of links to relevant websites on the Intranet OSH page.

6.2.2 Objectives and Targets
The setting of Objectives and Targets provides useful information on the performance of the 
OSH Management System and ensures attention and action on specific areas of the OSH 
Management System. Objectives and Targets are set every two years in line with the review 
of the OSHMS and rolled out to all Business Units via their Business Unit Specific WorkSafe 
Plans.

The objectives and targets include the following information:
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 Measure to be used to assess performance.

 Timeline for achievement.

 Person accountable for driving the objective and/or achieving the target. 

The following have been set as the City's Objectives and targets:

# Objective Target Purpose Measure

1. Improve Safety 
Leadership

All Executive and 
Managers to complete 4 
workplace inspections 
per year.

Drives discussion of safety 
and is a visible display of 
OSH Leadership   to 
reinforce Management 
Commitment.

Inspection 
Spreadsheet 
maintained by 
OSH and reported 
monthly to the 
Strategic OSH 
Group.

2. Improve Safety 
Leadership

All Safety and Health 
Representatives 
complete one inspection 
per calendar month

Safety and Health Reps 
engage with workers in the 
workplace and become 
operational safety leaders.

Inspection 
Spreadsheet 
maintained by 
OSH and reported 
monthly to the 
strategic OSH 
Group.

3. Improve Safety 
Performance

Increase hazard and 
near miss reporting by 
at least 5% (compared 
to previous FY)

Hazard and near miss 
reporting are lead 
indicators. Reporting 
hazards and near misses 
prevents incidents and are 
indicators of a strong 
reporting culture (which is 
a subset of a proactive 
Safety Culture)

Bimonthly metrics 
infographic- 
Hazards Reported.

4. Improve Safety 
Performance

85% of corrective 
actions closed within 
the month they were 
raised.

Timely response to 
identified hazards is crucial 
to effective management of 
risk.

Bimonthly metrics 
infographic - 
Hazards Closed 
within the month.

One Council 
Hazard database

5. Improve Safety 
Performance

Reduction in 
LTIFR/MTIFR for 
Workers

Focus on lowering the 
number of serious injuries.

Bimonthly metrics 
infographic.

6. Improve Safety 
Training

All workers have 
completed Safety 
induction training within 
4 weeks of commencing 
work.

To ensure new workers are 
aware of the City's OSHMS 
and where to find Safety 
Information

Litmos/One 
Council training 
records.

Progress against objectives and targets is also reported quarterly via CID reporting.

6.2.3 OSH Work Safe Plans
Planning is crucial for the effective implementation of the system. It allows for efficient and 
effective implementation of initiatives and changes and also the measurement of system 
performance.
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OSH Work Safe Plans are developed for the period July to June each year, with reviews at 
regular intervals based on significant milestones within the plan. 

The OSH Work Safe Plan is reviewed annually by the Strategic OSH Group in line with the 
organisation’s annual business planning process. The review shall:

 Result in objectives, targets and actions based on performance from the previous year 

 Include the review of any recommendations submitted by the Safety Committee

 Ensure the system adequately addresses all areas of OSH risk as they are known

 Ensure adequate resources are supplied to implement the system and associated 
strategies and actions

 Focus on continual improvement

6.2.4 Documentation
The following document hierarchy sits within the OSHMS:

 Policy (Management Practice (MP-001)

 Standards 

 Processes and Procedures

 Safe Work Method Statements

 Tools (supporting documentation) 

Policy (Management Practice)
The Policy is a statement of commitment from the CEO to all workers (including contractors 
and volunteers) and other stakeholders. It has been developed and endorsed by the CEO in 
consultation with workers and other stakeholders. It is displayed in workplaces throughout 
the City, posted on the City of Swan web site, the Intranet OSH page and also under the 
POLICIES tab on the home page.

Standards
Standards are published documents setting out specifications and procedures designed to 
ensure products, services and systems are safe, reliable and consistently perform the way 
they were intended. Standards can be guidance documents including:

 Australian Standards

 International Standards and Joint Standards

 Codes

 Specifications 

 Handbooks and Guidelines.

City of Swan (minimum) Standards are posted on the Intranet OSH page.

Processes and Procedures
Processes are system guidance documents, reviewed every 2 years, outlining how a 
particular task, system or part of a system is to operate. Corporate level procedures which 
underpin corporate processes are also reviewed every 2 years. They are posted on the 
Intranet OSH page and also under the Business Model (HR) tab on the home page. All 
processes are formally approved and published according to the approved Process 
Development and Review Process (PRO-OPD-031) OSH documentation review includes 
stakeholder consultation via the OSH Reps and Safety and Health Committee Agenda to all 
Managers, a dedicated consultation session and a register of feedback back to the Safety & 
Health Committee. A list of approved OSH processes is shown in Appendix 1.

Safe Work Method Statements (SWMS)
SWMS are task or job specific documents used on a daily basis, at Business Unit level, to 
ensure workers undertake their normal duties safely, with appropriate hazard controls in 
place. Tasks are broken down into a series of steps, each of which identifies any hazard 
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and/or risk involved and the corresponding safety precaution required for its control. 
Relevant associated legislation is referenced and any required training identified.

Tools (supporting documentation)
Tools may consist of documentation, including all forms, templates, registers, checklists, 
databases, spread sheets, or other materials provided to assist with the implementation of 
the OSH Management System.

All workers (including contractors and volunteers) have access to current legislation and 
safety information via links on the Intranet OSH page, documents published on the Intranet 
OSH page and information posted on safety noticeboards throughout the City.

6.2.5 Document and Data Control
OSH documents are reviewed, according to the schedule at Appendix 2, and are controlled 
through the use of Enterprise Content Management (ECM) in accordance with the ECM End 
User Manual, the Process Development and Review process (PRO-OD-031) and the Policy 
Development & Review process (PRO-OD-025). Where documents are required to be kept 
confidential such as medical records, employee personal information, etc. this information is 
retained in secure files/ with secure document classification. 

6.2.6 Records and Records Management
Records are maintained in accordance with current Corporate Record Keeping Guidelines.

6.2.7 Emergency Preparedness and Response
Regional emergency and crisis response plans are in place to address emergencies likely to 
impact the community.

At an operational level, each City of Swan facility which is a primary workplace for City of 
Swan workers has a site specific Emergency Response Plan, developed in accordance with 
AS3745 and the City's approved Emergency Response Plan Template. The plans are posted 
on the Intranet OSH page and hard copies are on display at each facility.

Emergency Response Plans identify:

 Location and type of emergency response equipment

 Safe locations/Muster Areas

 Response procedures for identified emergency situations

 Name and contact details of relevant personnel including warden hierarchy

 Contact details for Emergency Services

The Emergency Control Organisation (Warden Hierarchy) for each facility is provided with 
annual warden training and evacuation drills are conducted at least 12 monthly in accordance 
with the City's Emergency Evacuation Drills Process (PRO-HR-054). The Occupational Safety 
and Health Committee review the drill and training schedule in line with the Occupational 
Safety and Health Committee Terms of Reference.

6.2.8 OSH Incident Response
Initial OSH incident response is carried out as per the OSH Incident/Hazard Response Process 
(PRO-HR-080). This includes a mechanism for formation of a Significant Incident 
Management Team (SIMT) involving Executive and Management from multiple areas of the 
City to provide a coordinated response where required.

6.2.9 Employee Wellbeing and Injury Management
The City takes a proactive approach to Employee Wellbeing and offers an annual program to 
employees which includes a mix of education, health screening and physical activities across 
the areas healthy body, healthy mind and healthy lifestyle.

Where an employee is injured, the City employs a designated Employee Wellbeing and Injury 
Management Advisor to manage tailored Return to Work programmes for employees who are 
ill and or injured and those with special needs.

Injury Management is in accordance with the City's Injury Management Process (PRO-HR-
011).
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6.2.10 Visitor Management
Visitors to the City are provided with safety information as part of a required sign in process 
and in accordance with the Visitor Management (OSH) Process - (PRO-HR-015).

6.2.11 Contractor Management
The City requires that all contractors adhere to the Contractor OSH Requirements Process 
(PRO-HR-082) and complete an online and site induction prior to commencement of works.

For contracts released through the formal Request for Quote and Request for Tender 
Processes, Contractors are required to complete a risk based OSH Questionnaire which is 
reviewed by the Contract Manager prior to award of the Contract.

Procurement stipulates completion of the Contractor OSH Online Induction as a condition of 
award of the contract. Further measures required are commensurate with contractor type 
and risk profile of the work being undertaken as advised in the Contractor OSH Requirements 
Process (PRO-HR-082) the process contains guidance, tools and checklists for responsible 
officers to meet the requirements of the Process.

6.3 CONSULTATION AND REPORTING

6.3.1 Consultative Mechanisms
Communication and consultation regarding issues affecting occupational safety and health is 
undertaken by a variety of methods including:

 the use of City wide email;
 Staff Announcements on the Intranet;
 cascading meetings (Communication of OSH Information process PRO-HR-002);
 discussion at toolbox and team meetings;
 review and discussion at Safety and Health Committee bi-monthly meetings;
 Process review via dedicated consultation and feedback sessions;
 through elected workplace Safety Representatives;
 regular Safety Briefings by OSH Advisors;
 worker involvement in the development of SWMS;
 pre-purchase risk assessments (Risk Assessment & Control process PRO-HR-007);
 through the Resolution of OSH Issues process PRO-HR-057;
 through the use of OSHMS Surveys
 to customers, contractors and suppliers by posting the Policy (Management Practice) 

and OSHMS on the City website;
 Employee Wellbeing Surveys
 Training feedback and review

6.3.2 Elected Safety and Health Representatives
The OSH Team facilitates the nomination and election of Elected Safety and Health 
Representatives (SHReps) across all of the City's Operations in accordance with the Election 
of Safety and Health Representatives Process (PRO-HR-053). SHReps represent their fellow 
workers and carry out specific functions related to Workplace safety and health including 
incident and hazard reporting and investigation.

The City of Swan OSH Minimum Standard - Activities for OSH Representatives sets out City 
of Swan Specific Requirements for the City's SHReps in line with the requirements of the OSH 
Act 1984.

6.3.4 Resolution of OSH Issues
The City has an approved Resolution of OSH Issues Process (PRO-HR-057) which acts as a 
dispute resolution process where Safety and Health issues arise at the workplace. The 
process facilitates the resolution of issues by involving Safety and Health Representatives 
who can assist to raise issues with Managers and Executive Management. If an issue is 
unable to be solved at this level, the process provides the SHRep with a pathway to escalate 
the issue to the Safety and Health Committee for resolution and to an external party (such as 
WorkSafe or Energy Safety) as a last resort. 
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6.4 HAZARD MANAGEMENT

6.4.1 OSH Risk Management
The City's Risk Management Framework articulates the organisation's commitment to 
applying risk management processes. This framework contains the City's Risk Matrix and 
guidance on conducting a risk assessment. The risk classification, level and tolerance 
matrices are reproduced on the templates for Safe Work Method Statements (SWMS) and Job 
Safety Analyses (JSA's). 

Safe Work Method Statements are in place in Business Units. Control measures are 
implemented with reference to the Hierarchy of Control whereby Elimination is always the 
best control measure, followed by Substitution, Isolation, Engineering, Administration and 
PPE.

Approved Hazard Management Processes include;

 OSH Incident/Hazard Reporting and Investigation (PRO-HR-076)
 Risk Assessment and Control (PRO-HR-007)
 OSH Incident/Hazard Response (PRO-HR-080)
 Permit to Work (PRO-HR-006)
 Sharps Handling, Reporting and Disposal (PRO-HR-009)
 Tag Out (PRO-HR-010)
 Selection and Issue of PPE (PRO-HR-014)
 SWMS/JSA (PRO-HR-005)
 Workplace Safety Inspections (PRO-HR-017)
 Chemical Management (PRO-HR-068)
 Property Flagging in Pathway (PRO-HR-071)

6.4.2 Inspections and Corrective Actions
Workplaces are regularly inspected by the CEO, EMT and Business Unit Managers with a 
focus on safety leadership. OSH Advisors and SHReps undertake regular workplace safety 
inspections with a focus on hazard identification and management.

Preventative and/or corrective actions associated with incidents or reported hazards are 
recorded and managed through One Council (CiA) as hazards which are monitored through 
analysis of bimonthly OSH Metrics and monitoring of hazards to completion in One Council 
(CiA) by the OSH team as per the OSH Team Work Instructions for Incident and Hazard 
Review.

6.4.3 Incident Reporting and Investigation
Incidents are reported via an automated electronic system (One Council CiA) which 
generates workflow to the line manager (immediate supervisor) upon lodgement of each 
report. An automatically generated daily incident summary report is also issued to the 
relevant reporting line and Safety and Health Representative the following day. Reported 
incidents are reviewed by the OSH Team on a daily basis. All incidents are investigated in 
accordance with potential severity, as per the OSH Incident/Hazard Reporting and 
Investigation Process (PRO-HR-076). SHReps assist with investigations and any corrective 
and/or preventative actions are logged in One Council CiA as hazards and tracked to 
completion.

OSH Advisors conduct formal investigations and prepare reports for all significant and severe 
rated incidents and also injuries categorised as Lost Time Injuries. The findings and 
recommendations from which are reviewed by a panel comprising the relevant Manager, 
Supervisor, SHRep and OSH Advisor. Any corrective actions then required are agreed and 
signed off by panel members and findings presented at Toolbox and Safety Committee 
Meetings. Corrective Actions are tracked in One Council CiA as hazards.

6.5 TRAINING AND SUPERVISION

6.5.1 OSH Induction and Training
All workers (including contractors and volunteers) undertake a general OSH Induction in 
addition to site specific induction, to ensure that they understand and can meet their 
responsibilities under safety and health legislation. Further, there is mandatory online 
training for all workers in Code of Conduct, Bullying, Sexual Harassment, EEO and Driver 
Awareness Training.
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All leaders (those responsible for supervising other workers) are required to undertake Safety 
for Leaders Training delivered by the OSH Team.

The OSH team also run regular Safety Briefings on relevant topics across the organisation, 
including annual OSH Hazard Management training and briefings for the City's OSH Reps.

6.5.2 Training Needs
Training needs are captured as part of SWMS development and site and task specific training 
is provided where required. In addition to identified organisation wide mandatory training, 
Business Units have developed training matrices which identify specific training needs 
relevant to the work they do. Work is currently underway to report on training requirements 
and completions through One Council.

6.5.3 Supervision
Management Staff undertake OSH Leadership training delivered by the OSH Team. Those 
with Supervisory roles participate in the Life Style Inventory (LSI) Programme and the City's 
Leadership Development Program.

Supervision is undertaken by people with appropriate safety and health knowledge, skills and 
experience.

6.6 MEASUREMENT, REVIEW AND IMPROVEMENT

6.6.1 OSH Metrics
The collection and analysis of data facilitates the continuous improvement of the OSHMS and 
provides a vehicle to measure the effectiveness of the system. Targets are set (refer to 
6.2.2), in order to set a benchmark for continuous monitoring of the system. 

The following data is collected and compiled into bi-monthly OSH Metrics which are reviewed 
by the EMT and the Safety Committee.

 Incidents Reported by Month and Year to Date (by division and severity)

 Near Miss/No Damage Incidents Reported by Month and Year to Date (by division)

 Number of hazards reported, with previous year comparison. 

 Hazard type and corrective actions

 Near Miss type and corrective actions

 Number of Medically Treated and Lost Time Injuries (MTI/LTI), with previous year 
comparison.

 Type of Incidents reported (top four for trend analysis)

 Corrective actions completed within timeframe

 Injury Hot Spots (Injury by body location Year to Date)

 Injury by age/generation/gender

 Work Hours Lost to Injury year to date (by division)

In addition to these measures, the Executive Management Team also regularly review 
completed inspections via the spread sheet located on the OSH Intranet Page. OSH Induction 
completions are monitored by Human Resources.

6.6.2 OSHMS Surveys and Inspections (Audits)
In addition to evaluation and feedback of all OSHMS Activities via evaluation forms and 
surveys, OSH Advisors complete regular inspections to find gaps in implementation of the 
OSHMS and provide continual assistance and education to ensure the business is meeting 
OSHMS and Legislative requirements. These requirements are conducted in accordance with 
the OSH Business Model. A yearly internal compliance review plan is prepared which 
identifies focussed areas for OSH Review. Reviews are conducted in conjunction/consultation 
with key stakeholders. The completed review report/s are presented to the Strategic OSH 
Group and relevant business areas for action.

In addition, the OSH Advisors facilitate monthly OSHMS surveys against each element of the 
OSHMS. These allow the OSH team to measure implementation of the OSHMS and address 
gaps where required.
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6.6.3 External Audit
The OSHMS is audited externally by a qualified, independent third party every two (2) years 
to ensure compliance and to assess the level of continuous improvement. These audits 
identify required areas of focus across the City for improvement. These improvement areas 
are then communicated to the Organisation via Business Unit Work Safe Plan reviews where 
the OSH team work with Business areas to improve OSHMS implementation across the 
identified areas. External OSH Audits and required actions are monitored via the City’s Audit 
Committee, Strategic OSH Group and CID reporting.

7 APPENDICES

7.1 List of OSH Processes
OSHMS Appendix 1 - List of OSH Processes and Standards 3121709_4

7.2 OSH Document Review Schedule
OSHMS Appendix 2 Document Review Schedule 
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