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POLICY/INSTRUCTIONS

I acknowledge receipt of one copy of this book.

I understand that I am required to read the policies and follow the instructions contained therein.

If there is any policy or instruction I do not fully understand, I will enquire about it from my Supervisor or the Manager or a member of the Safety Committee, to get the full meaning or interpretation.

ISSUED BY:

Signature:_______________________________________________________________

Position:________________________________________________________________

RECEIVED BY:

Signature:_______________________________________________________________

Position:________________________________________________________________

Date:________________________________

A copy of this acknowledgement filled out and signed is placed in your personal record file.

INTRODUCTION

This company Policy Instruction Manual has been prepared to enable all of us, irrespective of our position in the Company, to have a better awareness of the need to focus on:

· Quality,

· Health & Safety and 

· Environmental Issues.  

· Not only for our own sake or the companies, but for our families and members of the community in general.

To be competitive and work successfully in the Construction Industry we have to be able to demonstrate to the people we work for that we do not only have these policies written down, but are actually carrying them out as part of our daily work.

The Company needs the help of all staff and employees to achieve these standards and to maintain our Prequalification with the authorities we work for. Otherwise the Company will not be able to tender on the work we have done in the past.

QUALITY

Collective Civil is committed to providing a Quality Based service to all our clients.

Collective Civil which is all of us, has a policy and objective document which is included in this manual.

In summary the company will try to:-

· Provide a level of Quality in our work that has been requested by the Clients we work for.

· Satisfy our client’s expectations and at all times present an image to customers of the client that the client would expect of their own staff.

· Continually improve our practices, and all accept the culture of reviewing what we have done, with the aim to improve the way we work.

We can only achieve this level of Quality Service if we strive to improve ourself with training and ensure we all know what the correct method of working is.

All employees are encouraged to seek explanation and advice at all times when in doubt.

We must remember that the way we complete our activities has an effect on the ability of the next person to complete their work and achieve the level of quality desired.

SAFETY

Safety is only achieved if we all work together. 

Management has responsibilities to:

· Provide a safe work place and safe work procedures,

Staff and Employees have a responsibility to:

· Adopt a positive attitude to safety and work within the companies procedures and instructions. 

· The policies and instructions as outlined in this manual must not only be read and understood but more particularly applied each day.  These procedures and instructions cannot possibly cover every situation.  If you are in doubt or if you are not clear on some point, ask your Manager or Supervisor.

· The greatest number of Accidents can be prevented.  Our joint attitude, your co-operation, your sense of awareness to the risks of accidents, will help to avoid needless suffering to yourself, your family and the community in general.

· The company will establish a site safety committee at each site that will include each employee.  Regular Toolbox Meetings will be held and this is the way all employees can have a say in the way we manage and work safely.

ENVIRONMENT

Protecting the environment is now a very important issue with the community and in particular the clients we work for. We have a company policy and we expect all employees to adopt that policy -  that we must minimize the risk to the environment from any of our work activities.

To achieve some improvements in the environment will often result in us considering some issues that we might consider of very small importance.  Environmental improvements require a great number of people to change their habits a very small amount.  We must all remember this.

Environment Policy and Instruction as outlined in this manual must not only be read and understood but more particularly applied each day.  These procedures and instructions cannot possibly cover every situation.  If you are in doubt or if you are not clear on some point, ask your Manager or Supervisor.

An environmental breach can be damaging to the environment and the company’s image, we all should have the attitude that we can minimize the effect and prevent all breaches.

Environmental Issues include but are not necessarily limited to:

· Minimising stripping and erosion.

· Recycling and Salvaging of Construction material.

· Salvaging and Re-using topsoil.

· Minimising Waste and Reworking of activities.

· Good Clean and Friendly Housekeeping

Regular Toolbox Meetings will be held and this is the way all employees can have your say in the way we manage and work safely.

COMPANY POLICIES AND OBJECTIVES  

JOINT QUALITY, HEALTH AND SAFETY AND ENVIROMENTAL POLICY.

The Company Policy is to:

	That the people that work for Collective Civil finish work at the end of each day and arrive home in the same state of health as when the day started.
That each day the site environment is left in a better or at least in the same state as when we took possession.
To work within the laws and policies set by the governing bodies who set the legislative policy which maintains the environment, workplace safety and the industrial relations. 


Our objectives are to:

	To have nil lost time injuries.
To create nil environmental damage. Nil  contravention of EPA laws

To maintain an harmonious work place. Nil unresolved disputes

To maintain quality completed projects built to client and contract expectations which require nil rework.



COMPANY GENERAL REQUIREMENTS OR POLICIES WITH REGARDS TO SAFETY POLICIES AND INSTRUCTIONS.

GENERAL POLICIES.

1. Recognition of the need for Safety

Do not take chances.  Do not take short cuts.  Be aware of possibilities of injury throughout your day’s work.  Take a few seconds to THINK SAFETY before you start work or engage on a new job.

You are the nearest Safety Officer to yourself.  Your best protection is your attitude towards your own self preservation.
2. Know the place in which you work.

You should note and understand the equipment and machinery that you use.  Ask you Supervisor or Manager to explain them to you.  Do not use equipment that you are not authorised to handle or operate.

Know where the emergency stop buttons and fire extinguishers are situated.

Report immediately any fault, defect or anything unusual.

3. Housekeeping

Housekeeping is the basis of good safety.  All employees and subcontractors are asked to abide by XXX Constructions Pty Ltd Ten Good Housekeeping Rules.

1.  If you open it, close it when finished.
2.  If you turn it on, turn it off.

3.  If you unlock it, lock it when finished.
4.  If you break it, try to repair it.

5.  If you can’t fix it, call someone who can.
6.  If you borrow it, return it after use.

7.  If you use it, take care of it.
8.  If you make a mess, please clean it up.

9.  If it doesn’t concern you, leave it alone.
10.If you move it, put it back 

4. Excavations and Loaders

When stationary, all excavator and loader buckets must be in a lowered position and brakes must be “locked on”.

If excavators are moved on a slope, the safety log must be dragged in the uphill direction by the excavator, and downhill by an independent unit.

Loaders must not be used for pushing or starting other vehicles.  When loaders are used to tow other mobile plants, safety chains must be attached with safety pins in position.

No work must be undertaken under the bucket or body of a Tip Truck when it is raised unless it is supported or secured by props of the correct strength or ram locks fitting in place.

Using a loader bucket as a working platform is not a safe practice and not permitted.

Tipper Truck Drivers will make sure that their vehicles are on level ground before unloading.

No one should stand within the working area of a loader or excavator bucket.  Always give the operator a fair chance to see you no matter what plant or equipment is involved.

Operators should step down and not jump to the ground in order to avoid sprains and fractures. Steps and handholds provided should be used.  Always face the machine when climbing in or out.  The rule is to climb down facing the same way you climbed up.

Regular safety boots which protect the ankles should be worn.

Reversing without due care and attention is the cause of many accidents.  When in doubt about what is behind you, alight from the vehicle and have a look.

5. Safety Fences

Safety fences will be erected around the edge of the excavation site when other work is being carried out in the area.  Safety fences should be erected around all open excavations and trenches for the safety of employees and the public in general.

6. Safety Regulations.

Your attention as an operator is called to the legal requirements and to your responsibilities as laid down in the various State Regulations relating to your own safety and that of any other person in construction.  A copy of these regulations is available to you at the office.

7. Licences and Permits

Employees must be in possession of the current licences appropriate to the type of plant or vehicle they are required to drive.  The company does not allow holders of probationary licences to drive company vehicles, except with special authorisation.  An employee may drive or operate only that vehicle, plant or equipment for which he has been authorised by his Supervisor or Manager.

8. Private Vehicles

All privately owned vehicles driven on company property, or property leased by the Company, must be registered and covered by a current Third Party Insurance Policy. Drivers must follow the Manager’s instructions regarding parking and abide by the current safety rules.  No private vehicle is permitted in workshop or maintenance areas.

9. Practical Jokes

Practical jokes or horseplay often result in serious injury. 

These are therefore strictly forbidden.  If they occur tell the Manager immediately.

10. Responsibility for safe Plant

No employee will move, drive or operate any vehicle or plant that he reasonably considers to be in an unsafe condition. Notify your Supervisor or Manager.

11. Safety Check

Drivers of company vehicles and plant will complete a “Prestart Safety Check” according to the specific instruction or checklist for the vehicle or plant, at the beginning of each day or shift. e.g. Company owned vehicles: check petrol, oil, brakes, tyres, steering, lights, wipers, door locks, indicators.  Clean windscreens, rear view mirrors and rear window.

You are responsible to ensure that a defect or fault is reported immediately and that it is attended to before you drive the vehicle.

12. Reporting of Accidents and Injuries

Accidents, whether or not resulting in an injury or damage to property, must be reported as soon as possible to your Supervisor or Manager.  All accidents will be investigated and the appropriate form filled in.  Attempts to conceal, misreport or evade facts of any accident will not be tolerated.  As a rule all serious accidents or serious damage to property will be investigated in conjunction with the Manager.

13. Vehicle Accidents

The following procedures will be adopted:-

a. Perform all legal requirements, i.e. render assistance if required, call Police or Ambulance when necessary, remove debris.

b. Contact the plant or office by radio or telephone, stating if there are persons injured or not and if damage to vehicles is serious.

c. Exchange names and addresses with other parties concerned.

d. Obtain names and addresses of available witnesses.

e. Take down particulars of other vehicles concerned noting position, damages and other facts which can have a bearing on the cause of the accident.

f. Do not admit liability.

g. Do not show or express hostility. 

It is in your own interest and that of the Company that all the facts connected with the accident be reported faithfully and accurately.  

The circumstances of the accident will subsequently be examined by the Manager and Insurance Company.  We need all the correct information to satisfy these requirements.

14. Reporting of Hazards

Report all hazards, that is any condition that might cause injury or damage, to your Supervisor immediately you see them.  Follow up your report to be sure that corrective action has been taken.  Never leave a hazard unreported.  It might cost you or one of your friends a serious injury. The Supervisor or Manager can provide a hazard report to fill in at any time..

15. Personal and Protective Clothing.

You are expected to wear suitable clothing for your job.  The Company provides protective clothing where necessary, including footwear, safety helmets and gloves.  You are expected to maintain your clothing in good condition.  Do not wear loose clothing around moving machinery, and in the same circumstances, for the same reasons, any hair must be restrained or contained in a manner acceptable to the Supervisor or Manager, or reduced to safe length.  Rings, bracelets and necklaces may not be worn where employees are exposed to moving machinery.  Your Supervisor will advise you on correct type of clothing to be worn.

You are responsible for bringing the protective equipment to the work site in good condition each day.  Replacement for worn or damaged equipment is provided by the Supervisor or Manager.

Eye Protection –

Eye injuries can be serious.   Be aware of possible injuries to the eyes from flying particles, such as metal being cut or drilled.  If your situation warrants it wear the appropriate type of eye protection. 

No welding is to be done without shields.

Ear Protection –

If you work in noisy surroundings for continuous periods or have to enter an area designated as an 

“Ear Protection Area” you will have to wear ear protection.

Your Supervisor will advise you as to the type of ear protection required and how long it should be worn.  It is in your own interest to wear ear protection at all times you are exposed to noise.

Footwear –

All drivers, plant operators and labourers will wear approved safety footwear when on duty.  The company will supply a pair of suitable safety boots as part of the standard protective equipment.

Footwear of the following types are not permitted to be worn:-

a. Cloth shoes of all types.

b. Sandals or house slippers

c. Open toe shoes or thongs.

d. Other light unprotective footwear.

Safety Helmets.

It is a legal obligation for all company representatives and visitors to wear Safety Helmets in marked areas of a construction site.  All XXX Construction personnel will be given safety helmets when at work.  The Safety Instruction for Head Protection indicates when to wear the Helmet on our projects unless more specific instruction is given at the toolbox meeting at the start of the job.  Drivers of mobile plants and tipper trucks will wear safety helmets when out of their vehicle cabins.

Wearing of Gloves.

Gloves are provided for use when handling rough or heavy objects, hot pieces of material, concrete or cement dust or equipment.  Use them as they have been provided to protect you against injuries.

16. Personal Hygiene

The amenities are provided for the convenience and health of the employees. Please keep them clean and tidy and report any inconvenience to the supervisor or Manager.

17. Intoxicating Liquor and Drugs

No alcoholic liquor or drug of any kind which could affect mental alertness, is allowed from the time you leave home, until such time as you return home on completion of work, or until the homeward journey is broken.  It is also not permitted to bring any alcoholic drink onto the company’s sites or plant.

18. Emergency Telephone Numbers.

A list of emergency telephone numbers must be displayed near telephones and switchboards.  The Project Management Plan also has a specific list of emergency and project phone numbers. The PMP is kept by the Supervisor/Foreman.

The numbers must include:

· Nearest Fire Brigade Station

· Ambulance Station

· Doctor

· Hospital

· Police Station

· After hours numbers of Manager

· In case of any Emergency ring 000

SAFETY PROCEDURES

The company has the following safety procedures that are used to detail the way we do various safety processes.

They are included in this manual to allow you to be familiar with them and to verify that we have discussed them with all employees.

CC -SP-01

Hazard Identification, Risk Assessment and Control

CC -SP-02

Incident and Emergency Accident Procedure

As new hazards are identified additional policies or instructions will be added to those listed below and placed in this Manual.

SAFETY INSTRUCTIONS

Safety instructions are used to control what we do in our daily work, please make every effort to understand these Instructions and apply the instructions in your daily work.

Regularly we will discuss and reinforce the instructions at Toolbox Meetings and your comments will always be appreciated.

CC-SI-01

Manual Handling

CC-SI-02

Hearing & Noise Protection

CC-SI-02-1

Hearing & Noise Protection (Appendix)

CC-SI-03

Eye Protection

CC-SI-04

Head Protection

CC-SI-05

Operating Construction Plant

CC-SI-06

Work with Construction Plant

CC-SI-07

Working in Trenches

CC-SI-08

Excavation & Trench Protection

CC-SI-09

Traffic Management

CC-SI-10

Work with Subcontract Lifting Plant

CC-SI-11

Emergency Accident Instruction Remote Location

CC-SI-12

Complete Traffic Closure of a Remote Track.

CC-SI-13

Operating Construction Plant under Power lines

CC-SI-14

Protection from Ultraviolet Radiation

CC-SI-15

Occupational Hazards Tools, Minor Machinery & Equipment

CC-SI-16

Rehabilitation of Employees

CC-SI-17

Fire Prevention and Control

CC-SI-18

Protection from Waste Needles and Syringes

CC-SI-19

Protective Clothing and Equipment Issue

CC-SI-20

Danger Tag & Lockout System

CC-SI-21

Safety Instruction for the use of Explosives.

ENVIRONMENTAL PROCEDURES

The company has the following environmental procedures that are used to detail the way we can look after the environment while carrying out other processes.

They are included in this manual to allow you to be familiar with them and to verify that we have discussed them with all employees.

CC-EP-01
Identification of Environmental Aspects and Impacts Risk Analysis and Control.

CC-EP-02

Emergency Procedure for an Environmental Incident

CC-EP-03
Identification, Excavation and Disposal of Unanticipated Contaminated Material

CC-EP-04
Air Quality (Dust Control and Plant Emissions.)

CC-EP-05
Effect on Water Quality in General ( Including the need for Erosion and Sediment Control)

CC-EP-06
Waste Minimisation Cleaner Production and Recycling During the Construction Works.

CC-EP-07
Identification & Protection of Flora & Fauna in General

CC-EP-08
Storage of Fuels & Chemicals on Site

As new aspects or impacts are identified additional policies or instructions will be added to those listed below and placed in this Manual.

ENVIRONMENTAL INSTRUCTIONS

Environmental instructions are used to control what we do in our daily work, please make every effort to understand these Instructions and apply the instructions in your daily work.

Regularly we will discuss and reinforce the instructions at Toolbox Meetings and your comments will always be appreciated.

As new hazards are identified additional instructions will be added to those listed and placed in this manual.

CC -EI-01

Clean up after concrete delivery

CC -EI-02

Fuel and Chemical Spill Control and Clean up

CC -EI-03

Erosion/ Sediment on the Construction Site

CC -EI-04

Noise Pollution

CC -EI-05

Dust and Air Pollution 

CC -EI-06

Vibration Control

CC -EI-07

Excavation Soil Management

CC -EI-08

Dewatering & Pumping Waste Water

CC -EI-09

Contaminated Material Found During Site Works

CC -EI-10

Site Machine Washing to Minimise Distribution of Unsuitable




Weeds and Seeds.

CC -EI-11

Flora and Fauna Inspection and Protection Before Grubbing and




Clearing

CC -EI-12

Site Protection and Restoration of Vegetation

CC -EI-13

Stopping Sedimentation in Drains and Waterways

CC -EI-14

Disposal of Prescribed Wastes

CC -EI-15

Site Visual Impacts and Amenities

CC -EI-16

Heritage and Archaeology

CC -EI-17

Community Relations at the Workplace

YOUR CHANCE TO HAVE A SAY

· Suggestion for the Company

· Complaint against the Company.
· Notice of Work that is unacceptable.
· Notice of a Potential or Actual Safety Hazard.
· Notice of a Potential or Actual Environmental Hazard.
The enclosed Defect/Suggestion Report is your chance to notify the Company in writing of any of the above concerns.

Fill in the top Description section of the form and hand it into the office or your supervisor.

At all times you are encouraged to talk to management regarding your concerns.

A regular Toolbox Meeting is planned at least each month, but always on site when a job starts or when conditions change or identification of any Quality, Health and Safety or Environmental issues.

Please take part in these Toolbox Meetings in a constructive way and assist the company to comply with Legislation for Health and Safety and Environment.

Safety Incident/Hazard Report (existing/possible safety issues)

Environmental Hazard/Breach Notice (existing/possible environment issues)

Notice of Defect/Nonconformance/Variation (existing problems to fix)

Suggestion Complaint Form (details of possible ways we can work better)
     

Tick The Appropriate Box

	Raised By:
	______________________
	Date:
	__________
	Defect/Suggestion No:


	Project / Activity:
	_____________________________________
	

	Description & Investigation of the Defect /Incident or :

	Include client observations, names of personnel and subcontractors, location on project, procedures, drawings, times etc.

If the investigation results in a Hazard being the cause then use the rectification is transferred to a H&S Hazard Assessment & Control Form –03-04 or Environmental Impact Analysis & Action Plan Form-04-02.

	

	Investigation Completed By:__________________ Date_________ Rectification to be completed by Date:________

	Comments on Rectification or Fix the Problem:
	Date:
	____________

	Include how to fix, the outcomes, analysis, revisions, references attached sheets etc.

	

	Authorised XXX Constructions:
	________________________
	Authorised Client:
	___________________

	Rectification Actual Completion by Date  ______________
	Date to Review Rectification_____________

	Review of the Rectification to judge it’s effectiveness after implementation:
	Date of Review:
	_______
	Reviewer

Involved:
	_______________

	Comments on the review:



	Need to go to the Business Improvement Cycle: 
	Yes: (
	No: (
	Added to Business Improvement Log Yes: (

	Expected Date for completion of the Business Improvement Cycle using new XXX -Form-10-02
	Date:
	_________

	Signed by person responsible for Business Improvement Cycle:
	_________________________Date ____________








Defect Suggestion Report
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