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1.1 Occupational Health and Safety Policy 
 
ALA is committed to protecting the health and safety of its employees, visitors and subcontractors 
and others who may be affected by the activities of the company by: 

• Providing and maintaining safe plant and systems of work; 

• Providing all relevant information on hazards; 

• Providing instruction, training, leadership and supervision of employees to enable them 
to work safely; 

• Encouraging consultation and co-operation between ALA management, employees, 
subcontractors, RAP representatives, RAP applicants and Traditional Owners. 

 
Responsibilities 

Andrew Long + Associates recognise that the ALA management have the overall responsibility to 
provide a safe workplace. Management (Directors and Project Managers) will be held accountable 
for implementing this policy. 
 
Management will ensure that they: 

• Provide and maintain the workplace in a safe condition; 
• Ensure all OHS policies and procedures are implemented; 
• Actively promote and develop those policies and procedures and 
• Provide the resources to meet their OHS commitment. 

 
Employees and all Subcontractors will ensure that they: 

• Follow all OHS policies and procedures 
• Report all hazards to management 
 

 
1.2  Objectives of the OHS Management Plan 
 

The aim of the OHS Management Plan is to manage safety throughout the life of a project. The objectives 
of the OHS Management Plan are to: 

1. Continually strive to promote the health and safety of all employees 

2. Continually strive to reduce the incidence of injuries at work 

3. Consider health and safety prime factors in all company plans 

4. Train and induct employees in safe working procedures 

5. Provide and maintain appropriate safety equipment 

6. Provide systems to ensure the health and safety of all employees 

7. Ensure Subcontractors adhere to ALA’s OHS Management Plan 
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1. Introduction 
 
1.1 Introduction to Health and Safety for Field & Office Workers 
 

This handbook provides important Health and Safety information for Andrew Long & Associates (ALA) Field 
and Office Workers. It provides an outline of relevant materials from WorkSafe and ALA regarding hazards 
and hazard reporting, issue resolution, incident reporting, first aid, and other information to protect and 
improve the Health and Safety of Field Workers when on site. 

Protecting Health and Safety involves everybody, from Field Workers to senior Project Managers. All staff at 
ALA have responsibilities to ensure everybody is safe at work. The information provided here, the 
procedures and work practices put in place by ALA and WorkSafe, and the training and supervision 
provided on site are all means of protecting your right to work in a safe environment and remain healthy. 

When on site it is every worker’s duty to take care of their own health and safety and that of other people. 
This means that you must not do anything which could put yourself or others at risk at work. Practical jokes 
and taking short-cuts at work reduce the level of safety and could harm people. 

You can help prevent risks to the health and safety of everybody on site by: 

• Following the ALA Health and Safety Management Plan, 

• Participating in training and inductions, 

• Following instructions and advice of Project Managers, 

• Using equipment properly, 

• Wearing the right protective gear as instructed and  

• Reporting incidents, accidents and hazards. 
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2.2  Pre Field Work Brief 
 

All ALA employees and subcontractors will be briefed prior to going on site by the Project Manager. You will 
be given a briefing of the tasks to be undertaken and what your role will be in this, you will also be told if 
any specific training or inductions are required as well as given a list of equipment and PPE that you may 
need. 

• Briefing by Project Archaeologist  
• How to conduct a Toolbox Meeting 
• Form filling requirements 

 

2.3  Safe Work Method Statement (SWMS) and Field work Brief 

The SWMS is a form see fig 1 that must be filled out by the Project Manager prior to field work being 
undertaken. This form highlights and addresses the risks and hazards for each project, and states the safe 
work methods to be implemented for each hazard.  This form  will be put in your Project Field Pack and 
must be updated and reviewed daily as required ie. as changes are made. 

The SWMS will be addressed by the Project Manager to the Lead Archaeologist during the Field Work Brief. 
The SWMS should be discussed on each day  of a project during the Toolbox meeting (ensuring that all new 
personnel on site are aware of the potential hazards listed on the SWMS) , all hazards outlined on the 
SWMS must be discussed. 

 

      Fig 1 Safe Work Method Statement (SWMS). 
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2. Process and Procedures 
  

 
 

 

2.1  Induction & Training 
 

All ALA employees, subcontractors and hobbyists must complete an ALA Induction workshop. The induction 
will cover the following processes and procedures: 

• All personnel will familiarise themselves with the ALA OH&S Management Plan. 
• All employees, subcontractors and hobbyist must fill in an ALA Induction form. 
• General office bound housekeeping and tour of office (only required if work requires you to work in 

the ALA office – this will cover first aid, fire and emergency procedures.  
• Briefed on what PPE is required to be worn on site. See the PPE section for more info. 
• Ensure all personnel understand all the on site documentation that is required to be filled out and 

updated, i.e. Field recording forms, toolbox sheets, SWMS etc. 
• All employees and subcontractors (who are project leads in the field) are expected to have the 

following: current White card, First Aid Level 2 and current Drivers License (manual). It is a 
requirement that copies are submitted to ALA administration. (Specific training may be required on 
a project by project basis such as working in a railroad corridor.) 

Site inductions and specific training are requirements for all on site subcontractors and staff. 

ALA’s clients will often have specific inductions and training procedures that they require before going on 
site.  Project Managers will inform field workers if they are required to do specific training or inductions. 

It is a requirement that ALA keep on file a copy of all your certificates and/or proof of training completed. 
Subcontractors, please ensure you supply ALA administration with copies of all relevant certification for our 
records. 

  

2.1 INDUCTION & TRAINING 

2.2 PRE FIELD TRIP BRIEF 

2.3 SWMS/PROJECT BRIEF 

2.4 TOOLBOX 

2.5 TAKE 5 



I:\Administration\ALA Pty Ltd\OHS\ALA_230913_OHSMP_PLN_010.docx 9 

2.5 Take 5 
 
What is “TAKE 5”? 
Take 5 – is a process that identifies hazards while any task is underway. 

• Based on “engaging the mind before the hands” or “Think before you Act”: 
• Continuously monitor the environment through your senses. Remember that 

getting to and from a task are part of the task. 
• Recognise and address any emerging/existing hazards. 

 
The process allows for individual job planning. 

• Employees and subcontractors must “Take 5” continuously throughout the day’s activities. 
 
The process of “Take 5” allows for the sharing of information amongst the team, it is 
important to: 

• Hold group meetings before the commencement of work and fill out a Toolbox sheet 
• Share information to identify conflicting work. 
• Identify hazards that may be encountered during the work. 
• Discuss previous experience/learning with doing the same job. 
• Group meetings at the completion of the day’s activities 
• Share learning’s from the day’s events with workgroup and other personnel. 
• Discussion with fellow workers during the course of the task. 

 
Take 5 Processes 

• Practice scanning the environment and consciously identifying things that may hurt you and your 
work colleagues. 

• Look for trip hazards, protrusions and other hazards and consciously recognise them. 
• Once the hazard has been registered in your conscious mind it is easier to control or avoid it. 
• Continue scanning while performing a task, consciously identify your environment, and be aware 

of anything changing around you. 
• If you find yourself drifting into “autopilot” STOP and take a conscious look around you, refocus 

and continue work. 
• Take the time before and after any task to identify any hazard. 

 

 

 

 

 
 

THINK BEFORE YOU ACT 
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2.4 Toolbox Meetings 
 
Toolbox meetings are held daily on site, (the form shown fig 2 must be filled out by the Lead 
Archaeologist), however if during the course of the day issues arise that should require this to be 
assessed and updated, then additions must be entered to the existing form or a new sheet must be filled 
out. The purpose of the Toolbox meeting is to discuss the following: 

• Previous Incidents and Near Misses – from the previous day and how these were handled. Discuss 
if improvements could have been made. 

• New Site Specific Risks & Hazards – Discuss how these might be handled and ensure that they are 
documented so that the OHS Management Plan can be updated. 

• Personal Protective Equipment and Clothing – Check that everyone is wearing the correct 
clothing and discuss if further PPE is necessary. 

• Emergency Arrangements – Discuss emergency plans i.e. should you need to demobilise in a 
hurry due to weather, or if someone should get bitten by a snake, what actions would you take 
etc. 

• Particularly during summer, contingencies for rapid evacuation in the event of bushfire must be 
explicitly addressed. It is crucial that a defined exit plan exists, that all staff are aware of how to 
proceed under this plan, and can be rapidly contacted and are in a position to rapidly exit the site 
–e.g. not working at an unsafe distance from other staff and vehicles. It may not be possible to 
rely on telephones in remote or potentially fire-affected locations. Therefore it is preferable that 
all staff work within sight of the Lead Archaeologist. If this is not possible two way radios are 
available from ALA and should be judiciously used. Specific details regarding assessment of fire 
hazards are in Section 5.3.16 of this plan. 

• Changes and Updates to the Project – If any change of plan has been made by client or ALA then 
this is where everyone is notified of these revisions. 

• Weather Factors – Discuss the days scheduled weather conditions and whether the weather will 
affect the work conditions and how you will manage them 

• Site responsibilities - discuss any known specifics to the property i.e. ensure property gates are 
closed behind you, respecting  property owners and livestock, leaving as little impact as possible 
on property etc. 

• Other – any other work related issues to be discussed. 

The meeting should generally be kept short approx 5 – 10 minutes. The meeting should be run by the 
Project Manager or Project Archaeologist. It is company policy that the form be signed by all site 
attendees. 

 
 

 

 

 

  

 

 

 

 

Fig 2  

Daily Toolbox 
Meeting 
Form 
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3. Personal Protective Equipment (PPE) 

 
These guidelines should assist field workers to identify when and what PPE is required per project. The 
Project Manager should inform personnel prior to a job precisely what PPE they will be required to wear. 
Where clients have specific PPE requirements beyond ALA regular guidelines, it is then required of ALA 
employees and subcontractors to comply fully with the client’s PPE requirements. 

For all field activity the following PPE must be carried with you and used appropriately: 
 

PPE WHEN TO USE IT 
Hi Visibility 
Vests 

These should be worn in all situations where visibility is a safety issue 
(e.g. on all construction sites, anywhere near roads or traffic, or moving 
machinery), regardless of ambient light conditions. 

Hard Hats & 
Hard Hat Sun 
Visor 

These should be worn on all construction sites and as appropriate in 
situations where risk of head injury is present (e.g. falling objects, use of picks). 
The hard hat sun visor is to be worn if you are in a hard hat area during warm / 
hot weather. 

Steel Capped 
Boots 

Lace-up steel capped boots must be worn on all construction sites and as 
appropriate in situations where risk of foot injury is present (e.g. when using 
tools such as shovels or picks).  Please note that on surveys and Cultural 
Heritage Assessment inspections that hiking boots can be worn, unless 
otherwise specified. 

Safety 
Glasses/ 
Goggles 

These must be worn when required on construction sites and whenever 
there is a risk of eye injury (e.g. shoveling and sieving soil, particularly in dry 
windy conditions). 

Hearing 
Protection 

This must be used whenever there is a risk of noise-related injury (e.g. 
working around noisy equipment and machinery). As a general rule, if 
background noise is sufficient that one needs to raise one’s voice to be heard 
over it, hearing protection is advisable. 

Dust Masks These must be used where necessary (e.g. when shoveling and sieving soil in dry 
windy conditions). 

Snake Gaiters 
Snake Gaiters are advised to be worn at all times when working in areas of long 
grass or in areas that snakes may inhabit such as around long grasses areas, dry 
fallen timber or abandoned structures. 

Wet Weather 
Gear 

High visibility waterproof wet weather gear must be worn as required. A Hi 
Visibility vest can be worn on top of your wet weather gear if your wet weather 
gear is not Hi Visible. 

Work Gloves 
These must be worn when there is a possibility of hand injury occurring 
e.g. gripping tools like shovels & picks for long periods or picking up sharp 
objects or sieving soil. Glove type should be appropriate for the task at hand. 
Work gloves should be attached to your belt or pants using a Glove grabber. 

Sun 
Protection 

The following should be used when working outdoors particularly during 
the middle of the day – sun glasses, hat, 30+ sunscreen, lip screen, long sleeve 
shirts and pants. 
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3.1 Personal Protective Equipment 
 
Employees 
All Andrew Long & Associates employees and subcontractors are required to wear 
Personal Protective Clothing (PPE). All workers on site must always  wear workboots, long sleeve shirt and 
pants, hi visibility vest and work gloves, all other PPE is project and site specific. 
 
Each employee will be supplied with or have access to the following: 

• Hard Hat 
• Hard Hat Sun Visor 
• Hi Visibility Safety Vests 
• Snake Gaiters 
• Gloves with Glove Grabber 
• Sunscreen 
• Dust Masks disposable 
• Hearing Protection – Plugs  
• Safety Glasses  
• Plastic poncho 
• Kit Bag 

If for whatever reason these items are not available, please contact the OHS administrator. 
 
It is the responsibility of employees to supply their own: 
• Work Boots, must be steel cap & lace up boots, sufficiently high to offer ankle support (ALA will reimburse 
the cost of 1 pair per year to employees only), see the table in section 3. regarding exceptions to wearing 
workboots: 

• Wet Weather Gear/Raincoat 
• Broad Brimmed Hat 
• Long sleeved shirts and pants 
• Sunglasses 
• Water Bottle/s 

 
Subcontractors 
It is the responsibility of all subcontractors to supply their own PPE kit as per the following list: 

• Work Boots, must be steel cap & lace up, that give ankle support 
• Wet Weather Gear/Raincoat 
• Broad Brimmed Hat 
• Water Bottle/s 
• Long sleeved shirts and pants 
• Hard Hat 
• Hard Hat Sun Visor 
• Hi Visibility Safety Vests 
• Snake Gaiters 
• Gloves and Glove Grabber 
• Sunscreen 
• Dust Masks disposable 
• Hearing Protection – Plugs or ear muffs 
• Safety Glasses or Goggles 
• Sunglasses 

 
Please note that if the correct PPE is not worn as requested you will not be allowed to work on site. 
 
Some projects have specific PPE requirements that are not listed above, if this is the case ALA will discuss 
requirements with all concerning individuals prior to project inception and compliance to using the PPE is 
compulsory, refusal to use specified PPE may result in a NO WORK policy 
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4. Reporting a Hazard/Incident/Accident Process 

Employees and subcontractors are required to notify ALA of any injury or disease which has been 
contributed to by work within 30 days of your becoming aware of it. Reporting outside of this 
timeframe is likely to result in ineligibility for compensation. 
To keep ALA up to date and aware of hazards in the working environment it is important to keep us 
informed with potential or existing  hazards that are not already mentioned in the OHS manual so it can 
be updated. 
 
Major incidents and accidents must be dealt with immediately. A major incident or accident is one that 
causes a person to stop work and requires treatment by qualified personnel.  
The most senior or supervisory person on site must be notified immediately, who will then notify ALA 
senior management. ALA will notify the client with incident details and discuss the taken and proposed 
action. ALA will make initial contact with client via telephone and follow that up with an email or fax 
within 2 hours of phone call unless outside of business hours , in which case the following business day 
is acceptable. 

If a major incident or accident occurs, photographs should document it, and or diagrams explaining how 
the incident occurred. All subcontractors and employees of ALA must comply and assist with ALA 
reporting requirements, including any client obligations. 

The easiest way to report an injury, illness or hazard to ALA is to fill out a Hazard/Incident/Accident 
Report Form located from the Project Manual in all work vehicles as well as in the WorkSafe folder in 
the administration office 

If for any reason an employer or subcontractor is unable to notify ALA of an injury or disease within the 
30 day limit a third party may do so on the behalf of the injured person. That person must give his or her 
full name. 
Where an injury occurs in the field – it is essential that you see a doctor first. It is not acceptable to see a 
chiropractor or a physiotherapist in the first instance – a doctor will give advice and refer you to 
necessary professionals. Advise the doctor it is a work cover incident. This applies to subcontractors as 
well 

ALA will acknowledge in writing that they have been notified of your injury or illness for a claim to be 
eligible. 

To make a WorkSafe Injury Insurance claim, a WorkSafe Worker’s Injury Claim Form, must be 
completed. This is available from any post office or WorkSafe agent, or ask ALA Administration for 
assistance. 

If the injury or illness prevents normal employment a WorkSafe Certificate of Capacity from a doctor is 
required. This is similar to a medical certificate, and must be given to ALA... 

ALA will send a claim to a WorkSafe agent within 10 days of receiving it from an employee or 
subcontractor, unless the claim is for medical and like services only and are below the employer excess. 
The WorkSafe agent will then determine liability for any claim. 

For more information see the WorkSafe website http://www.worksafe.vic.gov.au 

For all WorkSafe concerns contact Lizzil Gay, Administration Manager. Ph: 03 9470 9222 

E: lizzil@alassoc.com.au 
Procedure link – Accident Reporting Procedure & OHS forms for the field  
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4.1 Hazard Incident Accident Check List 

1. Notify ALA within 30 days of incident. 

2. Major incidents must be reported immediately to ALA supervisor Team 
Leader or Project Manager, who will in turn report it to Senior 
Management who will report it to client and discuss details.

3. Where possible document, photograph and draw diagrams to assist in 
the reporting of an incident/accident process.

4. Fill out a Hazard/Incident Report/Accident Report Form. See Fig 5

5. If a Worksafe claim is to be made then a Worksafe Workers Injury 
Claim Form must be filled in.

6. ALA  must acknowledge in writing that they have been notified.

7. To make a WorkSafe injury insurance claim fill out a WorkSafe 
Worker's Injury Claim Form.

8. Get your doctor to fill out a WorkSafe Certificate of Capacity if you 
can not do your normal job.

9. ALA must send your claim to a WorkSafe agent within 10 days of 
receiving it..

10. For more info go to www.worksafe.vic.gov.au
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Fig 5

Hazard/Incident/Accident Report Form  

Who uses this form? 
Two people – the worker and his or her ALA supervisor, Team Leader or Project Manager. 
Purpose? 
When a hazard, incident or accident occurs, record what happened, what investigations occured, and what was done to 
prevent future injury or illness in relation to this incident or accident. 
What should happen? 
ALA will keep this form on file, the employee or contractor can request a copy for their records, this form may also be 
used to submit to WorkSafe in the case of a WorkSafe Injury Insurance claim. 
 

PART A – To be completed by employee 
Name of employee:  Date:  
Time of incident/accident:  
Supervisor, Team Leader or 
Project Manager:  

Workers exact location at time of 
incident/accident:  

  
1. Describe the hazard/incident/accident detail what happened – Include area and task, equipment, tools and people 
involved. (please use extra page if necessary) 
 
 
 
 
2. Describe the harm (nature) and body parts affected by hazard/incident/accident – Explain what measures were 
taken i.e. First Aid, Emergency Aid, Stress etc 
 
 
 
3. Possible solutions/how to prevent recurrence – Do you have any suggestions for fixing the problem or preventing a repeat. 
 
 
 
PART B – To be completed by ALA supervisor 
4. Results of investigation – Determine whether the hazard is likely to cause an injury and explain what factors caused the event. 
 
 
 
 
PART C – To be completed by ALA supervisor 
5. Action taken – Supervisor to identify actions to prevent injury or illness. 
 ACTION RESPONSIBILITY COMPLETION DATE 
5.1    
5.2    
5.3    
5.4    
5.5    
Feedback has been provided to person who reported the 
hazard/incident/accident. YES NO 

If the above information is a true and accurate account of the incident please fill in your name, sign & date below: 
Employee or Subcontractor Name Date: Signature 
 (Health and Safety 
representative) 

Name Date: Signature 

Administration Manager Name Date: Signature 
Witnesses to incident Name Date: Signature 
Witnesses to incident Name Date: Signature 
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5. Hazard Control 
 
Andrew Long + Associates take safety at work very seriously, we expect employees and subcontractors 
to work together to achieve the safest work environment possible. This section highlights possible 
hazards, the RISK attached to the Hazard and the proposed CONTROL of the Hazard. We are always open 
to suggestions on how this document can be improved and updated so feedback is more than welcome. 
If a Hazard is not mentioned then please discuss with the ALA Administration Manager and we shall 
research and add it to this document. 
 
Staff & subcontractors are obligated to follow all reasonable safety directions and notify the site or ALA’s 
Administrative Office immediately if there are any safety concerns. In the event of injury, the site 
supervisor or ALA Admin Office must be notified and the injury documented. 
 
Correct safety gear must be worn at all times. This means that no tank tops, shorts, thongs or runners 
are permitted. All protective equipment provided by ALA must also be used. Refusal to wear or use the 
correct gear will result in immediate eviction from the site. 
 
What is a hazard? 
A hazard is anything in the workplace with the potential to cause harm to people, plant, equipment, 
property or the environment. They can be caused by a range of factors – they may even be things we do 
not immediately consider to be hazardous. 
 
Co 
 
Common Workplace Hazards Examples 

Mechanical 
Hazards 
 

Plant, equipment and items (and parts 
of them) that have the potential to cut, 
rip, tear, abrade, crush, penetrate, 
produce projectiles or cause sudden 
impact. 

• Bulldozer 
• Barbed wire 
• Fencing 
 

Chemical and 
Biological Hazards 
 

Chemicals, compounds, materials, 
powders, dusts and vapors that have 
the potential to impair health, have 
adverse effects on human 
reproduction, cause disease or have 
explosive, flammable, toxic or corrosive 
properties. 

• Asbestos 

Sources of Energy Sources of energy that have the 
potential to cause harm. 

• Electricity 
• Heat or cold 
• Noise 

Body Impact or 
Stressing 
 

Activities that cause stress to the 
muscles and/or skeleton. 
Things or circumstances which may 
cause a person to slip, trip or fall at the 
same level. 
 

• Manual handling 
• of goods and 
• materials 
• Power leads 
• Wet, unstable or 
• uneven ground 
• surfaces 

Gravity 
 

Activities where a person can fall or an 
object can fall onto 
people. 

• Deep excavation 
 

Psychological 
Hazards 
 

Events, systems of work or other 
circumstances which may potentially 
lead to psychological and associated 
illness. 

• Stress 
• Bullying 
• Fatigue 
• Workplace 
• Violence 
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Possible Corrective Action to Eliminate, Isolate or Minimise Potential Hazards On Site 

Weather Conditions 

Fire Danger Rating Severe  RURAL / NON-SUBURBAN FIELD WORK 
CEASES 

Wet & Cold High Visibility Wet Weather Gear 
 

Thunderstorms and Lightning  
 FIELD WORK CEASES 

Fire Danger Rating Very High 

Avoid areas subject to CFA warnings. Follow 
all items in Bushfire Guidelines – Section 
5.3.11 of this plan. 
 

Hot Conditions 
 

Adopt all actions in Heat Stress 
Guidelines 
 

Field Work 
Activities at Site 

• Bushwalking 

• Visual surveying of area 

• Sample collecting 

• Digging with shovel/pick 

• Sieving soil 

• Noisy machinery used 

• Trenching 

• Appropriate use of PPE: 
o Safety Vest 
o Hard Hat 
o Footwear 
o Safety glasses or goggles 
o Hearing protection 
o Dust mask 
o Wet weather gear 
o Sun protection 

• Appropriate use of equipment 
for manual handling activities: 

o Tools in good order 
o Seek help with heavy lifting 
o Equipment to carry tools 
etc over large distance e.g. wheelbarrow, 
4WD vehicle, back packs 

• Notification to WorkSafe for trenching 
activities & appropriately skilled persons 
undertaking works 

Livestock & Wild 
Animals 

Horses, cattle, dogs, pigs 

Survey the area in a vehicle prior to 
commencing field work – work is not to 
commence if animals there is a potential risk  
that an animal may become aggressive or 
attack. 

Snakes Gaiters are advised to be worn and Snake 
bite kits carried in equipment kits 

Mechanical Hazards • Machinery/moving equipment 
• Vehicles 

• Traffic Management Plan/ 
Equipment in good order 
• • Wear High Visibility Clothing 

Chemical Hazards  
• Ensure Material Safety Data Sheets 

have been viewed and 
understood 

First Aid 
Requirements 

Possible injuries in the field e.g. 
slips & trips, eye injury, contusion, 
cuts etc 

• First Aider present 
• First Aid Kit fully stocked, 

including medical emergency 
instructions 

Communication  
With: 

• ALA & Emergency Services 
• Field Workers/Project Managers 
on site 

• Mobile Phone 
• Use Two-Way Radios 
• Working in close vicinity to 

one another 
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5.1 Hierarchy of controls 
 
In simple terms, this is a priority order of control measures ranging from elimination of the hazards and 
associated risks to providing people with protective equipment. Obviously it is better to eliminate the 
hazard if possible. Note that the lower the level of control implemented, the higher is the level of risk that 
is accepted. 
 
HEIRARCHY OF CONTROLS 

1. Elimination 

If not practicable, then go to 2. 

Good Housekeeping practices - Remove the 

hazard.  

Example: Arrange for appropriate controlled 

removal. 

2. Substitution 

If not practicable, then go to 3. 

Replace a hazardous substance with a non- 

hazardous substance. 

3. Isolation 

If not practicable, then go to 4. 

Install guards on machinery. 

Cordon off area using barriers or guards 

4. Engineering 

If not practicable, then go to 5. 
Re-design the task 

5. Administration 

If not practicable, then go to 6. 

Implement policies, procedures and training for 

people to follow when working with a hazard. 

6. Personal Protective 

Equipment 

Ensure that all workers are wearing correct PPE for 

task, as outlined in the PPE section. 

 
 
Where a decision has been made to implement a control measure, someone has to be responsible for 
reviewing its effectiveness. Each team during the Toolbox meeting must discuss Hazards, Risks and the 
Control; however it is the ALA Project Managers/Team Leaders who are responsible to ensure the controls 
are implemented in their workplaces. 
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5.2 Risk Matrix 
 

The Risk Matrix Fig 6 is used to establish the risk level of a hazard by ascertaining the likelihood of a 
Hazard being present on the project you are working on, if it is likely that a hazard will be present then 
you must look at what the possible consequences are involved in that Hazard. Then once you establish 
this you can then undertake the preventative actions as shown in the 6.3 Hazards Risk and Control 
section. 
You will use this matrix when filling in the SWMS form. 
 

 

Fig 6 
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5.3 Hazards – Risk & Control 
 

This guide provides information on specific hazards as listed below which may be encountered on site and 
the procedures which Field Workers should follow in the event of a hazard arising. 
 
 

1. Plant & Machinery  

Plant is a broad term used to describe any machinery or equipment that you might use on 
site, certain kinds of plant will require you to have a license to operate, please ensure you 
have the correct licenses to operate all machinery. 

Hazards and the Risks Risk Control Measures 

a. Machinery and equipment with moving parts 
that can be reached by people, that can lead 
to persons being struck by machinery 

a. Distance separation means a person cannot 
reach the hazard due to distance. 

b. Machinery and equipment that can eject 
objects (parts, components, products or 
waste items) that may strike a person with 
sufficient force to cause harm 

b. Physical barriers and guards such as fences, 
screens or fixed panels  

c. Machinery and equipment with moving parts 
that can reach people such as booms or 
mechanical appendages (arms) 

c. Physical barriers and guards such as fences, 
screens or fixed panels.  Establish protocols for 
communication and interaction with plant 
operators.  Do not approach or move into the 
vicinity of plant without establishing eye-contact 
with the operator, and until the mobile 
extension (e.g. bucket) has been lowered to the 
ground, preferably with the plant engine off. 

d. Being hit by equipment  d. Physical barriers and guards such as fences, 
screens or fixed panels  

e. Working with Mechanical Sieves, the risks 
would most likely be strains and sprains, 
caused by the repetitive motion and 
vibrations from the mechanical component 
of the sieve. 

e. Rotate the personnel using the machine on a 
regular basis and take breaks as necessary to 
stretch and alleviate the repetitive motion. 

 

Update link – Plant and Machinery Update  
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2. Manual Handling  
Manual handling is any activity that involves lifting, lowering, carrying, pushing, pulling, 
holding or restraining. It may also include stretching and bending, sustained and awkward 
postures and repetitive movements. 

Hazards and the Risks Risk Control Measures 

a. Repetitive or sustained force, 
movement or awkward 
posture, high force (to move 
or support any object in a 
manner that most people 
would find difficult because of 
the effort required) or 
handling loads that are 
unstable, unbalanced or 
difficult to hold. 

a. If possible eliminate the manual handling risk - The best option 
is to remove the hazard completely, you should always try to 
do this first.  
If you can’t remove the hazard, minimise the risk by changing 
the workplace layout, environment or work methods, 
replacing the objects used in the task,  using additional 
personnel and mechanical equipment or aids. 

 

b. Lifting equipment (often 
heavy), mostly done when 
carting equipment between 
vehicle and site. 

b. Where possible park the vehicle as close as possible to the site 
to eliminate unnecessary carrying. When carrying equipment 
try to break loads into smaller quantities or use team lifting. 

c. Bending over for long periods, 
using a sieve, digging pits, 
clearing bush land with a 
machete or working in areas 
that require you be in an 
awkward posture. 

c. ALA will train employees and subcontractors to undertake safe 
practises whilst in the field i.e. safe lifting, best ways to dig 
holes and sieve dirt without straining your back. Remember - 
take regular breaks from digging, sifting & repetitive motion 
work. Always wear proper PPE and use safe tools that have 
been checked prior to project. 

d. Kneeling on dirt or hard 
uneven surfaces. 

d. Wear knee pads, or use a kneeling pad if kneeling for long 
periods. Remember to take regular breaks to stretch your legs. 
Always wear proper and correct PPE. 
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3. Trenching  

Trenching is a style of digging that exposes items near the surface helping to making an 
elongated open-air excavation for the purposes of mapping and sampling. A risk 
assessment must always be undertaken of any proposed trenching, and all proposed 
works must be in accordance with ALA guidelines 

Hazards and the Risks Risk Control Measures 

a. Hitting or digging 
underground cabling and 
pipes. 

 

a. At least 48 hours before any excavation, the exact location of any 
underground electrical cables, gas lines, water, and sewerage and 
telecommunications cables should be known. Project managers 
should contact Dial Before you Dig prior to a project commencing 
on www.1100.com.au 

b. Falling into trenches. 

 

b. Make sure trenches, shafts and excavations are properly 
barricaded, covered or isolated to prevent people falling into them. 
Whenever an excavation is to be left unattended, make sure it is 
secured to prevent children or other people from wandering into 
danger. Always use barriers to cordon off the trench area. 

c. Getting stuck in a trench. c. Workers should never enter a trench or shaft which is greater than 
1.5 metres deep unless it has been safely battered back, or it has 
been properly shored, or the workers are fully protected within a 
trench shield (Trench shields are steel or aluminium structures 
used for protecting utility workers while performing their duties 
within a trench). Shoring should be positioned and fixed from 
above; never from below. All timber used in ground support should 
be at least F8 grade hardwood. Never use softwood because this 
can fail suddenly without warning, whereas hardwood will start to 
creak loudly when it is becoming overloaded, warning workers to 
leave the trench immediately. Make sure all workers in excavations 
always wear safety helmets. Make sure industrial-grade portable 
ladders are used to gain access to the excavation floor. Never allow 
anyone to work alone in a trench or shaft. Make sure there is 
always another person close by who can provide help or get help if 
necessary. 

d. Equipment failure. d. All earth moving plant should be properly maintained and fully 
serviceable. Check that operators are not undermining existing 
buildings or temporary structures such as scaffolds. Make sure spoil 
is being kept at least a half metre back from the edge of trenches 
and that earth moving plant is a safe distance from the edge of 
excavations. Make sure unattended front-end loaders, backhoes 
and excavators are always left with the bucket fully lowered to the 
ground.  
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4. Slips & Trips in the field 
Slips and Trips usually result in sprains and strains (also known as musculoskeletal 
disorders), as well as cuts, bruises, fractures and dislocations. 

Slips occur when a person’s foot loses traction with the ground. The most common causes 
of slips are slippery floor surfaces (e.g. muddy, wet or greasy and highly polished surfaces) and 
inappropriate footwear. 

On site weather conditions may cause the ground surface to become slippery especially in wet 
weather. 

Tripping occurs when a person is walking and one of their feet “catches” unexpectedly on an object. 
Most of the time, the objects that people trip on are small and unobtrusive such as cracks in the floor, 
changes in ground levels, rocks, logs, stumps and at times in urban surrounds,  electrical leads. 

However trips are also common in fast-paced work, especially in crowded conditions as well as in 
poorly lit areas. 

Many slips & trips can easily be prevented, and most solutions cost very little 

Hazards and the Risks Risk Control Measures 

a. Uneven ground surfaces, 
potholes and holes in 
ground. 

a. Fill in potholes, level out footpaths and cover holes where 
possible, when terrain is rough and the above not possible, 
proceed with caution, Take 5 at regular intervals. You must wear 
appropriate footwear for the task being carried out. 

b. Rough overgrown terrain. b. Try taking an alternative route, to avoid accidents, this will also 
minimise the impact on the environment. If this cannot be done, 
proceed by using a machete (how to use a machete training must 
be undertaken) to cut back overgrown vegetation, being mindful 
of affecting the natural flora and fauna as much as possible. 
Wearing PPE is essential to avoid cuts and scratches. 
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5. Falls 
ALA has a duty to ensure their workplace is safe, and this means controlling the risk of 
falls from any height. 

Analysis has shown that the risk of injury from a fall increases significantly for falls from 
two metres or more. 

The prevention of falls part of the OHS regulations applies when there is a risk of a fall of more than 
two metres. 

Hazards and the Risks Risk Control Measures 

a. Tasks on a fragile, slippery or 
potentially unstable surface. 

a. Always wear appropriate PPE for visibility as well as safety, 
ensure you are wearing work boots with good tread to avoid 
slipping, be mindful in wet weather conditions as work 
surface will be slippery. 

b. Work on a sloping surface 
where it is difficult to maintain 
balance, or using equipment to 
gain access to an elevated level 
or to work at an elevated level. 

b. If working on sloping surfaces, you must use a safety harness. 

 

c. Work near an unprotected edge 
or in close proximity to a hole, 
shaft or pit into which a person 
could fall. No guarding, railing 
or signage around holes, pits or 
shafts, can result in someone 
falling into them which can 
cause bruising, broken bones 
and in some cases can cause 
fatalities. 

c. Cordon off unsafe areas, pits, mines, shafts unprotected 
edges using barriers or fencing. 

d. Setting up a ladder on a slippery 
or uneven surface without 
securing it to prevent it slipping. 

d. When using ladders, always ensure you are working on a 
solid stable surface and that a second person steadies the 
ladder. 

e. Using a cherry picker without a 
safety harness and lanyard 
connecting the worker to a 
suitable anchorage in the basket 
can cause you to slip and fall. 

e. You must wear appropriate PPE, for visibility as well as 
wearing the available safety harness that must be connected 
to the anchorage in the basket. 
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6. Asbestos 
Asbestos is the name given to various forms of naturally occurring, fibrous silicate 
minerals found in the earth. 

Asbestos was used extensively in building materials up to the late 1980s because of its 
durability, fire resistance and insulating properties. 

Asbestos can be described as either friable or non-friable: 

When dry, friable asbestos can be crumbled, pulverised or reduced to powder by hand pressure, or as 
a result of a work process it may become such that it can be crumbled, pulverised or reduced to 
powder by hand pressure. 

When dry, non-friable asbestos cannot be crumbled, pulverised or reduced to powder by hand 
pressure. 

While friable asbestos poses the most immediate health risk, the use of any form of asbestos is 
banned, making it illegal to manufacture, supply, transport, store, sell, install or reuse asbestos-
containing materials or products. 

Until the late 1980s, asbestos was commonly used in roofing, sheet walls, and ceilings and in molded 
products such as flues, downpipes, guttering, and water and sewerage pipes. 

Other common asbestos-containing materials and products included vinyl floor tiles and sheets, 
insulation materials, and sealants and mastics. 

Hazards and the Risks Risk Control Measures 

a. If Asbestos is found on your 
working site, please refer to 
the Asbestos procedure in 
the OHS manual, which will 
be part of the Field Pack. – 
see Appendix 1 

a. STOP WORK – refer to the Asbestos procedure on Appendix 1.  
 
Asbestos must be dealt with by licensed removalists. 
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7. Noise 
More than 100,000 Victorian workers risk their hearing every day in noisy workplaces. 

Exposure to high levels of noise can cause permanent hearing loss and tinnitus (ringing in 
the ears).  

While excessive noise remains a significant issue in many workplaces, it can be controlled. See 
Appendix 2 for a guide to Noise Levels. 

Hazards and the Risks Risk Control Measures 

a. Noise-induced hearing loss is an 
irreversible condition that can have a 
terrible impact on a person’s life. 
If you are exposed to loud noise 
continually over a period of time, the 
nerve receptors in your inner ear may 
eventually die, and once damage occurs it 
cannot be repaired.  
 
Hearing loss can also result from 
exposure to sudden loud noises, such as 
explosions, gun shots or heavy 
hammering. These types of noises are 
commonly referred to as ‘impact’ noises 
and, if loud enough, can cause 
immediate, permanent damage. 
Permanent hearing loss may also be 
accompanied by tinnitus or ringing in the 
ears. 

ALA workers may at times have to work 
in noisy environments, such as in a rail 
corridor or next to busy roads. 

As a general rule, if one needs to raise 
one’s voice to be heard above the noise 
of a workplace, it is recommended to 
wear hearing protection. 

a. The most effective measure is to remove the 
source of the noise, so you should always try to do 
this first. 
All ALA employees have access to ear plugs, which 
must be taken on all fieldwork projects. 
Subcontractors should supply their own ear muffs 
or ear plugs. 

 

Note: ALA employees are advised to undergo 
hearing tests on an annual basis, ALA will reimburse 
any costs.  
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8. Hot Weather & Heat Stress 
.  The human body operates at 37° centigrade. As the body works it generates heat which 
it dispels either through exchange with cooler outside air, or through evaporative cooling 
(sweating). When the body works in external temperatures approaching 37° (or far less in 
humid conditions) and due to being comprehensively clothed is unable to cool itself, there 

is a real danger of Heat-related illness and heat stress. These can range from mild conditions such as a 
rash or cramps to very serious conditions such as heat stroke, which can kill. Heat may worsen the 
condition of someone who already has a medical condition such as heart disease. Heat-related illness 
may eventuate gradually, and due to the mental impairment associated with it, the affected person 
may not be aware of their own condition. It is incumbent on all workers, particularly the Lead 
Archaeologist, to be aware of the condition of fellow workers. 

Hazards and the Risks Risk Control Measures 

a. Heat Stress can be very dangerous and 
can result in heat cramps/exhaustion/ 
stroke  for symptoms of these see 
below: 
• Heat Cramps - these are muscle 

pains or spasms, usually in the 
abdomen, arms or legs. They may 
occur after strenuous activity in a 
hot environment, when the body 
gets depleted of salt and water. 
They may also be a symptom of 
heat exhaustion.  

• Heat exhaustion – this is a serious 
condition that can develop into 
heat stroke. Warning signs may 
include a pale complexion and 
sweating, rapid heart rate, muscle 
cramps and weakness, dizziness, 
headache, nausea, vomiting or 
fainting.  

• Heat stroke – this is a life-
threatening emergency and 
requires urgent attention. Heat 
stroke occurs when the body is 
unable to prevent the 
temperature rising rapidly. The 
symptoms may appear the same 
as for heat exhaustion, but the 
skin may be dry with no sweating 
and the person’s mental condition 
worsens. 

• They may stagger, appear 
confused, have a seizure, appear 
to have a stroke or collapse and 
become unconscious. 

a. Always carry plenty of drinking water. In warm 
conditions drink regularly throughout the day. If 
working in hot or humid conditions, staff should be 
encouraged to drink 250ml every 15 to 20 minutes. 
 
Wear correct PPE for protection against the sun, 
where possible work in shaded areas. If necessary, 
erect a tarp to avoid direct sunlight. Avoid working 
during the hottest part of day, if possible start work 
earlier. Take plenty of breaks and reassess yourself 
and your work colleagues at regular intervals. If you or 
a colleague starts to show signs of heat 
cramps/exhaustion/stroke then take these following 
actions  
• Heat Cramps - Stop activity and sit quietly in a cool 

place.  
Increase fluid intake.  
Rest a few hours before returning to activity.  
Seek medical help if cramps persist. 

• Heat Exhaustion - Get the person to a cool area 
and lie them down.  
Remove outer clothing.  
Wet skin with cool water or wet cloths.  
Seek medical advice 

• Heat Stroke - Call triple zero (000) for an 
ambulance.  
NB If your mobile is out of range, dial 112 
Get the person to a cool, shady area and lie them 
down.  
Remove clothing and wet skin with water, fanning 
continuously.  
Position an unconscious person on their side and 
clear their airway. 

b. Extreme Temperatures. b. If temperatures reach over 35 degrees (temperature 
to be taken in the shade), ALA have a STOP Work 
policy.  
ALA will be issuing each ALA work vehicle with a 
weather station (anemometer) – this should be used 
once you are in the field to determine the 
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temperature and the wind speeds. 
  
If you are working in areas that are within 10km’s of a 
Bureau of Meteorology (BOM) sites then it is OK to use 
information from a BOM iPhone application –a good 
app on an iPhone is “Oz Weather”. 

 

Link – Hot Weather reminder  
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9. Cold Weather Conditions 
The effects of cold on the body depend on the way in which several things interact. The 
environmental factors are: 

• air temperature – how hot or cold the surrounding air is 
• air movement – including air speed (or wind speed) and air circulation.  

• Increased air movement will reduce the effect of high air temperature and increase the effect of 
low temperature e.g. wind chill. 

Hazards and the Risks Risk Control Measures 

a. Prolonged periods in cold, 
wet and windy conditions 
could increase the effect of 
fatigue from physical effort 
and the risk of harmful 
effects of exposure to cold. 

 

a. Be aware of and recognise the effects of exposure to cold 
conditions and the symptoms of cold-related illness. 
Regularly assess the risks that may arise in cold conditions and 
determine whether you and your co-workers can continue to 
perform required tasks safely in such conditions. 
Wear a few layers of light warm clothing instead of one bulky 
jacket or similar – this allows easy adjustment of clothing as the 
temperature changes during the day, a waterproof outer layer 
will provide protection from rain. 
Wear suitable clothing that stays warm when wet with 
perspiration. Warming up and warming down at the start and 
finish of work. 
Take regular breaks and shelter if available. 
Discuss with project manager to cease work if conditions become 
too cold or wet to continue. 
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10.Wet weather, thunder-storms & lightning 
Weather conditions must always be reviewed prior to field activity to ensure all Field 
Workers are adequately equipped. In Victoria weather conditions can change suddenly 
and without much warning.  If you do not have access to up to date weather reports, call 
the ALA office and speak to a Project Manager who will be able to check the weather in 

your working area. 

ALA has a STOP work policy if by midday the weather does not permit work to be carried out. 

Hazards and the Risks Risk Control Measures 

a. Wet  & Extreme weather 
conditions. 

a. Always carry wet weather gear and adequate sun protection.  
Before going to work on site ensure you have adequate 
protection for a variety of weather scenarios. 
Always check weather report (Bureau of Meteorology) prior to 
going on a trip and if possible check during the day. 

b. Being struck by lightning. 

 

b. In thunderstorms or lightning field work must cease.  
Attempt to get into a building or a hardtop car and keep the 
windows closed. If no structure is available, as quickly as possible 
go to an open space and squat low to the ground.  
Avoid tall structures, such as towers, tall trees, fences, telephone 
lines or power lines.  

c. Flooding. 

 

c. Stay away from rivers, lakes or other bodies of water, if you are 
near any of the above then aim to get to higher ground. 

d. Driving in wet weather 
conditions. 

 

d. Pull safely onto the shoulder of the road, away from any trees 
that could fall on to the vehicle. Stay in the vehicle and turn on 
the emergency lights until the thunder and lightning subsides, 
avoid flooded roadways. 

e. Working in wet windy 
conditions may cause 
equipment to blow around, 
and tarp or tent coverage 
to become unstable. 

e. Always make sure you carry extra guy ropes and secure tarps and 
tents down properly, ensure that all equipment is secured. 
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11.Fire 
The State Government of Victoria has recently released a new Fire Danger Rating see 
Appendix 3, you must take these new ratings seriously and before going into the field 
know what the days rating is. 

Always discuss in the Toolbox meeting an emergency procedure and an evacuation plan. 

Hazards and the Risks Risk Control Measures 

a. The Risks of getting caught 
in a Fire danger zone are:  
• Getting caught in Fire 

Danger areas 
• Getting severely burnt 
• Suffering from smoke 

inhalation 
• Burns 
• Death 

a. If the Fire Danger Rating is Severe in the areas you are scheduled 
to be working in the fieldwork will be restricted to safe suburban* 
areas and towns. 
Areas where there is a lot of vegetation should be avoided. 
Avoid driving on grass over 4 inches long in dry, hot windy 
conditions as this can be a fire hazard, as sparks from the engine 
can cause fires. 
Follow any instructions provided by ALA Head Office 
Workers must wear the correct PPE – hat, sunscreen, lip screen, 
long sleeve shirts and pants. 
ALA will be issuing each ALA work vehicle with a weather station – 
this should be used once you are in the field to determine the 
temperature and the wind speeds. 
Follow the guidelines for Working in Heat see the OHS manual for 
more details. 
When Fire Danger Rating is Extreme or Catastrophic (Code Red) 
there will be no Field Work. 

b. Be informed to avoid 
hazards caused by fire. 

b. Check the CFA website prior to going into the field, check that the 
area you are going to is not in danger of fires or potential fires. 
http://www.cfa.vic.gov.au/warnings-restrictions/total-fire-bans-
and-ratings/ 
Download this App from CFA. 
http://www.cfa.vic.gov.au/plan-prepare/fireready-app/ 
Check this site also for up to date incident alerts: 
http://www.incidentalert.com.au/iav4/vemapv2.asp 
Listen to the local radio station in the area you are working in as 
this will give up to the minute warnings alerts. 
Melbourne Metro ABC774AM 
Check equivalent in the area you will be working in and ensure 
this is noted on the SWMS form. 

c. Going into areas that have 
recently been affected by 
fire. 

Trees and branches from 
fire damaged areas can be 
hazardous as they are likely 
to fall. 

c. If you are working in areas that have been affected by fire, then 
avoid working near trees that have been burnt. If unavoidable 
contact head office and discuss plans of how to deal with the 
dead debris. It is the client’s responsibility to ensure ALA 
employees are safe at work and the client should ensure that the 
areas we are working in are clear of possible hazards. 

 

*A suburb is a residential area or a mixed zone area, that is either part of a city or urban areas that 
are within commuting distance to a city. Suburbs within commuting distance to Melbourne  can 
often be affected by bushfires and fire, so always check the relevant information as listed in section 
11 b. to ensure that the areas you are travelling to are safe. 
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12. Animals 
Before all field work commences the area needs to be surveyed, preferably whilst still in 
your vehicle, look out for animals such as horses, dogs and cattle. If animals manage to 
roam into an area that field work is taking place – never approach the animal. Some 
people mistakenly believe that there are specific gestures and warning signals wild 

animals make that will give people time to retreat to safety. Animals are individualistic and 
unpredictable. Animals that ignore you, look calm, or appear friendly may suddenly and without 
warning charge or strike out. 

Hazards and the Risks Risk Control Measures 

a. Chased by animals and the 
possibility of getting 
attacked. 

a. If Field Workers are confronted with an animal and the situation 
makes continuing work difficult or if a worker feels threatened by 
the animals presence then they are to leave the site and contact 
the ALA Head Office to report this. 
 It is likely that on surveys and fieldwork that you will often come 
across animals, so always be aware of your surroundings and 
leave if a situation is risky to you and your team. 

 

13.Flora & Fauna 
Some of the Flora & Fauna risks that you may come across on a field trip are the 
following: 

 
 

• Sting Insects i.e. wasps & bees 
• Snakes – See Appendix 4 
• Bats 
• Spiders, ticks, leeches etc 
• Allergens to pollen and other plant or animals 
• Handling of small or large animals 
• Harmful plant contact i.e. Sap, stinging hairs etc. 
• Long grass and dense bush 
• Mosquito bites 

 

Hazards and the Risks Risk Control Measures 

a. Snake Bite. 

 

 

a. We advise all staff, subcontractors and Registered Aboriginal 
Parties to wear Snake Gaiters especially during the months of the 
year that snakes are active - Spring & Summer months. It is a 
mandatory requirement that long sleeved shirts and long pants 
must be worn all year round. It is advised that even during  
Autumn and Winter that you wear snake gaiters, as you may 
disturb hibernating snakes if you are working in their habitat. If 
you do get bitten the procedure is for you to be treated by one of 
the assigned First Aid representatives, see Appendix 4 once the 
patient is in a stable condition the incident must be reported to 
head office immediately. 
In the unfortunate event you or a colleague does get bitten it is 
useful information to know what type of snake you have been 
bitten by, however you must not place yourself at risk in doing so. 
The patient must be taken to a hospital immediately for further 
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treatment call 000 or 112. 
All 1 x 1 field kits have a snake Bite First Aid Kit in them. 
If you see the snake first then wait to see if it is likely to leave the 
area, if not then find an alternative route to your destination. If 
the snake is on the site you are working then STOP WORK and 
report to head office to discuss your options. 
You should never ever provoke a snake as it may strike Do not 
approach a snake (dead or alive). 
As you wander through the bush try to make noise and vibrations 
with your steps, or a stick as this will warn fauna you are 
approaching, giving them time to go away. 
Always use a stick or other tool to move stones or logs, do not use 
your fingers or hands. 
Always check and visually inspect your immediate surroundings, 
before exiting a vehicle or prior to sitting/kneeling or squatting. 

b. Bitten or stung by a wasp, 
bee, spider or other 
insects. 

b. Avoid wasp or bee hives, wear long sleeved shirts and long pants 
and other PPE, apply insect repellents, if you do get stung or 
bitten the procedure is for you to be treated by one of the 
assigned First Aid representatives, once the patient is in a stable 
condition the incident must be reported to head office 
immediately. Call 000 or 112 if further treatment is necessary, 
especially if the person is showing allergic reactions. 
If you are known to be allergic to Bees, Wasps or other insects we 
advise you to inform the project manager so a plan of action is 
discussed on how to control the situation. An Instant Cold Pack is 
in the First Aid Kit in the car, this will temporarily help the 
swelling. 

c. Bitten or scratched by bats, 
small or large animals due 
to handling them. 

 

c. Do not handle small animals. At no time are you expected to 
handle animals, if a situation arises whereby this becomes 
necessary please consult your Project Manager. 

d. Irritations or allergic 
reactions caused by plant 
contact or allergens in the 
air from pollens. 

 

d. If you suffer from hay fever or allergic reactions to plants or 
pollens, then ensure you administer the correct medication, we 
advise you to inform the project manager so a plan of action is 
discussed on how to control the situation. If you come in contact 
with a plant or sap that results in an irritation, inform your project 
manager, it is important to keep an eye on the irritation and if 
you or your fellow workers believe the irritation or rash is getting 
worse seek immediate medical attention. 

e. Cuts and grazes from dense 
and overgrown bush or 
long grass. 

 

e. When it is known prior to going on site that the site is overgrown 
and has long grass your Project Manager should organise with the 
client for the area to be slashed before the team go on site. 
However if the site is unknown and you arrive to find overgrown 
bush and long grass then the cautions you can take to prevent 
yourself from getting scratches and cuts are to wear the 
appropriate clothing i.e. wear snake gaiters*, long sleeved shirts, 
long pants and gloves. If necessary & possible use a machete to 
make a clear path so you can access your work site, always be 
aware of your natural environment and leave as little impact on 
the site as possible so as not to disrupt the activities of the 
indigenous flora & fauna. If the bush is too dense or grass too 
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long, call the Project Manager so they can arrange with the client 
to get the area slashed and reschedule project. 

*Please note that “snake” gaiters are a protection aid only, the gaiters ALA 
use are a heavy canvas material and have been recommended to us as the 
best to use, however it is still possible that snake fangs can penetrate 
through.    Subcontractors & RAPS may borrow ALA gaiters (please inform 
the PM if required) if you do borrow gaiters you will be asked to sign them 
in and out each day. Please note we recommend that gaiters be worn but 
they are not compulsory unless specifically requested for a project. 

 

 

Procedure & Information links – Jumping Jack Ants info sheet, Snake Gaiters and White Tail Spider info sheet  
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14.Barbed Wire Fences 
Barbed wire fences are typically used to prevent livestock from escaping.  

 

Hazards and the Risks Risk Control Measures 

a. Clothing getting caught on 
fence and cuts and grazes 
caused by trying to climb 
over the fence without 
taking precautions. 

 

a. When approaching a barbed wire fence you should a try and find 
a gate or way of getting around the fence. If there is no way 
around or through the fence you need to follow the steps below 
to climb over the fence.  

Steps to climb Barbed wire fence 

• Steps 1 - Walk the fence line until you find a strong post and 
tight wire. The wire will be securely attached to the post and 
should be stretched tight. The post needs to be well set in the 
ground so that it can support your weight. 

• Step 2 - Put on your gloves. Climb the post using the rows of 
wire like rungs on a ladder. 

• Step 3 - Throw a thick Hessian bag over the top strand of 
barbed wire to protect your leg and pants from the barbs. 
Throw your leg over the top strand and position your foot on 
the next strand below the top strand on the other side of the 
fence. Once secure, bring your second leg over the fence. 
(hessian mats will be found in the work vehicles and on 
surveys it is the Project Manager/Team Leaders job to ensure 
you have a hessian sack with you) 

• Step 4 - Then as per step 2 reverse the climb on the otherside, 
working your way to the bottom of the fence. 
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15.Driving 
Here is a list of potential hazardous & sometimes fatal driving situations: 

• Driving in extreme weather conditions  

• Failure to follow road rules and keeping within the speed limits 

• Driving under the influence of drugs and/or alcohol 

• Driver fatigue 

• Long Distance Driving 

• Driver distractions such as mobile phones, reading maps, changing music, talking 

• Poor road conditions and badly maintained roads & off road driving on uneven surfaces 

• Driving an unfamiliar vehicle i.e. work vehicle 

• Wildlife and animals 

Please take the car that has been allocated to the project. 
It is the drivers responsibility to fill in the vehicle log book and do the vehicle checks as outlined in 
email 29.01.13 
All drivers must carry a valid driver’s license. 
Always ensure that the car has enough petrol for your journey and that the car is not returned back 
to head office empty. 
The Amaroks are covered by VW roadside assistance the number is on the windscreen of the car, 
please call this number first, however if they cannot assist for whatever reason, then all ALA vehicles 
are also covered with RACV road side assistance 
Our membership number is 3947262 

Hazards and the Risks Risk Control Measures 

a. Hot weather conditions may 
require the driver to get too 
hot which could result in 
heat stress, in cases of 
thunder & lightning and 
heavy rain situations 
flooding may be an issue. 

a. If hot weather ensure that you have plenty of water in the car, if 
the air conditioning works then close all windows and turn air 
con on, if the air con does not work, then pull over to a shady 
spot and wait for the sun to go down. If heavy rain, thunder & 
lightning, pull over onto the side of the road till the bad weather 
subsides, if likelihood of flooding, try to get yourself to higher 
ground. 

b. Failing to follow speed limits 
and road rules can result in 
accidents that could cause 
harm to yourselves and your 
passengers as well as other 
drivers. It can also result in 
losing your license which 
may mean loss of work. 

b. Always follow speed limits and road rules. 

 

c. Drugs and alcohol seriously 
impair driver’s judgement 
and increase the risk of you 
causing an accident. 

c. ALA have a NO tolerance rule to employees or subcontractors 
consuming recreational drugs or alcohol whilst working, if this 
rule is ignored then you will be sent home and instant dismissal 
may be the end result. 

d. Falling asleep at the wheel is 
extremely dangerous and in 
most cases cause accidents. 

d. If you have not had enough sleep and are feeling tired then you 
can see if there is another driver willing to take over driving. 
However if you are on your own or another driver is also tired 
then you must pull over and take a nap. It is important for 
drivers to pull over every 2 hours and stretch your legs. If you 
are driving long distances and you are the only driver, then you 
must pull over every 2 hours and stretch your legs, if you are 
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tired take a nap. If there is more than one driver, swap the 
driving regularly. 

e. Distractions whilst driving 
often mean that you take 
your eyes off the road, it 
may be for only a split 
second but this is enough to 
cause fatal accidents. 

 

e. Do not use your mobile phone whilst driving unless you have a 
hands free device fitted in the car, never text whilst driving. If 
you receive a call you need to take you must pull over. If you are 
relying on maps and melways to get around please plan your 
route ahead of schedule or have a designated passenger who 
will give directions. If there is a gps in the car please use this. In 
any situation that requires you to take your eyes off the road, 
ALA request that you pull over... 

f. Bad road conditions & off 
road driving can be 
dangerous, pot holes and 
uneven surfaces can cause 
damage to the vehicle as 
well as cause harm to the 
passengers and drivers. 
Stones flying up onto 
windscreens are a problem 
as they can cause cracks and 
chips.  

f. Keep an eye out for pot holes and look out for road signs which 
indicate uneven surfaces and follow road rules to deal with 
these situations. When driving off road drive with extra care, if 
you feel at any time the road is too uneven and unsafe then you 
have the right to turn around and come back and inform ALA 
head office of the issue. 

g. Work vehicles are often 
unfamiliar and not knowing 
how powerful a cars steering 
is, or where the indicators 
and windshield wipers are 
located seem like simple 
issues but a lack of knowing 
the car you are driving is a 
potential risk for causing 
accidents. 

g. When using a work or hired vehicle for the first time familiarise 
yourself with all the controls before starting your journey. If you 
would like to test drive one of the ALA work vehicles to 
familiarise yourself with them please arrange with the OHS 
officer. 

h. Swerving to avoid an animal 
crossing the road can cause 
fatal accidents, it is easy to 
lose control of the car as the 
swerve is often done quickly 
and abruptly meaning the 
car is over steered and 
difficult to regain control 
especially on uneven road 
surfaces. Stopping abruptly 
can also cause the car to spin 
out of control. 

h. Only swerve to avoid hitting an animal if you are travelling at a 
safe speed and when there is no oncoming traffic. Most wildlife 
animals get disorientated by car headlights and often won’t 
move. Dusk and dawn are when there is a lot of wildlife activity. 

 

Procedure links – ALA New work Vehicles , Hire car work vehicles, Roadside Assistance work cars, Car Log 
Book and Car Checking Procedure - Update 29.01.13 
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16.Remote Field Activity and Working Alone 
When working in Remote Locations it is important to ensure: 

• That ALA head office is aware of your travel plans. 
• Ensure that you carry your mobile phone, sufficient food, adequate water, 

and a snake/first aid kit on your person. 
• The appropriate wet, hot or cold weather clothing must be worn. 
• Report in to the ALA head office prior to going into the field or when you arrive if there is 

range, then again in the afternoon once you get within range or back to your accommodation. 
• Make sure that at least one member of the team carries the maps of the area you are working 

in. 
• That you are aware of the potential hazards in the area. 

Working Alone 
There are times when you do have to work in the field alone, especially when you are conducting a 
site inspection for a due diligence. 
Please ensure the following steps are taken: 

• That ALA head office is aware of your travel plans. 
• Ensure that you carry your mobile phone, sufficient food, adequate water, and a snake/first 

aid kit on your person. 
• The appropriate wet, hot or cold weather clothing must be worn. 
• Please ensure if PPE clothing is required it must be worn, i.e. advise to wear snake gaiters 

when working in long grassed areas. 
• Report in to the ALA head office prior to going into the field or when you arrive if there is 

range, then again in the afternoon once you get within range or back to your accommodation. 
• Make sure that you carry the map of the area you are working in. 
• That you are aware of the potential hazards in the area. 

 
Hazards and the Risks Risk Control Measures

a. Injury or accident occurs  

 

a. If you are working remotely and you are working individually on 
different sites at a distance away from each other, it is important that 
you meet up during the day to check in that all is OK. You must also 
ensure that the Project manager at the ALA office is aware of your 
travel plans. If an injury or accident happens, please follow the 
medical emergency procedures. Wear appropriate PPE clothing.  

b. Dehydration/hunger  

 

b. Always carry adequate water and food with you  

c. Disorientated  

 

c. Always carry your mobile phone with you, so you can call for help. 
Ensure that you have the phone numbers of the other people in your 
team so you can call them if you get separated. Wear the appropriate 
clothing for the weather. Carry the map of the area you are in.  
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17.Confined Spaces 
Confined spaces are spaces that have limited or restricted means of entry and exit, and 
may contain harmful atmospheres or stored substances that pose a risk to employees 
working in them. 

Examples of potential confined spaces can include: 

• vats, tanks and silos 

• pipes and ducts 

• ovens, chimneys and flues  

• reaction vessels 

• underground sewers or wells 

• shafts, trenches, tunnels and pits. 

A confined space is any such space that is: 

Likely or intended  to be entered, and has limited/restricted means of entry/exit, and at atmospheric 
pressure, has a lack of oxygen or contains atmospheric contaminants (including gases, vapours and 
dust or flammable contaminants) or stored substance (except liquid) that could cause engulfment. 

Hazards and the Risks Risk Control Measures 

a. Working in confined spaces can be 
extremely dangerous. Some of the risks 
include:  

Loss of consciousness, injury or death 
due to contaminants in the air. 

a. If dangerous contaminants are in the air then you are 
not expected to enter the confined space. If air 
contaminants are not dangerous then you can enter 
space, however it is suggested that a mask be worn 
and that you discuss safety procedures. 

b. Fire or explosion from the ignition of 
flammable contaminants, suffocation 
caused by a lack of oxygen. 

Enhanced combustibility and 
spontaneous combustion. 

It’s not uncommon for incidents 
involving confined spaces to often result 
in multiple fatalities. Other workers, 
unaware of the risks, often enter a 
space to rescue a victim but are then 
also overcome by toxic vapours or 
gases. 

b. If there is a risk of an explosion or area contains 
flammable gasses, then remove yourself from the 
site until the area has been zoned a safe space. 

c. Walls of trenches become unstable & or 
falling or slipping into trench or space. 

c. Always ensure when working in trenches that the 
walls of the trench are correctly stabilised and that a 
ladder is at all times in the trench for easy exit. 
Ensure that the trench/pit is fenced off so no 
accidents happen with people slipping or tripping 
into exposed holes 

d. Environmental hazards (e.g. heat, cold, 
wet, damp or slippery conditions) 
biological hazards (e.g. fungi, mites, 
viruses and bacteria, insects, snakes and 
vermin) traffic hazards (e.g. exiting the 
space onto walkways and roads). 

d. If you are feeling unsafe in any confined space for 
any reason, please remove yourself and others from 
the situation and inform your project manager of 
your concerns. 
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18. Contaminated Sites 
A contaminated site has had one or more certain substances added to it exceeding  
background levels 2 which may be a risk to human health or the environment.  
These substances can be chemicals, such as heavy metals or solvents, or other 
contaminants such as medical waste.  

Contamination may be the result of:  
• industrial processes once carried out on the site  
• materials stored or dumped on the site of some agricultural processes on the site, such as a 

sheep dip or where farm chemicals were mixed for application  
• contaminants in imported fill  
• demolition  
• degradation of biological materials found in the soil 

A site may have contamination:  
• on the surface of the soil or in fill material  
• deeper in the soil (e.g. covered by soil or fill and not exposed until excavation starts)  
• in surface water  
• in groundwater  
• in the air  
• taken up by vegetation growing on the site  

Contaminants in soil are usually a greater risk to health than those in groundwater or surface water 
because workers are more frequently in contact with the soil.  
Contaminants may be present in different amounts, in different locations on any site.  
Usually contaminants are in the top 0.5 - 1m soil layer, although rain or water infiltration may carry 
contamination across a site. In some cases, wastes may  be buried at deeper levels, especially if:  

• natural hollows in the site were previously filled with imported materials  
• the site was used as a waste storage depot or tip, or  
• if an underground storage tank or other underground structure existed. 

 

Hazards and the Risks Risk Control Measures 

a. Short or long term health effects 
to people exposed to 
contaminants depend on:  

• The type of 
contaminants at the site  

• The quantity of 
contaminants present; 
and the amount of time   
a person is exposed.  

• Exposure to 
contaminants in soil 
and/or water or fumes 
in the air can cause 
harm quickly (acute 
effects) or cause illness 
long after exposure 
(chronic effects).  

• Adverse health effects 
caused by certain 
chemicals can include:  

a. If possible check that the area you are working on has not 
previously been used as a dumping or tipping ground, or 
been contaminated in any way, if it has a contamination 
specialist must assess the soil prior to ALA workers start 
work. 

If contaminate soil is discovered STOP WORK, Isolate the area 
with a physical barrier use plastic above-ground barriers and 
tape off the area. Do not use star pickets or anything that will 
disturb the soil as this may assist in releasing contaminants 
into the air. Then leave the area. 

Always wear PPE so you are protecting yourself as much as 
possible. Barrier cream and disposable gloves should be used 
under your work gloves in areas where contaminated soil has 
been discovered nearby.  

Report signs to the site supervisor, ALA head office and the 
client immediately if you believe the soil you are working in is 
contaminated. 

Assume the area is contaminated until an assessment proves 
otherwise.  

Assess the area to identify contaminants in the soil only if 
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• Headaches and nausea  

• Skin rashes  

• Breathing difficulties  

• Liver or kidney 
problems; or  

• Some types of cancer in 
the long term 

safe to do so and no risk to yourself or others. 

Do not consume food or beverages near contaminated soils 
or environments.  

Wash your boots before leaving the site so you do not 
contaminate other soils or areas. Ensure that spare water is 
carried in the work trucks to enable you to wash shoes.  

All ALA on site workers need to understand how to identify 
potential contamination and danger signs that there may be 
contaminated soil see below for e.g. 

If you are working on a site that has known chemical 
substances on it and you can find containers or bags 
identifying the substance, then Google or call on your iPhone 
(ALA employees) the manufacturer/ supplier and get the 
Material Safety Data sheet emailed to either yourself or to 
ALA head office. Check if the substance is safe. If not then 
Stop Work and call ALA head office for further instruction. 

If known Acid Sulphate Soils (ASS) are present on site make 
sure that workers see the photo sheet that will help you 
identify signs that the soil is contaminated with ASS. See 
sheet acidssphotos. 

 

Link – Acid Sulphate soils info 
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19. Stress 
The direct and indirect costs to people suffering from work-related stress, and their families 
and colleagues, makes it clear that preventing stress needs to be addressed by Victorian 
industry and the broader community. 
While work-related stress remains a significant issue in many workplaces, it can be 

controlled. 
The World Health Organisation defines stress as “the reaction people may have when presented with 
demands and pressures that are not matched to their knowledge and abilities and which challenge 
their ability to cope”. 
Stress can occur in a wide range of situations, but is often made worse when employees feel they have 
little support from supervisors and colleagues or little control over their work. 
 

Hazards and the Risks Risk Control Measures 

a. Work-related stress can take a serious 
toll on employees, affecting their: 

• Mental health (e.g. post-
traumatic stress disorder, 
depression and anxiety) 

• Physical health (e.g. 
musculoskeletal disorders and 
cardiovascular disease) 

• Work performance (e.g. incidents 
and injuries), and 

• Social relationships (e.g. 
irritability leading to social 
isolation, anxiety and depression) 

• Stress-related injuries can 
manifest themselves through a 
range of symptoms, which, if not 
properly  

• Diagnosed and treated, can 
potentially contribute to serious, 
longer term psychological and 
physical conditions. 

• Possible signs of stress can 
include: 

• Migraines 
• Sleep disorders 
• Muscular tension 
• Increased blood pressure or 

cholesterol 
• Allergies or skin disorders 
• Gastrointestinal disorders or 

weight problems 
• Anxiety or depression 
• Impatience, irritability or 

aggression 
• Mood swings 
• Memory loss or difficulty 

concentrating 
• Extensive use of sick leave 

a. Wherever possible, identified risks to psychological health 
should be eliminated at the source. However, this may not 
always be possible or reasonably practicable. 

• Where the risks to psychological health in your workplace 
cannot be eliminated, you need to control them to ensure 
your workplace is safe. 

• Some examples of control measures relating to 
psychological risks include: 

• Work environment 

• ALA promote an environment where employees can have a 
say in their work and can communicate potential problems 
(e.g. through regular team meetings or one-on-one meetings 
with their manager) 

• ALA aim to consult employees on organisational changes 
that are likely to affect them and ensure that there are 
effective communication channels in place 

• ALA keep employees informed about organisational 
performance, strategy and direction 

• ensure employees have clear job descriptions 

• In consultation with senior management, health and safety 
representatives and the general workforce, ALA has a ‘no 
bullying’ policy, see Bullying and harassment section, 
bullying will not be tolerated in the workplace. 

• ALA train all employees in the policy and ensure everyone 
understands the procedures for reporting and managing 
any issues that arise 

• Ensure employees have the equipment they need to do 
their jobs properly and that the work environment is 
adequate (e.g. there is enough space for each employee, 
the workplace is well-lit and is not excessively noisy). 
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20. Bullying, Harassment & Discrimination 
Bullying is repeated, unreasonable behaviour that creates a risk to a person’s health and 
safety. 

It is unlawful to discriminate against or harass a person in employment (or in the provision 
of goods and services) on the basis of any of the following attributes or personal characteristics: age; 
disability or impairment (physical, intellectual, mental or psychiatric); race, colour, descent or national 
or ethnic origin; religious belief or activity; sex; employment activity; gender identity; transgender or 
transsexual status; lawful sexual activity/sexual orientation; family, marital, parental or carer status; 
physical features; political opinion, belief or activity; industrial activity or membership of an industrial 
association; pregnancy or potential pregnancy; breast feeding; medical record; criminal record; and 
personal association with a person who is identified by reference to any of the above attributes. 

Hazards and the Risks Risk Control Measures 

a. The following types of behaviour, 
where repeated or occurring as part of 
a pattern of behaviour, could be 
considered bullying: 

• Verbal abuse 
• Being sworn at 
• Being threatened 
• Being exposed to sexually explicit 

material 
• Being exposed to offensive material 
• Being excluded or isolated 
• Being intimidated 
• Having rumours spread about you 
• Practical jokes 
• Being insulted 
• Being excessively supervised 
• Being constantly criticised or put down 
• Being overloaded with work or not 

given enough work to do 
• Not getting the information you need 

to do your job, 
• Your personal belongings or work 

equipment being damaged 
• Being threatened with the sack 

a. If you experience or witness bullying, harassment or 
discrimination at work make an attempt to resolve the 
issue yourself with the other person/people concerned. If 
you don’t feel comfortable about approaching them or if 
the issue cannot be resolved, details should be reported 
to the ALA Administration Manager to allow appropriate 
action to be considered and taken. 
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21.3rd Party Visitors 

It may sometimes be necessary for 3rd Party visitors to come on site; however no-one is 
allowed on site if the site requires specific inductions to access a site. The visitors are the 
responsibility of the Project Archaeologist or Project Manager 

Hazards and the Risks Risk Control Measures 

a. Visitors may get harmed on 
site 

a. Visitors must wear Hi Vis vest and any other required PPE on site. All 
Visitors on site must have completed a Site Induction and be made 
aware of any site specific hazards. 

 

 

22.Working in a Railroad Corridor 
You will be notified prior to a project if you are required to have a Level 1 Track Awareness 
Card. Your Project Manager will arrange this for you if it is necessary, this course will cover 
the associated hazards and risks and will have specific procedures on how to deal with 
them. 

Hazards and the Risks Risk Control Measures 

a. All employees and 
subcontractors working 
within the Railroad Corridor 
must have a Level 1 Track 
Awareness card. 

a. Please refer to your Working on a Railroad Corridor Rail Safety 
Manual for all hazards and control methods 

 

 
Protocol link – On Site Amenities link  
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6.0 Emergency Procedures  

2.0  
6.1 First Aid & Fire Protection Procedures – Office 
In the case of a Fire Emergency please follow these steps, see Fig 3. To show the Fire Emergency 
Exits. 

All ALA employees, subcontractors and volunteers must be fire and emergency procedure 
inducted if working in the head office. If you have not done so please book with OHS officer. 

1. Assist anyone in immediate danger ONLY if safe to do so. 
2. Close the door 
3. Call the Fire Brigade on 000 or from mobile 112 
4. Attack the fire if SAFE to do so. 
5. Evacuate to assembly area via the Ground Floor Front Door EXIT, if unsafe to do this 

please exit via the Lower Level EXITS. 
6. Remain at assembly areas and ensure everybody is accounted for.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fig 3 
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6.2 Emergency Evacuation procedure – Office 

In the case of an Emergency Evacuation please follow these steps, see Fig 4. 
On being given an alert order… 

1. Secure confidential and valuable items. 
2. Assemble near the stairs 
3. Follow the instructions of the Warden 

On being given an evacuation order… 
4. Leave via a designated exit or nearest safe exit. 
5. Proceed to nominated assembly area and remain there until otherwise directed by 

Warden or Fire Officer 
Your Emergency Assembly Point is: Derby St on the footpath past the car parking gate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig 4  
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6.3 Medical Emergencies – Office & On Site 
 
What is a medical emergency? 

• Unconscious person – who doesn’t wake or respond when shaken. 
• Heart attack (suspected) – crushing chest pain that lasts more than five minutes. The pain may 

spread to arms and jaw. 
• Breathing difficulty – especially if the person is unable to speak more than a few words or has blue 

lips or mouth. 
• Abdominal pain – that is severe and undiagnosed. 
• Haemorrhages – major uncontrolled bleeding. 
• Bleeding – that does not stop after at least 10 minutes of continuous pressure. 
• Back pain (severe) – after a fall or after sudden onset of back pain if over 50 years of age. 
• Burns – which are bigger than the size of a hand 
• Choking – especially if the person is unable to talk, cry or breathe. 
• Stroke (possible) – especially if the person experiences numbness, loss of function of hand, arm or 

leg, slurred speech, facial droop or severe abrupt headache. 
• Headache (severe) – not the usual kind, with or without loss of function of arm or leg. 
• Workplace accidents – where a person is injured or trapped. 
• Pain (severe) after a fall or injury – when the person is unable to sit up, stand or walk. 
• Drug overdose or poisoning – whether you know for sure or just suspect an overdose. 
• Diabetes – if the person is not fully awake or not behaving normally. 
• Electrical shock – of any kind. 
• Trauma (injury) – which is severe, especially to the head, neck, chest or abdomen – for example if 

the person was stabbed, or hit by or ran into an object. 
• Hypothermia or heat stress – which is severe 

 
In the case of a medical emergency, please follow these steps: 

a. Call 000, if you are using a mobile phone, call triple zero (000) first. This will connect you to an 
operator if you are within range of your normal mobile phone network. If your mobile phone is 
out of range of your normal network, dial 112. If you are using a 3G mobile phone, you should 
dial 000 in an emergency. 

b. What to Expect During the Call - Try not to panic. Talk slowly and clearly. If you talk too quickly, 
you may waste time repeating yourself. The typical call will involve: 

• The person who first answers the triple zero (000) call is a Telstra operator. Tell them you need 
an ambulance. They will transfer you to an ambulance call taker. 

• You will be asked to give the phone number you are calling from and the address where the 
injured or sick person is. Because you may often be working in the field, you will need to know 
your property Fire map reference or Vic Roads map reference. 

• You will be asked to describe the problem. You will be asked about the nature of the 
emergency, the number of people involved, the injured or ill person’s gender and age, and 
whether or not they are conscious or breathing. This information helps to determine the 
seriousness of the problem and what resources are required. 

• While you are answering questions, an ambulance dispatcher will send out an emergency 
ambulance. You will not hear the dispatcher doing this, but don’t be concerned, continue to 
answer the questions. All the information you provide is relayed to the ambulance paramedics 
on their way to the emergency. This allows them to prepare before they arrive. 

• The call taker may give you first aid instructions over the phone. 
• Please do not hang up until the call taker tells you that you can. 
• If possible, have someone (e.g. Project Manager or other Field Worker) waiting outside the 

property you are working on to flag down the ambulance. 
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When Medical Help Arrives 
When the Ambulance arrives remain with the injured/ill person(s) and provide assistance as required (this 
may include answering questions in regard to what you observed prior to their arrival). 
Contact the ALA Administration and follow the ALA Incident Reporting Procedure. 
 
Follow Up 
Contact the ALA Administration to record the details of the incident in the Health and Safety Register at the 
ALA Office. 
Assist the Project Manager and ALA Administration Unit with the WorkSafe Incident Notification Form 
within 48 hours of the incident or accident occurring. 
Where necessary assist the Project Manager/Project Manager and ALA Administrator with the 
investigation. 
 
 
6.4 Emergency Phone Numbers & Details 
 
FIRE BRIGADE 000 or mob 112 
 
AMBULANCE 000 or mob 112 
 
POLICE (Emergency) 000 or mob 112 
 
Closest Police Station to office. (24hrs) 
13 Condell St, 
Fitzroy 
Ph: 9419 4311 
 
Closest Hospital and Emergency to office.  
St Vincent Hospital 
41 Victoria Parade, 
Fitzroy 
Ph: 9288 2211 
 
Closest Medical Centre to office.  
Collingwood Medical Centre 
165 Smith St, 
Collingwood 
Ph: 9417 3377 
 
State Emergency Services (SES)  
www.ses.vic.gov.au/ 
132 500 
 
CFA 
www.cfa.vic.gov.au 
000 
 
Dial Before You Dig 
www.1100.com.au/
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6.5 First Aid Kits – Office, On site & Car 
 
There must be 1 First Aid Kit carried by every team that goes into the field. 

Kits must always be well stocked, in order to assist in this process please mark off on the contents sheet 
when you use any supplies so an ALA office staff can arrange to replenish the kits on a regular basis.  

There must be 1 person per team who is First Aid Certificate 2 trained. Please note that this course is valid 
for 3 years, however an annual CPR update must be undertaken (please remember to give copies of any 
training to Lizzil or Sam so they can be kept on record). 

Each ALA work car has a full First Aid Kit as well as a Biohazard Clean up Kit in the car; you will find these in 
the back of the car under the passenger seat. 

Each car and 1 x 1 kit has a snake bite kite in it, please carry this kit into the field with you. 

The First Aid Kit in the office is on top of the fridge in the Kitchen. 

There are many small First Aid and Snake Bite Kits that must be taken into the field with you; these must be 
packed with the rest of the equipment you will use on site. 

 
Please note that you if you suffer from allergic reactions or have any pre existing medical conditions then we 
advise you to inform the Administration Manager with whom you can discuss how you control your 
condition in the workplace, these discussions would be confidential. It is expected that you would carry and 
administer your own medication (this includes epipens and medication for any other allergies). 

  


