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Safety Management Overview for Contractors
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1.0 Introduction
Hydro Tasmania is committed to providing and maintaining a safe and healthy work environment for our people, contractors, customers and visitors.  It is our vision of ‘No Harm to Anyone at Anytime’ which drives the behaviours, systems and processes that govern the way in which Hydro Tasmania does business.  This vision can only be achieved if our contractors and their workforce are fully committed to achieving the same goal.  

This document communicates important minimum standards and the key systems Hydro Tasmania utilise to manage the safety of employees and contractors on any site or asset owned by Hydro Tasmania.
2.0 Hydro Tasmania occupational health and safety system (SWP Section 1.2)
An occupational health and safety (OH&S) management system enables an organisation to control its OH&S risks and improve its OH&S performance. The OH&S management system has been developed in accordance with the international recognised standard OHSAS 18001:2007 and provides a practical system where people, compliance and effective risk management practices deliver our vision of ‘no harm to anyone at anytime’.

The OH&S Management System Manual reflects the rules governing the way the business addresses safety. It is an overview document detailing Hydro Tasmania’s commitment, objectives and responsibilities to OH&S. The OH&S Manual is supported by a number of standards.

Standards set the criteria or rules that describe the parameters which the business is expected to work within. Deviation from prescribed standards constitutes a breach of applicable policy unless in an emergency situation to protect life or serious asset damage.

Procedures explain how specific work tasks can be safely undertaken in alignment with the standards and policy.

The relationship between policy, standard, procedure and guideline can be depicted as follows:
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3.0 Safety principles (SWP Section 1.3)
Safety principles which underpin ‘no harm to anyone at anytime’ include:

· all injuries can be prevented

· employee involvement is essential

· everyone is responsible for safety

· we are all accountable for preventing injuries

· working safely is a condition of employment

· we promote off the job safety for our employees.
4.0 Cardinal rules (SWP Section 1.4)
The cardinal rules apply to all employees as well as external contractors working for Hydro Tasmania on Hydro Tasmania controlled work sites:

· No person shall attempt to operate an energy isolation, dissipation or restraint device which has been locked or tagged.

· No person shall wilfully sabotage any property or infrastructure belonging to, or under the control of, the corporation.

· No person shall wilfully bypass any safety interlock unless authorised to do so.

· No person shall carry on any fighting or horseplay which could, or does, give rise to serious injury to people or extensive damage to property.

5.0 Basic risk management approach (SWP Section 1.5)
In addition to compliance with legislative requirements, including duty of care, all work activities conducted under Hydro Tasmania direction shall have risks managed to a level as low as reasonably practical and adhere to the basic risk management process defined by the Work Cover Tasmania ‘SAFE’ concept:

Spot the hazard

Assess the risk

Fix the problem

Evaluate results

In order to fix the problem, the hierarchy of controls which are listed below shall be implemented to the highest level that is reasonably practical:

1. Elimination

2. Substitution

3. Isolation

4. Engineering controls

5. Administrative controls

6. Personal protective equipment (PPE)

Consistent with the basic risk management approach whenever practical, eliminate hazards by changing the work process or by substituting a less hazardous component. When it is impractical to eliminate the hazard use the practices outlined in this handbook.

PPE should be considered and used as the last line of defence against injury.
6.0 Contractor OH&S Management (SWP Section 8)
Hydro Tasmania’s work sites contain unique safety and environmental hazards with high voltage equipment, rotating plant, high hydraulic energy and remote work sites. As a result of these and other site specific hazards, significant effort will be placed on contractor management to ensure everyone understands the environment in which work will be implemented.

All contractors’ are expected to be trained and have competency as required for the specific work. In general, all contractors shall have current level 2 and 3 inductions, and first aid training. See section 2 Inductions for details. 

Specific training will be required for high risk tasks including, but not limited to, working at heights and confined spaces.

Contractors will be expected as a minimum to adhere to all Hydro Tasmania’s safety systems and processes. The planning requirements are detailed in section 4 risk management process. The minimum planning requirements to commence work will be a JHA. A PTW will be required for all non routine works.

If there is no Hydro Tasmania procedure or process to implement a specific task, contractors may utilise their own specific procedures or process to manage the risk. In addition, if the contractors’ established procedures are determined to be equivalent or superior to the Hydro Tasmania procedure, then the contractor may utilise those procedures and processes rather than Hydro Tasmania’s.

The Hydro Tasmania job manager will be a contractor’s primary point of contact within Hydro Tasmania, and is accountable for the delivery of the work.

While it is intended that all relevant Hydro Tasmania procedures/documentation will be provided to a contractor, it is important that all contractors are proactive in requesting and obtaining the documentation they require to perform work safely.

To assist the contractor with the development of safe work methods, Hydro Tasmania will provide our risk based assessment of the known hazards of the work site. These are sourced from site hazard registers and a high level assessment of the unique hazards associated with the task(s). Such information is to be presented to the contractor by the Hydro Tasmania job manager using a job safety requirements (JSR) form.

The contractor is then to complete their own hazard identification and risk assessment prior to developing safe work methods and JHAs.  The risk assessment needs to consider emergency response and the increased risks posed by remote sites, often with limited communication.

Hydro Tasmania’s requirements for safety management processes are guided by the hazards, duration, labour, value and level of independence of the contractor’s activities. The Hydro Tasmania job manager will nominate to the contractor the level of safety management documentation required by Hydro Tasmania. See section 4 for details of these requirements.

Hydro Tasmania’s tendering, selection and performance review processes are to ensure that contractors who do not consistently deliver acceptable performance with respect to safety management and commitment, do not continue to carry out our works.
7.0 Hydrosafe
Hydro Tasmania’s safe work processes, standards and procedures, as summarised in this overview document, are housed and maintained within an intranet site called ‘Hydrosafe’.  Access to the documentation on this site is available at all Hydro Tasmania offices and power stations and external web www.hydro.com.au

Whilst it is intended that any relevant Hydro Tasmania procedure/documentation will be provided to a Contractor by the HT job manager, it is important that all Contractors are proactive in requesting and obtaining documentation/procedures they require to do their work safely.  If there is no Hydro Tasmania procedure on Hydrosafe for a specialised or high risk task, the HT job manager or OHS team must be consulted prior to work commencing.    
8.0 Safety Management Documentation Requirements
Hydro Tasmania’s requirements for safety management processes are guided by the hazards, duration, labour, value and level of independence of the contractor’s activities.  The HT Job Manager will nominate to the contractor the level of safety management documentation required by Hydro Tasmania.  The following is presented as a guide on consideration of the HT job manger and the content of the documentation.

· Low risk, short duration tasks require a ‘Take 5’ method of hazard assessment to review of the potential hazards of the task(s) to validate that there are only low risk hazards associated with the task.  Should any steps be considered contain greater than low risks (prior to control), Job Hazard Analysis documentation is required.

· Job Hazard Analyses (JHA) or JSA’s are to be prepared for each and every job which may involve exposure to risks that, when uncontrolled, are greater than low.  In preparing a JHA, a project or activity is broken into jobs and each step of each job is considered for the potential hazards and the appropriate containment measures for reducing or eliminating the risk to personnel, assets and production is documented.  Prior to commencement this document must be reviewed with all the personnel intended to be associated with the execution of the task.    

· Moderate sized jobs/projects (typically over $250,000) or jobs/projects containing high risk activities will require a Safety Management Plan to be prepared by the Contractor.  These documents are to be reviewed and endorsed by their HT job manager.  As a minimum, the plan is required to cover the following aspects:

· Names, roles and responsibilities of those with accountability for managing the health and safety of personnel;

· Methods of safety related communication (toolbox meetings, committees, email etc);

· Induction process;

· Processes for control of access to site;

· Qualifications required for tasks and control;

· Plant and equipment processes for maintenance and inspection including those related to registered plant; 

· Other risk management processes such as regular inspections, permits and Job Hazard Analyses;

· Storage and handling of any hazardous substances required for the project including MSDS and associated emergency response;

· Emergency Response, first aid equipment and qualified personnel;

· Audit schedule of who, what and when;

· Incident notification and investigation.

High Risk activities may include the following:

· Risk of persons falling from over 2 metres;

· Demolition of structures;

· Exposure to asbestos;

· Work in a confined space that may have limited egress or have a flammable or contaminated atmosphere;

· Work on or near pressurised equipment;

· Diving or work over water where there is potential for drowning.

· Major Projects – For contracts typically valued at over $1M with substantial plant and labour requirements where the Contractor is in control of the work site.  Also for ‘standing offer’ type contracts involving high risk tasks.  As part of the tender process and in addition to the OHS questionnaire, a Contractor is to provide an overview of their Safety Management System for managing safety across their organisation. 

· Where a Contractor is also accountable for Design, a HazOpS (hazard and operability study) process is required to ensure an appropriate review of potential hazards associated with the design as well as implementation and commissioning activities has been undertaken prior to commencing construction of the designed plant and equipment.  
9.0 Plant and Equipment
Any plant and equipment requiring registration under the Health and Safety act e.g. cranes, must have current certification - proof of which is to be provided as part of pre-start activities.

All equipment to be used on the works must be maintained and inspected in accordance with relevant Health and Safety legislation and relevant codes of practice.  Examples of this include lifting equipment, electrical leads, safety harnesses.  Evidence of such may be inspected as part of pre-start activities.
10.0 Inductions (SWP Section 2)
10.1 Purpose of inductions
· To introduce all employees and contractors to Hydro Tasmania and to ensure they are familiar with the company's values, behavioural policies and culture.

· To ensure that all people working for the company are given the right information to be able to safely undertake that work and respond to an emergency situation. 

Induction process levels
	Corporate

(Level 1)
	This introduces all Hydro Tasmania employees to the organisation, including relevant information on Hydro Tasmania values, policies and expected conduct. It is to be completed by all employees and those contractors XE "Contractors"  who require unsupervised access to Hydro Tasmania property and systems.
This induction is valid for time of employment.

	Health safety and environment

(Level 2)
	This introduces all Hydro Tasmania employees and contractors XE "Contractors"  to Hydro Tasmania’s safe work practices, policies and procedures. It outlines the obligation and responsibility of all Hydro Tasmania employees and contractors to apply these practices.

This induction is valid for two years from date of issue.

	Site specific

(Level 3)
	This is a site specific induction that introduces all employees and contractors XE "Contractors"  to the site where they are required to carry out work and is to be conducted before starting any work. It covers the specific hazards, controls, emergency procedures and project/task specific safety requirements. 

Any person on site who is not Level 3 inducted shall be appropriately supervised.

This induction is valid for two years from date of issue.


10.2 Site access
Restricted areas are sites that are kept secure at all times for safety and business risk, including but not limited to:

· power station buildings 

· switchyards

· intake structures (e.g. intake gate buildings, hill-top valve houses, dam galleries)

· permitted work sites

· offices and amenities

	Requirements for access to restricted areas
	Provide notification of intended access
	HSE (Level 2) induction
	Receive access key/swipe card and return as required
	Level 1 first aid XE "First aid" 
	Site Specific (Level 3) induction and record entry (site introduction)
	Accompanied by a local authorised person

	Unaccompanied access
	*
	(
	(
	(
	(
	

	Accompanied access
	(
	(
	
	
	(**
	(

	Visitor
	(
	
	
	
	(**
	(


Table 2. Requirements for access to restricted areas

* As required with local asset owners.

** Level of induction and record keeping applicable to risk.

Note: All activities conducted at Hydro Tasmania work sites shall be managed in accordance with the appropriate risk management processes including applicable permits. Visitors may access permitted areas provided they are continuously accompanied and supervised by a PIC or delegate who is signed on to the permit.
11.0 Scope of Work and Physical Limits

Before potential hazards can be identified, accessed and communicated, the contractor’s scope of work must be clearly understood and the physical boundaries (or ‘battery limits’) of his activities well defined to avoid working on tasks or in areas where hazards have not yet been assessed.   The scope of work, exclusions and physical boundaries are documented by the HT job manager on a ‘Job Safety Requirements’ proforma.
12.0 Contractor Supervision

A Contractor’s supervision must be competent in the tasks to be performed, well informed and committed to implementing the agreed Health and Safety systems and procedures.  The Contractor’s Supervisor is an Accountable Person under the Act and has a Duty of Care to be on site during the work or formally assign his / her responsibilities to a suitably experienced and qualified replacement in their absence.

Where Contractors are to take control of a work area, the Contractor’s accountable person will need to be competent and experienced in the prescribed work and will be required to complete ‘Person in Charge’ training.  In preparing for works under a PTW, consideration should be given to having an alternative ‘Person in Charge’ should be the initial choice not be available at some point during the works.

13.0 Hazard identification tools (SWP Section 4)

· Hazards and risks to people, environment, plant and production loss shall be considered.

· The workplace hazard register shall be used by employees and contractors to identify known site hazards and to ensure they are considered along with the risk and hazards associated with the work.

The following risk management tools are available during work planning to maximise safety and minimise risk.
13.1 Workplace hazard register

The workplace hazard register assists in identifying workplace hazards, risk levels, control measures and remedial actions for Hydro Tasmania Assets. This includes:

· occupational health and safety hazards

· environmental aspects and impacts

· production risks

· plant loss/costs

· hygiene hazards – asbestos, noise, lead, PCBs, hazardous substances, etc

· driving

13.2 Take 5

The Take 5 process shall be used to identify and assess basic workplace hazards throughout a job and includes the following steps:

7. stop and look

8. think through the task

9. identify the hazard

10. control and communicate

11. keep doing the job safely
13.3 Job hazard analysis

Carry out a job hazard analysis (JHA) if any of the following apply:

· a Take 5 identifies the uncontrolled risk level to be greater than low

· a permit to work (PTW) is required

· no approved safe work instructions or standard operating procedures.

13.4 Safety act observation

A safety act observation (SAO) is intended to reinforce positive safety behaviour, identify any inappropriate safety behaviours, agree on modified behaviours and prevent injuries and property damage. When engaging in conversation, apply the following SAO principles:

· Observe

· Then get the person’s attention

· Engage the employee in conversation

· Start with a genuine positive comment, e.g. what the person was doing safely.

· Ask the person what do they think is unsafe about the task. If they fail to identify your concerns, tell them what you think and solicit a response. If you cannot get the person to admit to the issue then it is unlikely the behaviour can be modified.

· Discuss with the person:

· the possible consequences of the unsafe act

· safer ways to do the job

· Seek commitment from the employee to work safely in the future

· Most importantly, thank the employee

14.0 Permit to work (SWP Section 7.1)

The objectives of the permit to work (PTW) system are to:

· ensure safety of people

· prevent harm to the environment, equipment or other property

· preserve our capability to deliver to our customers.

The PTW system is applicable to all work being carried out on Hydro Tasmania owned and/or operated plant and assets. It follows fundamental hazard identification, communication and risk management processes with some check/hold points:

· at the end of work scope approval

· at the end of identifying hazard start and determining and agreeing controls

· before the actual start of work.

A PTW may not be required for routine operational and maintenance activities where:

· the controlled risk is low

· the intent of the risk management process has been achieved in routine or contractor work management systems.

For these activities the Take 5 or JHA process will identify appropriate controls which will be included in the routine work job ticket. The controls may include utilising parts or all of the PTW System control measures, such as the isolation procedure or the confined space permit. Refer to the following flowchart to determine the need for a PTW.

All employees engaged in active work under the scope of the permit shall be signed on to the permit. 

Visitors may access the permit area without signing on to the permit, but they must be continuously accompanied and supervised by a PIC or delegate who is signed on to the permit.

Under emergency situations where life or serious asset damage is at risk, an authorised and competent person may safely do what is necessary to address the immediate issue without the need for a PTW. Any such emergency situation shall be reported immediately after the situation is made safe to the responsible officer and shall be reported as an incident in Hydro Tasmania's incident management database as soon as practicable.

If the work you are about to perform is subject to a PTW, only proceed if:

· All hazards have been identified, risk assessed and controlled effectively.

· The scope of work and proposed timing for the permit is clearly defined and understood.

· The permit has been approved by the asset owner or delegate and issued by an authorised issuing officer for the site, facility or work.

· All required and approved supporting documents have been identified and obtained for work. These may include:

· isolation procedure schedule of plant operations (SOPO) to control risk of potentially harmful energy sources

· concealed services permit/checklist (see concealed services procedure, includes digging and excavation work)

· hot work permit/checklist (see hot work procedure)

· confined space permit/checklist (see confined space procedure)

· diving permit/checklist (see diving operations procedure)

· any other related documents required such as the working at heights checklist, asbestos checklist, JHAs, etc.

· The conditions of the permit have been communicated with everyone involved in or affected by the work.

· Your red personal isolation locks are attached to the isolation points or the group isolation board before you commence the work where isolation has been identified as a control measure.

· When circumstances on the job change, work shall be stopped and the area made safe. Risks shall be re-assessed and approved by an authorised issuing officer or asset owner’s delegate for that area/location before re-commencing work.

15.0 Incident Reporting and Investigation

Hydro Tasmania requires that all incidents, including near misses, are at least verbally reported to the HT job manager as soon as possible following the incident, with a written report to follow within 24 hours.  Any injury requiring off site treatment, or incident that had the potential to cause serious harm, is to be reported immediately.

It is important that the content of any incident report meet Hydro Tasmania’s minimum requirements and Hydro Tasmania’s reporting forms will be made available.

Any incident which causes or Hydro Tasmania considers had the potential to cause significant injury will be investigated by Hydro Tasmania in conjunction with the contractor using an Underlying Cause Analysis (UCA) process or a Systematic Cause and Analysis Technique (SCAT).  

16.0 Emergency response (SWP Section 5.1)

Crisis and emergency situations are not the same. An emergency is any unplanned or abnormal event in a specific location which demands immediate attention, usually by team members on the spot with or without the direction of line managers. Most emergencies do not result in a crisis. 

A crisis is an event that threatens to harm Hydro Tasmania’s reputation, brand, value creating activities, the interests of its key stakeholders or the general public. It may occur suddenly, with a short decision-making time - for example a major operational failure. Or it may develop more slowly – for example a drought with low inflows to storages.

Crises may involve all or a substantial part of Hydro Tasmania and have major actual or potential long-term consequences. 

Crisis situations require a strategic response. In a crisis, normal issues management procedures are unlikely to be timely or appropriate.

As an example, a mechanical failure spilling 100 litres of oil into a river would be an emergency situation requiring an immediate response. If this occurred upstream of a water supply for a large town or if the downstream area was a habitat for an endangered species, then it would probably escalate to a crisis very quickly.

17.0 Personal protective equipment (SWP Section 10.2)
General 

Mandatory PPE requirements for Hydro Tasmania work sites and sign posted areas (excluding office environments) are:

· hard hat

· safety glasses

· high visibility clothing

· safety footwear

· hearing protection and gloves.

PPE provides essential protection against injury and illness and as such it shall be kept in a clean and reliable condition, free of defects or damage, and be capable of providing the necessary protection. Any PPE that is degraded, damaged, worn out or otherwise in disrepair shall be discarded and replaced.

· Loose jewellery is an entanglement hazard and shall be contained or removed.

· Long hair including beards shall be safely contained.

· Long sleeved shirts and pants shall be worn on work sites.

· Clothing shall be properly fitted and fastened at all times to prevent entanglement.

Note: The minimum equipment listed may not always be adequate for the job and additional PPE should be used based upon job specific risk and as posted in the workplace
18.0 Alcohol and other drugs (SWP Section 9.1)

It is important to ensure that our business is not compromised by the actions of any individuals who are not fit for work having consumed alcohol or drugs.

Hydro Tasmania is committed to providing education on alcohol and drugs for all employees and provides assistance to any employees impacted by alcohol or drug problems through the employee assistance program (EAP).

All employees and contractors shall:

· have zero blood alcohol content (BAC) in the workplace which includes offices, workshops, power stations, construction sites and Hydro Tasmania vehicles

· not be affected by the consumption of illicit drugs in a Hydro Tasmania workplace

· notify their line manager and colleagues of any prescription or general medication that could affect the ability to drive, operate machinery or complete tasks safely. 

This means you could be affected by either taking or not taking your medication as prescribed. Do not drive or operate machinery if affected.

Alcohol and drug testing is conducted in the following circumstances:

· mandatory following a serious incident or near miss

· voluntarily self testing your blood alcohol content

· ‘causal testing’ may be requested by a colleague or manager if there is reasonable suspicion that the zero BAC or drugs requirement has been breached.

Mandatory testing before starting work each day or random testing may be introduced on projects and major outages at the discretion of Hydro Tasmania

Causal and post incident testing is carried out by an accredited third party. This testing regime applies to Hydro Tasmania employees and contractors alike.  It is a requirement that contractors and their employees consent to the testing at the time of the contract being awarded.

19.0 Working alone/remotely (SWP Section 10.9)

A remote area, both in Australia and overseas, is ‘an area that is remote from others or isolated from the assistance of others because of the time, location or nature of the work’. Any situation with an emergency response time greater than 30 minutes should be considered remote.

· Lodge a field schedule with your designated contact - refer to remote areas and working alone procedure

· Carry a trunk mobile radio or satellite phone with you.

· Call in to the duty officer or tracking service (Dynamiq, Connextions) following the check-in procedure in your JHA

· Carry a personal first aid kit with essential items and medications for the work you will be undertaking, and to treat any known allergies

· Carry an emergency position indicating radio beacon (EPIRB) or a geographic information system (GIS) tracking device if required in your JHA


Remote area check-in procedure

· Minimum check-in requirements are:

· Single site - morning and evening

· Multiple sites – morning and midday

· Multiple sites, single person – on arrival to and departure from each site or work area

· Your last check-in shall be on your return to a non-remote area

· If you do not check in:

· your designated contact or line manager will try to contact you

· If you cannot be contacted your designated contact or line manager will contact any other person with possible information on your location (e.g. other work parties in the area, scheduled accommodation or any family in the area)

· If you still cannot be located management will be informed that you are missing

· If contact has not been made by 9pm your line manager will:

· Notify your nominated next of kin that you are missing

· Notify the police that you are missing

20.0 Tag Boards and Sign-in Books

It is a condition of entry that everyone present at a Hydro Tasmania work site must register their attendance.  Power stations, field offices and other work sites have tag boards or sign in books that require persons to sign in or place a picture ID tag.  Note that underground power stations require 2 ID tags to allow a tag to be placed at both the above ground entrance as well as within the station.

Where a contractor controls access to an Hydro Tasmania site, a tag board and/or sign in book process is to be established and maintained.

21.0 Qualifications

Contractors must ensure that relevant personnel hold and maintain for the period of the works the required qualifications, licenses and/or certificates of competency and that evidence is presented as part of the pre-start activities and/or periodic audits.
22.0 Plant and Equipment

Any plant and equipment requiring registration under the Health and Safety act e.g. cranes, must have current certification - proof of which is to be provided as part of pre-start activities.

All equipment to be used on the works must be maintained and inspected in accordance with relevant Health and Safety legislation and relevant codes of practice.  Examples of this include lifting equipment, electrical leads, safety harnesses.  Evidence of such may be inspected as part of pre-start activities.

23.0 Working at Heights

Falling from a height often results in injury, which may permanently incapacitate a person or result in death.  If the task involves working at height, then the JHA must address controls to ensure people are protected from falling.  If the potential fall height is greater than 2m the Building and Construction Industry’s ‘Working at Heights in Commercial Construction’ Code of Practice must be complied with as a minimum.
24.0 Driving

Hydro Tasmania consider driving a major risk to both our own and Contractor personnel.  It is imperative that personnel drive to the conditions, strictly adhere to speed limits and take immediate action if fatigue may impair attention or response.

Hydro Tasmania expect that this risk is a constant topic of discussion for Contractors working on our sites and that all Contractors exhibit a culture which takes this risk very seriously, with appropriate action taken in response to any inappropriate behaviour.

25.0 Performance appraisal 

At the conclusion of the works, the HT job manager will complete a review of contractor performance.  

Positive feedback in terms of behaviours, commitment to process and safety performance record will be considered favourably when considering suitability for ongoing work.  Clearly, negative feedback will impact on Hydro Tasmania’s willingness to engage a Contractor again and ultimately result in removal from our register of approved Contractors. 

Similarly Contractors will be asked to provide feedback on Hydro Tasmania’s management of the contract, identifying any opportunities for improvement.
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