WHS Manual

[Museum Name]
Work Health and Safety (WHS) 
Manual


Disclaimer
This information is for guidance only and is not to be taken as an expression of the law. It should be read in conjunction with the relevant legislation. For more information, contact your work health and safety regulatory authority.

Publication details
Published by Queensland Museum

Contact us
Queensland Museum welcomes inquiries regarding the use of this document. 
Email health.safety@qm.qld.gov.au



Using this template
This template is intended to be a comprehensive manual for managing WHS in community museums. Community museums may operate with a relatively small team of paid staff with multiple responsibilities, or they may be volunteer-run organisations where volunteers perform all responsibilities, governed by an elected committee. A volunteer association that has no paid employees is not subject to legislated work health and requirements; however, fire safety, anti-discrimination and child safety legislative requirements remain, along with community expectations to keep people safe. Throughout this document, ‘worker’ applies to both paid employees and unpaid volunteers and includes everyone who works for the museum. 

This manual comprises 3 sections: 
· an organisational commitment with a WHS policy statement 
· procedures for systematically managing WHS 
· procedures for addressing key hazards and risks.

Each procedural element includes a summary of responsibilities and procedures, followed by any key definitions (shaded green), a case study or report (shaded yellow), and any recordkeeping responsibilities, with references to supporting documents and legislative requirements (shaded grey). 

Users should consult with staff to review and authorise the WHS policy (Section 1); adjust the WHS systems as needed (Section 2); and delete any procedures in the hazard or risk section (Section 3) that do not apply to your organisation. 
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[bookmark: _Toc180077828]

[bookmark: _Toc192770590]Section 1: Commitment to Work Health and Safety 
[bookmark: _Toc180077829][bookmark: _Toc192770591]Purpose and scope
The purpose of the [Museum Name] Work Health and Safety Manual is to establish and maintain an effective work health and safety (WHS) management system for [Museum Name]. [Museum Name] is committed to implementing a structured approach to WHS to protect people from harm, comply with legislation, and consistently achieve a high standard of health and safety performance.

This manual will assist [Museum Name] in meeting its WHS obligations. It applies to all officers, workers and others affected by the work carried out by [Museum Name]. Failure to comply with the requirements of this manual may lead to disciplinary action.

[bookmark: _Toc180077830][bookmark: _Toc192770592]WHS policy
[bookmark: _Toc180077831]Statement of commitment
[Museum Name] is committed to providing a safe workplace and environment where all activities are carried out safely and without harm. We will take all reasonable and practical measures to eliminate or minimise risks to the health, safety and welfare of workers, contractors, visitors and others who may be affected by our operations.

We are committed to ensuring we comply with the Work Health and Safety Act 2011 and other relevant legislation, as well as applicable codes of practice to the extent possible. This manual outlines the safety arrangements and principles to ensure compliance with the Work Health and Safety Act 2011, providing mechanisms for WHS consultation and risk management.
[bookmark: _Toc180077832]Implementation of policy commitment
[Museum Name] is committed to ensuring, so far as is reasonable and practical, the health and safety of its workers (employees, honoraries, contractors, labour hire workers, students and volunteers) while they are at work, and that visitors and others are not put at risk by our operations. This will be achieved by:
· providing and maintaining a healthy and safe work environment through safe work practices, safe systems of work, and safe plant and equipment (including machinery, tools and furniture)
· ensuring workplaces under the control of [Museum Name] are safe, without risk to health, and have safe means of access and egress
· routinely consulting with stakeholders to maintain effective and cooperative relationships in relation to health and safety issues
· reviewing the effectiveness of the health and safety measures.

We will provide relevant, up-to-date WHS information, specialist assistance, instruction and training in safe work practices, and effective strategies for hazard identification and risk control. WHS monitoring and reporting processes will be maintained to ensure ongoing compliance.

	Name:
	Role:
	Signature:
	Date:


[bookmark: _Toc180077836][bookmark: _Toc192770593]Section 2: Management systems 
[bookmark: _Toc180077851][bookmark: _Toc192770594][bookmark: _Toc180077837]Legislation
Legislation relevant to WHS:
· Fair Work Act 2009
· Work Health and Safety Act 2011 
· Work Health and Safety Regulation 2011
· Electrical Safety Act 2002 (Qld)
· Electrical Safety Regulation 2013 (Qld)
· Fire and Emergency Services Act 1990 (Qld)
· Building Fire Safety Regulation 2008 (Qld)
· Anti-Discrimination Act 1991 (Qld)
· Child Safe Organisations Act 2024 (Qld)
· approved Work Health and Safety codes of practice. 

Additional information on these sources may be found at your local WHS regulatory authority.
Enforcement activities
The following people must be permitted to enter a workplace to enforce WHS requirements:
· Workplace Health and Safety Queensland (WHSQ) inspectors (Work Health and Safety Act 2011 or Electrical Safety Act 2002) 
· WHS entry permit holders (Fair Work Act 2009) 
· authorised fire officers (Fire and Emergency Services Act 1990) 
· authorised child safety officer (Child Safe Organisations Act 2024).

Identification issued by the relevant regulatory body must be available for inspection. A WHSQ inspector or authorised officer is not required to give prior notice. A permit holder is not required to give prior notice if there is a suspected workplace WHS contravention. However, in other circumstances, a permit holder must provide at least 24 hours’ notice (and no more than 14 days) to [Museum Name] before entering a workplace to consult on WHS matters or provide advice to relevant workers. 

[Museum Name] must not, without reasonable excuse, refuse or unduly delay access to the workplace by a WHSQ inspector, WHS entry permit holder or authorised fire officer, nor obstruct them in the exercise of their duties.



[bookmark: _Toc192770595]WHS responsibilities of [Museum Name]
As the duty holder, [Museum Name] must:
· ensure the health and safety of workers and others at work
· ensure others’ health and safety is not put at risk from the work or its operations
· provide and maintain a work environment that is without risk to health and safety
· provide and maintain safe plant and structures
· provide and maintain safe systems of work
· ensure the safe use, handling and storage of plant, structures and substances provided for work
· provide adequate facilities for the welfare of workers
· provide information, training, instruction and supervision for WHS
· monitor WHS of workers and the conditions of the workplace
· record and notify the WHS regulator of any notifiable incidents
· ensure workers have licences to perform any high-risk work that may be conducted
· consult with other organisations that may affect our WHS or be affected by our WHS
· consult with workers, their representatives, Health and Safety Representatives (HSRs) on WHS matters.
[bookmark: _Toc180077838]Officers of [Museum Name]
Officers (the president, secretary, treasurer or a member of the management committee for an incorporated association) at [Museum Name] are responsible for exercising due diligence to ensure that [Museum Name] complies with the Work Health and Safety Act 2011. 

Officers will:
· stay up to date in their knowledge of WHS
· understand [Museum Name]’s operations and the associated hazards and risks
· ensure appropriate resources and processes are available to identify hazards and eliminate or minimise risks
· ensure information regarding incidents, hazards and risks is received, considered and responded to in a timely manner
· ensure [Museum Name] has and implements processes for complying with WHS duties and requirements
· establish mechanisms to verify the effectiveness of WHS resources and processes.

Examples of these responsibilities include: 
· having WHS as a standing agenda item for each committee meeting 
· integrating WHS requirements into everyday business through consultation with team leaders and workers 
· developing and regularly reviewing a WHS management system 
· ensuring that WHS risk management is incorporated into all business activities, and that identifying hazards and assessing and controlling risks is an ongoing process.
President / committee member / manager
The president / committee member / manager are responsible for providing a workplace that is, as far as is reasonable and practical, safe and healthy for workers and visitors, particularly in areas under their control. This includes:
· modelling leadership in health and safety
· demonstrating a commitment to good health and safety performance by
· talking about safety at regular meetings
· ensuring safe work procedures are followed
· reporting incidents, hazards, and safety concerns promptly
· assessing task risks and halting activities until they can be controlled adequately
· fostering a strong work health and safety culture where worker input is valued
· actively supporting the identification and management of hazards and risks
· understanding and monitoring safety performance objectives
· proactively managing other duty holders (e.g. contractors) when required
· promoting and implementing the [Museum Name] WHS management system, which includes: 
· developing and maintaining a WHS risk register
· ensuring effective injury and incident reporting processes are in place
· having processes for WHS issues related to contractors
· considering WHS requirements when procuring equipment and services
· ensuring workplace hazard inspections occur regularly
· making WHS a standing agenda item at all staff meetings
· incorporating WHS updates and information into regular reporting 
· addressing WHS issues in all worker training
· providing relevant WHS information to contractors and visitors upon site entry
· ensuring the work environment remains safe and free from health risks.
Team leaders
Team leaders are responsible for ensuring that [Museum Name] WHS procedures are implemented in the workplace and systems of work under their control. As part of their normal duties, team leaders will: 
· consult with workers on measures to protect WHS
· follow agreed safety practices and model positive attitudes towards WHS matters
· arrange for their workers to be instructed in safe systems of work and procedures and supervise the application of those practices
· notify the president / committee member / manager of incidents, hazardous situations, dangerous occurrences or immediate risks to workers’ health and safety
· ensure that all workers are informed of this policy
· consult with all committee members and workers regarding changes that may affect health and safety
· ensure that WHS is a standing agenda item at all staff meetings
· communicate WHS matters to the president / committee member / manager.
[bookmark: _Toc180077841]Workers
Workers, including volunteers, must take reasonable care for their own health and safety while at work and ensure that their actions or omissions do not adversely affect the health and safety of others. Workers must comply, so far as they are reasonably able, with reasonable instructions given by [Museum Name] for WHS. This includes: 
· taking reasonable care to work safely within their control or influence over conditions and methods
· ensuring their work area is safe when leaving it
· properly using all safeguards, safety devices and personal protective equipment
· following [Museum Name] safe working practices, WHS rules and instructions
· reporting all known hazards and incidents as soon as possible. 

Workers may cease or refuse to carry out work if they reasonably believe it exposes them to serious risks to their health or safety. The Work Health and Safety Act 2011 requires workers to:
· notify the relevant supervisor as soon as practicable if they cease unsafe work
· remain available for ‘suitable alternative work’, unless the location poses a serious risk to health or safety.

If workers believe that other workers or contractors are engaging in unsafe practices, they must report this to their team leader, president / committee member / manager and attempt to address any activities that present an immediate risk of serious harm.
[bookmark: _Toc180077842]Contractors 
Contractors, subcontractors and self-employed persons are defined as ‘workers’ under the Work Health and Safety Act 2011 when they carry out work in any capacity for [Museum Name]. Contractors are required to: 
· have appropriate WHS policies and programs as required under legislation
· consult with [Museum Name] about WHS matters and comply with [Museum Name] WHS requirements
· work safely and incorporate [Museum Name] worker and visitor safety in their plans. 
[bookmark: _Toc180077843]Visitors 
Visitors and other persons at [Museum Name] also have responsibilities under the Work Health and Safety Act 2011. These responsibilities include: 
· taking reasonable care for the health and safety of themselves and others
· complying with safety directions provided by [Museum Name] workers
· reporting all safety-related incidents to [Museum Name] workers
· adequately supervising any accompanying children
· avoiding restricted areas without proper authorisation or escort
· not bringing or consuming alcohol or illegal drugs on the premises 
· not wilfully or recklessly interfering with [Museum Name] property.

[bookmark: _Toc180077834]Definitions 
Officer: A person is considered an officer if they make, or participate in making, decisions that affect the whole, or a substantial part, of the organisation, or if they have the capacity to significantly affect the organisation’s financial standing. For an incorporated association, a person is considered an officer if they hold the position of president, secretary, treasurer; or are a member of the management committee; or are the manager appointed by the management committee for the association.
[bookmark: _Toc180077835]Worker: A person carrying out work in any capacity for the organisation, including paid employees, unpaid volunteers, contractors, subcontractors, labour hire employees and work experience students.

Case study
In December 2021, an apprentice was killed after a manager instructed them to perform work under a suspended load, contrary to the equipment’s operating manual. The magistrate accepted the prosecution’s submission that the manager had failed in their responsibility as a worker, supervisor and manager.
Read the full case study
[bookmark: _Toc180077844]

[bookmark: _Toc192770596]Consultation and communication 
Open communication between workers, volunteers and team leaders is important to ensuring WHS, and everyone at the workplace is encouraged to: 
· ask WHS-related questions
· raise safety concerns
· provide recommendations regarding WHS
· give regular feedback
· participate in the evaluation of WHS issues
· contribute to the process of WHS-related problem-solving. 

Worker involvement is particularly important when:
· identifying hazards and assessing risks
· making decisions to eliminate or minimise hazards or risks
· proposing business changes that may affect health and safety
· purchasing new equipment or substances
· developing or revising job tasks or safety procedures.

All workers belong to a work group and are encouraged to discuss any WHS concerns with their team leader or Health and Safety Representative. If issues remain unresolved, they should be escalated to the president / committee member / manager.
[bookmark: _Toc180077845]Health and Safety Representatives (HSRs) 
HSRs, elected by their work groups, represent their group’s interests in WHS matters. To exercise their powers, HSRs must complete approved training. Their responsibilities include: 
· regularly consulting with workers 
· inspecting work areas as required
· participating in accident and incident investigations as required 
· contributing to discussions about changes that may impact worker health and safety 
· providing advice to team leaders on the welfare of workers in their work group. 

HSRs cannot exercise powers under the Work Health and Safety Act 2011 without training. They are not liable for acts or omissions carried out and are not entitled to personal or medical information about workers without consent, except where the information is general and non-identifiable.
[bookmark: _Toc180077846]Health and Safety Committees 
Health and Safety Committees provide a forum for constructive discussion about measures to ensure health and safety in the workplace. Each meeting must have more workers than managers in attendance and must include the elected HSRs. The committee’s role is to: 
· facilitate cooperation between the organisation and workers to develop and implement WHS policies and procedures 
· assist with developing standards, rules and procedures related to WHS 
· consult with workers regarding their WHS concerns 
· discuss WHS concerns with management, including the impact of organisational changes 
· oversee regular workplace inspections. 

At [Museum Name], the Health and Safety Committee will meet quarterly. Minutes of the meetings will be made available for all workers to review. 

[bookmark: _Toc180077850]Resolving WHS issues 
Where possible, WHS concerns should be resolved through consultation between workers, their HSRs, and/or their team leader. If the issue remains unresolved, a number of avenues are available to workers, whether staff or volunteers:
· refer the concern to the president / committee member / manager
· if the issue still remains unresolved, organisations must follow the default procedure for issue resolution, as outlined in the WHS regulations
· if all reasonable efforts fail to resolve the issue, any party may request that the WHS regulator appoint an inspector to assist.
Displaying WHS documentation 
The following documents must be visibly displayed in the workplace:
· emergency contacts page [Form 1] 
· emergency evacuation plan
· WHS policy [Section 1 part 2 of this manual] 
· names and contact details of Health and Safety Representatives 
· details about how to report an incident
· information regarding Workers Compensation.

Definitions
Health and Safety Representative (HSR): A worker elected by members of their work group to represent them in health and safety matters.

Case study
A not-for-profit charity was fined $300,000 after a young patron died while using exercise equipment. Staff were unaware that the young patron required adult supervision. The magistrate noted that, although the charity had a relevant policy, its training and communication were deficient, and compliance measures were insufficient.
Read the full case study

Recordkeeping
Records must be maintained for WHS committee meetings and any consultations undertaken to develop and review WHS systems and processes.

References
Work health and safety consultation, cooperation and coordination Code of Practice 2021 (WorkSafe Qld)

[bookmark: _Toc180077852]

[bookmark: _Toc192770597]Emergency procedures 
Emergency evacuation
The building occupant must provide a yearly occupier’s statement to the Commissioner of the Queensland Fire Department. A Fire Safety Adviser must be appointed if the building is an office, shop, storage facility, display area, laboratory, factory or assembly building (e.g. a hall) where 30 or more workers are normally employed. 

An emergency evacuation plan and list of emergency contacts are displayed in the following locations: 
· office/reception 
· common areas 
· workshops 
· sheds 
· male and female toilets.

The Emergency Contacts List is in Form 1. All fire emergency equipment, such as alarms, detectors and fire extinguishers, must be tested by an approved provider every 12 months.

The Chief Warden (the most senior person on site) is responsible for leading the emergency response. Chief Warden duties include:
· making decisions during an emergency based on available information
· ensuring emergency procedures are followed
· confirming that emergency services have been contacted 
· communicating effectively with wardens and emergency services personnel.

Wardens are responsible for supporting the Chief Warden during an emergency. Warden duties include:
· following the Chief Warden’s instructions and providing updates to other staff
· physically inspecting their designated areas to ensure people are safe or evacuated
· [bookmark: _Toc180077853]reporting as tasks are completed and reporting any issues to the Chief Warden.
First aid 
[Museum Name] implements first aid procedures in line with the First aid in the workplace Code of Practice 2021. First aid kits are available at the workplace and in [Museum Name] vehicles. The Emergency Contacts List [Form 1] details appointed First Aid Officers (FAOs) and the location of first aid kits. 

[Museum Name] will appoint a trained FAO for every 10 workers at the workplace. The minimum required training is a Senior First Aid Certificate (or equivalent), with refresher training completed every 3 years.

First Aid Officers: 
· provide first aid within their level of training 
· ensure first aid is not administered beyond their competency level
· maintain records of all first aid treatment provided, which must be regularly reported to the president / committee member / manager to support the review of first aid arrangements 
· maintain the contents of all first aid kits
· display their contact details on workplace noticeboards.

The president / committee member / manager must:
· appoint and ensure appropriate training for the FAO
· maintain a copy of the FAO’s qualifications 
· provide a first aid kit and ensure this is maintained by the FAO 
· inform workers of the FAO’s name and the location of the first aid kit 
· ensure the location of the first aid kit is clearly signed
· refer to the First aid in the workplace Code of Practice 2021 available on the WHS regulator’s website.

Definitions 
First aid: Immediate treatment or care given to a person suffering from an injury or illness until more advanced care is provided, or the person recovers. 
First Aid Officer (FAO): A person who has successfully completed a nationally accredited training course or an equivalent level of training that qualifies them to administer first aid.

Case study
Fire and explosion injuries are often associated with the use of welding equipment or grinders that produce sparks and hot surfaces, igniting fumes and flammable material. However, fires can also result from battery malfunctions or electrical faults. Emergency procedures must be in place, including first aid for injured workers and emergency evacuation procedures to remove people from danger. These procedures must be supported by readily accessible and well-maintained equipment and regular practice drills.
Read the full case study

Recordkeeping
Keep an up-to-date list of all appointed and trained FAOs. First aid training records must be retained for 30 years. Records of first aid provided must be documented in incident reports, which are also retained for 30 years [refer to Form 1].

The following Queensland Fire Department templates should be maintained for compliance:
· occupier statement
· fire safety installation checklist
· fire and evacuation plan for high-occupancy buildings
· evacuation instruction record
· evacuation practice record
· fire and evacuation sign and diagram (landscape).

References
First aid in the workplace Code of Practice 2021 (WorkSafe Qld)
Building Fire Safety Guidelines
Building Fire Safety Regulations 2008 

[bookmark: _Toc180077854]

[bookmark: _Toc192770598]Hazard and incident reporting 
All workers, including volunteers and contractors, must complete an incident form if they identify a hazard or if an incident occurs. They should: 
· advise the president / committee member / manager of the incident or hazard
· complete a Hazard and Incident Report Form [Form 2], for recording purposes
· provide detailed information about the incident, even if no injury occurred (e.g in the case of a near miss)
· ensuring that hard copy forms are signed by the relevant parties

The president / committee member / manager must record all injuries on the Hazard and Incident Register [Register 2]. Internal reporting of any hazard or incident must be distinct from the reporting of notifiable incidents to the WHS regulator (WorkSafe Qld). 
[bookmark: _Toc180077855]Reporting notifiable incidents 
NOTE: Notifiable incidents must be reported immediately, followed by written submission of a Notifiable Incident Report Form within 48 hours. 
If a serious incident occurs, it must be reported to the president / committee member / manager immediately. The president / committee member / manager is responsible for notifying the WHS regulator (WorkSafe Qld) by the fastest possible means after becoming aware of the incident. 
Responsibilities
The president / committee member / manager will:
· ensure that a hazard or incident form has been completed 
· review the incident with the worker to determine actions required to eliminate or minimise the risk of recurrence 
· complete the incident in the incident register 
· notify the WHS regulatory authority immediately if the incident results in a death, serious injury or illness, or a dangerous incident.

Definitions 
Hazard: Anything that can cause harm.
Incident: An unplanned situation or event that results in injury, illness, damage or other loss.
Near miss / near hit: An incident that had the potential to cause injury, illness or damage, but did not. 
Notifiable incidents include:
· the death of a person
· a serious injury or illness (requiring immediate treatment as an in-patient in a hospital; immediate treatment for specific serious injuries; or medical treatment within 48 hours of exposure to a substance)
· a dangerous incident (any situation at a workplace that exposes people to serious risks, such as uncontrolled escape, spillage or leakage of a substance; an uncontrolled implosion, explosion or fire; or uncontrolled escape of gas or steam). 

Case study 
In August 2024, a business was fined for failing to notify the WHS regulator (WorkSafe Qld) after a visitor fell through an unprotected gap in a walkway and was knocked unconscious. The injured person reported the incident to the regulator 10 days later, as the business had not fulfilled its notification obligation.
Read the full case study

Recordkeeping
Records of all incidents and injuries must be maintained, including any notifications to the WHS regulator (WorkSafe Qld). Additionally, records must document the actions taken to eliminate or minimise the risk or a recurrence. The Hazard and Incident Report form is provided in Form 2, and the Hazard and Incident Register is provided in Register 2.

References
Work Health and Safety Act 2011 (Qld) Section 38.1 Duty to notify of notifiable incidents (maximum penalty — 100 penalty units)
[bookmark: _Toc180077856]

[bookmark: _Toc192770599]WHS training and induction 
[bookmark: _Toc180077857]Training 
[Museum Name] provides workers with the necessary training to ensure they have the skills and knowledge required to fulfil their WHS obligations. WHS training plays a key role in achieving a safe workplace. Training needs for [Museum Name] will be determined through consultation with workers, and by reviewing the WHS risk register. 

There are 3 categories of WHS training: 
· Generic training covers common skills and knowledge, such as induction, WHS risk management and evacuation procedures 
· Risk-specific training is required for activities with specific health and safety risks or verification requirements, such as first aid, hazardous substances handling, manual handling, confined spaces, and working from heights 
· Task-specific training focuses on skills and licensing requirements for tasks involving specific hazards, including licences for high-risk work. 
[bookmark: _Toc180077858]Analysing training needs and assessing competency
The president / committee member / manager is responsible for analysing training needs and ensuring that workers undertake appropriate WHS training. 

Workers must demonstrate competency to perform tasks safely. For tasks with a high potential for injury, a documented competency assessment is required. These assessments must be signed and dated by the assessor and the worker being assessed and contain the following elements: 
· a description of the task or equipment
· details of relevant licences or qualifications
· a checklist of essential competencies demonstrated
· comments or confirmation that the competency was met.
[Museum Name] develops and maintains a set of competencies for all safety sensitive work tasks to ensure a consistent and effective approach to worker safety.
WHS induction
All new paid workers and unpaid volunteers receive WHS information as part of their induction into [Museum Name]. A thorough WHS induction ensures that new staff feel welcome, helps them integrate into the organisation, and prepares them to work safely. The WHS Induction Checklist for Employees and Volunteers [Form 5] is used in conjunction with the general induction program to ensure that workers understand the WHS systems, policies and procedures in place within [Museum Name].
Responsibilities
The team leader, president / committee member / manager must ensure a WHS induction is provided on the worker’s first day. If unavailable, this person must arrange a replacement to conduct the induction. 

Key responsibilities include: 
· using the WHS Induction Checklists [Form 5] to cover all necessary all WHS topics 
· signing the completed checklist alongside the worker 
· filing the checklist on the worker’s file
· providing access to this WHS manual. 
A new president / committee member / manager will be inducted by the outgoing president / committee member / manager.
[bookmark: _Toc180077859]WHS induction for contractors and visitors 
Contractors and visitors must receive a safety briefing prior to entering [Museum Name] premises. They are required to:
· sign in upon arrival
· review the [Museum Name] WHS Induction for Contractors and Visitors [Form 6]
· sign an acknowledgement confirming they have read and understood the information.
[bookmark: _Toc180077860] Detailed WHS induction for contractors 
The level of induction for contractors (e.g. trade persons) will depend on the nature and duration of their work. At a minimum, contractors must be informed about emergency procedures and location of facilities [refer to Form 6]. 

Case study
In September 2023, a worker was fined $3,500 for performing high-risk work without the appropriate high-risk work licence. The worker fraudulently presented an altered licence, misleading the employer, who employed him for 5 months. When asked to produce his training records related to his forklift licence, the worker disappeared and was not seen again.
Read the full case study

Recordkeeping
All WHS training provided to workers and contractors must be recorded in the WHS Training Registers [Register 6]. Inductions, training sessions and competency assessments must be maintained in accordance with organisational requirements. The broader staff development and training register details all professional development and training undertaken by [Museum Name] workers. Keep records of inductions, training delivery and assessment of competence.
 
[bookmark: _Toc180077861]

[bookmark: _Toc192770600]Risk management and the risk register 
WHS risk management
As required by the Work Health and Safety Act 2011, [Museum Name] employs a risk management approach to underpin its WHS management system. This involves engaging team leaders and workers in the following:
· identifying hazards
· assessing and prioritising risks
· implementing appropriate control measures
· reviewing the effectiveness of control measures.

Workers are expected to actively assist in managing risks associated with their work environment. Key strategies include: 
· conducting regular hazard inspections across [Museum Name] premises
· maintaining a comprehensive risk register, detailing all WHS risks associated with the operation and activities of [Museum Name]
· documenting WHS policies and procedures (as detailed in this manual)
· performing risk assessments for new equipment or changes in work processes
· following established reporting and investigation procedures for hazards, and incidents
· conducting WHS job safety analysis for specific high-risk activities such as confined space entry or working at heights.

Conduct a WHS risk management process for all activities with the potential for harm: 
· before commencing new activities 
· prior to introducing new equipment, procedures, or processes 
· when existing equipment, procedures or processes are modified. 
WHS risk assessment 
The purpose of WHS risk assessment is to ensure tasks are planned, risks are identified, and appropriate control measures are implemented to protect workers, contractors and visitors.
 
[bookmark: _Toc180077862]Step 1: Identify the hazard 
Hazard identification involves examining a work area or task to pinpoint all situations and events that could lead to harm. This process considers risks inherent to specific jobs or activities. Examples of such tasks include operating tools, handling hazardous chemicals, interacting with others, and lifting or moving items.

[bookmark: _Toc180077863]Step 2: Assess the risk 
Risk assessment determines its significance of a hazard by evaluating:
· consequences: will it cause a serious injury, illness or death, or result in minor harm?
· likelihood: is the event very likely, unlikely, or somewhere in between? 

Factors to consider include: 
· frequency of the task undertaken
· proximity of people near the hazard
· number of individuals exposed to the hazard at a particular time
· past incidents or near misses.

When a hazard is identified by a team leader, worker, contractor or visitor, [Museum Name] requires the hazard to be eliminated or minimised in consultation with relevant stakeholders. 

Use the tables below to determine the significance of the risk. To determine the risk rating, locate the consequence of the hazard in the first column of the risk matrix, and follow the row along to its likelihood. The intersection of the consequence and likelihood of an event gives you its overall risk rating.

	Consequences
	Likelihood

	Severe
	Loss of life
	Almost certain
	Event is expected

	Major
	Serious injury; work-caused illness; hospital treatment; lost-time injury
	Likely
	Event will probably occur

	Moderate
	Medical treatment or injury/illness resulting in restricted work
	Possible
	Event might occur

	Minor
	First aid treatment or diagnostic tests; affects operational processes
	Unlikely
	Event could occur but is improbable

	Insignificant
	Localised first aid requirement
	Rare
	Event may occur in exceptional circumstances



	Risk matrix
	Almost certain
	Likely
	Possible
	Unlikely
	Rare

	Severe
	Extreme
	Extreme
	High
	High
	Medium

	Major
	Extreme
	Extreme
	High
	Medium
	Medium

	Moderate
	High
	High
	Medium
	Medium
	Low

	Minor
	Medium
	Medium
	Medium
	Low
	Low

	Insignificant
	Medium
	Low
	Low
	Low
	Low



[bookmark: _Toc180077864]Step 3: Risk acceptability 
The initial risk rating is used to determine whether a risk is acceptable or requires further action. For risks rated as unacceptable, additional steps must be taken to reduce the risk to a tolerable level.

	Risk rating
	Risk acceptability
	Response

	Extreme
	Unacceptable
	Activity must not proceed while any risks are rated extreme. Advise the president / committee member / manager immediately and identify ways of reducing risk level.

	High
	Unacceptable
	Activity should not proceed until risk rating reduced. Identify additional controls to process to reduce risk level.

	Medium
	Risk eventuation is tolerable under controlled circumstances
	Risk must be reported to the team leader. A risk treatment plan must be in place before the activity begins.

	Low
	Acceptable
	Monitor the risk for changed conditions. No further action required at this stage.



[bookmark: _Toc180077865]Step 4: Control the hazards 
The aim of hazard control is to implement reliable measures that create a safe workplace, rather than relying solely on people’s behaviour or personal protective equipment (PPE). Often, a combination of control strategies is the most effective solution. The ‘hierarchy of controls’ approach below prioritises hazard control methods based on their reliability and effectiveness.

	[bookmark: _Toc180077866]Hierarchy of controls
	Explanation
	Example: An item needs to have holes in it.

	Elimination
	Remove the hazard completely

	Purchase a product with prefabricated holes

	Substitution
	Replace the hazard with something less hazardous

	Replace the use of a noisy drill with a less noisy hydraulic punch

	Isolation
	Keep people away from the hazard

	Install a barrier that prevents noise transmission to workers

	Engineering
	Reduce the impact of the hazard with an engineering solution

	Install noise-absorbing baffles on the ceiling and walls to reduce noise reverberation

	Administrative
	Change the work schedule; use job rotation; provide training

	Roster workers into less noisy tasks; adjust work schedule to minimise duration of exposure; provide noise awareness training

	Personal Protective Equipment
	Issue protective equipment to workers, ensuring correct fit; support with a system and schedule for replacing and cleaning worn PPE

	Provide hearing protection to people using powered tools; support with a system, schedule and processes for replacing and cleaning worn PPE; provide ongoing training in the use of the PPE



Step 5: Review the process 
Regularly reviewing control measures is critical to ensuring their effectiveness. Risk assessments must be reviewed at least every 5 years, or sooner if:
· an incident occurs involving the task or hazard
· a change is made to processes, equipment or personnel
· new hazards are identified or existing hazards change.
[bookmark: _Toc180077867]The WHS risk register 
The WHS risk register is a centralised document that records and monitors [Museum Name]’s key risks. It is maintained by the president / committee member / manager and updated whenever new hazards or controls are identified. 

The president / committee member / manager is responsible for:
· ensuring effective control measures are implemented
· reviewing and updating the risk register (regularly and following an incident)
· notifying stakeholders when updates are made.

Definitions 
WHS risk: The probability that someone may become injured or ill due to a workplace hazard. The significance of the risk is determined by assessing the likelihood of it occurring and the consequences if it does. 
WHS risk control: Actions taken to eliminate or reduce the likelihood of injury, illness, or damage to property and the environment due to a hazard.
WHS risk management: A systematic process of identifying hazards, assessing risks and implementing controls to provide a safe environment for workers, visitors and contractors.

Case study
In October 2023, a university was fined $45,000 after a chemical reaction within a fume cupboard caused an explosion. The blast destroyed the fume cupboard and heating equipment within, and propelled shrapnel around the laboratory, embedding metal pieces in a wall and the ceiling. Although no one was injured, the investigation revealed that while the university had implemented a risk assessment process, it failed to include critical controls, such as a blast shield that was compatible with the fume cupboard, as outlined in the university’s WHS management system.
Read the full case study

Recordkeeping
The documentation required for a WHS risk assessment will depend on the operation or activity being assessed. The WHS Risk Assessment Form [Form 4] must be used to document risk assessment of the various activities. Risk assessment outcomes must be reviewed annually, or sooner if a task or activity is the subject of a WHS incident or a change in process or requirements. 

References
How to manage work health and safety risks Code of Practice 2021 (WorkSafe Qld) 

[bookmark: _Toc180077868]

[bookmark: _Toc192770601]Workplace hazard inspections 
[Museum Name] takes a proactive approach to identifying and addressing workplace hazards to maintain a safe and healthy environment for all workers. Regular WHS hazard inspections are a vital part of this commitment, designed to prevent risks before they result in harm.
WHS hazard inspections [Form 3] will be conducted on a scheduled basis to identify potential risks. These inspections ensure compliance with WHS requirements and help implement measures to eliminate or minimise hazards effectively. 

Definitions 
Inspection: The process of reviewing a specific area or task using a predefined checklist to assess compliance against legislation or WHS requirements.

Case study
On 6 September 2013, a worker fractured their ankle after tripping on a crack while using a pedestrian crossing on school grounds. The worker was supervising a large group of students, with people moving in both directions across the crossing. The court found there was no proper system of inspection in place. A suitable inspection process would have identified the hazard in time for repairs. The plaintiff won and was awarded $241,000 in damages.
Read the full case study

Recordkeeping
Keep records of all completed inspections and any corrective actions taken. Use Form 3 to conduct a WHS hazard inspection.
[bookmark: _Toc180077869]


[bookmark: _Toc192770602]Purchasing and design
Purchasing
Prior to purchasing any goods or services for the workplace, it is essential to assess whether there are any associated health and safety hazards. This includes the purchase of equipment such as machinery, tools, furniture and chemicals, as well as contracted services such as maintenance. For example, domestic appliances such as domestic ladders are not suitable for workplace use; only commercial-grade appliances should be purchased. When purchasing equipment, consider the risks and costs associated with transport, storage and maintenance. Use the Procurement Checklist [Form 7] to assess purchasing risks and requirements in consultation with affected workers.
Design
The design and manufacture of plant and equipment must ensure their safe use. This often involves meeting engineering requirements and confirming compliance with Australian Standards. Equipment must be supplied by qualified organisations and come with clear instructions for use. To ensure compliance, [Museum Name] does not design, manufacture or modify plant or equipment, nor does it alter or build structural components of its facilities.
[bookmark: _Toc180077871]Managing contractors 
[Museum Name] ensures a safe and healthy environment for all workers, including contractors and subcontractors. Contractors engaged by [Museum Name] for specific tasks, such as delivering goods or undertaking maintenance, must:
· possess suitable experience to perform the tasks safely 
· hold all necessary licences, permits, registrations and insurance 
· be informed of any hazards associated with the work location or tasks 
· be made aware of [Museum Name]’s emergency procedures 
· complete the WHS Induction Checklist for Contractors [Form 6] for high-risk tasks.
All contractors are expected to adhere to [Museum Name]’s WHS requirements, which will be communicated before they are engaged to perform the task. 

Case study
An event organiser was fined $25,000 after crowd-control barriers failed to protect spectators. The organiser had hired temporary steel fencing panels, which were free standing and clipped together to form a low barrier. During a stunt performance, a driver lost control of a vehicle, causing fencing to collapse into the crowd, resulting in minor injuries to spectators, including children. The investigation revealed that more suitable barriers, such as water-filled plastic barriers designed to withstanding low-speed impacts by vehicles, were available for hire but not used.
Read the full case study

Recordkeeping
Maintain records of plant and equipment manuals and any alterations made, including engineering and design specifications and instructions for use. Review the advice in the Procurement Checklist [Form 7] when purchasing.
References
Design of structures Code of Practice 2021 (WorkSafe Qld)
Managing the risks of plant in the workplace Code of Practice 2021 (WorkSafe Qld) 


[bookmark: _Toc192770603]Monitoring and review
To ensure WHS policies and procedures are implemented effectively, [Museum Name] will conduct regular audits of the WHS management system. These efforts help identify gaps and improve workplace health and safety practices.

Monitoring activities include:
· Legislative changes: Staying informed about new laws, amendments to existing laws and updates from the WHS regulator (WorkSafe Qld). [Museum Name] ensures its personnel are subscribed to updates from the WHS regulator, and relevant changes are communicated across the workplace.
· Industry developments: Monitoring industry news, events, incidents and innovations in WHS practices. Participating in seminars and information sessions helps [Museum Name] stay informed about contemporary WHS practices.
· Incident and hazard reports: Reviewing incident and hazard reports to identify risks and trends. [Museum Name] analyses the incident report register to highlight areas of concern and to address hazards that could lead to injuries or illnesses.
· WHS committee input: Engaging with feedback from WHS committee meetings, HSRs, and workers. Regular consultation ensures concerns about WHS culture and risks are identified and addressed.
· Inspection reports and audit findings: Assessing inspection reports and audit results to identify compliance issues and evaluate the effectiveness of the WHS management system. [Museum Name] ensures inspections are conducted as required and that identified issues are promptly addressed.
[bookmark: _Toc180077872]

[bookmark: _Toc192770604]Section 3: Hazards and risks 
[bookmark: _Toc180077873][bookmark: _Toc192770605]Asbestos 
Asbestos is a health risk when inspirable asbestos particles become airborne and are inhaled. However, asbestos containing materials that remain undisturbed and are in sound condition do not pose a significant health risk.

Workplaces built before 31 December 2003 must maintain an asbestos management plan and asbestos register. The asbestos register lists all the potential asbestos-containing materials and includes the results of any testing performed. [Museum Name] workers are required to consult the asbestos register before conducting any repair work on the building or removing any building materials for disposal. Licensed asbestos removalists must be engaged for any work involving the disturbance or removal of asbestos.

Definitions 
Asbestos: A naturally occurring fibrous silicate mineral commonly used to make boned asbestos materials and other products commonly found in the building industry between 1940 and 1990. The use and manufacture of asbestos products were banned in Australia in 2003.
Friable asbestos: Non-bonded asbestos material that poses a higher hazard, as it becomes airborne more easily. Friable asbestos must only be handled and removed by an asbestos removalist with an 'A' class licence.
Non-friable asbestos: Bonded asbestos material in which fibres are held together, making it less likely to become airborne.

Case study
In August 2021, a not-for-profit organisation was fined $8,000 for failing to follow its asbestos plan and register. Six trainees were engaged to remove vinyl tiles identified as containing asbestos, and the Safe Work Method Statement (SWMS) was not followed. As a result, the trainees were exposed to asbestos. After the tiles were removed, a contractor sanded the floorboards with an electric floor sander, further increasing the risk of exposure.
Read the full case study

Recordkeeping
Keep records of the qualifications and Safe Work Method Statements (SWMS) of the contractors engaged to identify and remove asbestos within the workplace. Ensure the asbestos management plan and register are readily available for contractors to review.

References
How to manage and control asbestos in the workplace Code of Practice 2021 (WorkSafe Qld)

[bookmark: _Toc180077882][bookmark: _Toc180077875]

[bookmark: _Toc192770606]Confined spaces 
Confined spaces must be clearly identified with appropriate signage, and access to these spaces must be strictly controlled. Each entry into a confined space requires a confined space permit. Employees or contractors will only be issued a permit to work in a confined space if they are trained and supervised. A trained stand-by person must always be present during any work conducted in a confined space.

Definitions
Confined space: An enclosed or partially enclosed space that:
· is not designed or intended primarily to be occupied by a person; and
· is, or is designed or intended to be, at normal atmospheric pressure while any person is in the
· space; and
· is, or is likely to be, a risk to health and safety from:
· an atmosphere that does not have a safe oxygen level, or
· contaminants that may cause injury from fire or explosion, or
· harmful concentrations of any airborne contaminants, or
· engulfment.
A confined space is determined by the hazards associated with a set of specific circumstances and not just because work is performed in a small space. Entry into a confined space means that a person’s head or upper body is in the confined space or within the boundary of the confined space. 

Case study
In July 2005, a safety alert was issued after two workers died while performing maintenance inside the hull of a barge. The workers were overcome by gas within the confined space due to a lack of atmospheric testing or ventilation before entry. Sealed spaces often release gases from applied surface coatings and decaying biological matter, leading to highly toxic atmospheric conditions. Oxidation of the hull structure (rusting) or bacterial activity can deplete oxygen, creating an atmosphere unable to support life. Additionally, bacterial activity may produce methane, which can displace oxygen and create an explosive atmosphere.
Read the full case study

Recordkeeping
Maintain a register of identified confined spaces and entry permits. 

References
Confined spaces Code of Practice 2021 (WorkSafe Qld)

[bookmark: _Toc180077876]

[bookmark: _Toc216185506]Child safety 
As a child safe entity [Museum Name] will take the following steps to prevent harm to children:
1. Leadership and culture - [Museum Name] is committed to children’s safety and wellbeing and will promote this commitment and will document the actions taken to prioritise children’s safety and wellbeing, minimise risk to children and prevent harm.
2. Voice of children - We will ask children to provide feedback on their safety and wellbeing and then act on what they say. We will make children feel comfortable and confident to express their views, especially any concerns about harm or abuse and will make sure that [Museum Name]’s communications are child friendly.
3. Family and community - We will seek feedback from the families and communities of children involved with [Museum Name] to ask how we can be involved in protecting the safety and wellbeing of children and we will make sure that people know how to raise concerns. 
4. Equity and diversity - We will make sure that our staff have the skills needed to provide inclusive services and support to the children and families involved with [Museum Name] so that every child feels welcome, safe, respected, heard and valued.
5. People - We will train our staff and volunteers in culturally safe practices and invite Aboriginal and Torres Strait people to co-design our procedures and practices.
6. Complaints management - We take have a complain reporting process and take complaints seriously and protect people’s privacy. We will provide access and promote the process so that children and families understand how to report a complaint.
7. Knowledge and skills - We will ensure that our staff and volunteers have the knowledge, skills and awareness to keep children safe. We will provide child safety training to our workers. 
8. Physical and online environments - The public facing areas are inspected for child safety risks on a regular basis. The blue card system will be implemented to ensure that staff, volunteers and contractors can work safely around children. 
9. Continuous improvement - We will regularly review our procedures and practices and will invite the children and families we work with to provide feedback. [Museum Name] will use the feedback to change and improve to help children feel safe.  
10. Child safety procedure and practices – We will review our child safety procedures and practices and talk to other organisations that work will children to share knowledge and keep them current. We will engage with children, families and staff about the effectiveness of our procedures and practices and make sure that documents can be located and understood.

Definitions
Child Safe Entity: an organisation that provides activities, programs and/or services specifically for children or facilities specifically for use by children who are supervised by the organisation. A child safe entity must implement the 10 Child Safe Standards (see above).

Recordkeeping
Maintain records of child safety complaints and incidents, risk assessments and training. 

References
Child Safe Organisations website, Child Safety Self-Assessment Tool and Child Safety training hub, provided by the Qld Family and Child Commission. 
Do you need a blue card website, provided by Queensland Government. Child Safe Organisations Act 2024
[bookmark: _Toc192770607]Dangerous goods and hazardous chemicals
All chemicals, both hazardous and non-hazardous, as well as dangerous goods, must be included in the chemicals register. A current Safety Data Sheet (SDS), issued within the last 5 years, must be available for each hazardous chemical or dangerous good listed. Workers must have access to the SDS in case of spills or exposure, even if they do not directly handle the chemicals. 

Hazardous chemicals and dangerous goods must be stored securely and kept out of reach of the public. Hazardous chemicals must be stored in properly labelled containers and within bunded storage areas. Dangerous goods must be segregated according to the segregation chart provided by the WHS regulator in your state or territory. 

The quantity and volume of hazardous chemicals and dangerous goods stored at [Museum Name] will be kept to a minimum. Gas bottles used at [Museum Name] must be stored upright, secured to prevent falling, placed in well-ventilated areas, and protected from impact. Workers required to use chemicals must receive documented task-specific training, including instructions on safe chemical use.

Definitions
Hazardous chemicals: Substances, organic matter and other chemicals that pose a health risk upon exposure. These risks can range from immediate harm to long-term effects. The chemical Safety Data Sheet (SDS) will identify whether a chemical is classified as a hazardous chemical.
Dangerous goods (DG): Substances that pose an explosive or fire risk when stored or transported. Different types of dangerous goods require separate storage and transportation, as specified by their classifications. The chemical SDS will identify whether the chemical is classified as a dangerous good.
Note: Not all hazardous chemicals are classified as DGs, and not all DGs are classified as hazardous chemicals.

Case study
In March 2022, a company was fined when workers were required to decant quicklime, a strong alkaline chemical, between containers and clean up spills from the process. Quicklime was stored in an unsecured room, and a casual worker tasked with general cleaning was not provided with specific hazardous chemical training during their induction. The worker entered the quicklime room and began cleaning with a dustpan and broom. Although the worker sought safe glasses from the room, dust entered their eyes, causing serious burns.
Read the full case study

Recordkeeping
Record all chemicals purchased by [Museum Name] in the Chemical Register [Register 6]. 

References
Managing risks of hazardous chemicals in the workplace Code of Practice 2021 (WorkSafe Qld)
[bookmark: _Toc180077878]

[bookmark: _Toc192770608]Electrical safety 
All electrical equipment must be kept in a safe condition and used according to the manufacturer’s instructions. Power leads, including extension cords and flexible cables, must be:
· positioned to prevent damage (e.g. avoid running cables across floors and doorways, or around sharp edges)
· protected from hazards during use.

Electrical work must be conducted by a licensed electrical worker.
[bookmark: _Toc180077881]Unsafe equipment
Any equipment deemed unsafe must:
· be immediately withdrawn from service
· have a label attached warning against further use 
· be disposed of, destroyed, or repaired by an authorised repair agent or competent person.

Unsafe equipment must not be taken home, given away, or sold. Instead, it must be destroyed or made inoperable (e.g. cutting off the plug) before disposal. Double adaptors and piggyback plugs must not be used in manufacturing work.
Specified electrical equipment
Additional safety measures are required for specified electrical equipment, including testing and tagging or connection to a safety switch, depending on whether the equipment is being used for manufacturing work or service work. Only authorised electrical personnel are permitted to perform installation, inspection, testing and tagging activities. The frequency of inspections must align with the Electrical Safety Act and Regulations 2013 in Queensland or, outside Queensland, Section 2 of the Standard (AS/NZS 3760:2010) as the recommended inspection intervals.

	Equipment type
	Manufacturing work 
	Service work 
	Office work

	Double-insulated specified electrical equipment
	Tested and tagged every 12 months and connected to a safety switch
	Tested and tagged every 12 months or connected to a safety switch
	Tested and tagged every 5 years or connected to a safety switch

	Not double-insulated specified electrical equipment
	Tested and tagged every 6 months and connected to a safety switch
	
	

	Lighting connected to a socket outlet more than 2.3 m above the floor 
	Testing and tagging every 12 or 6 months as above, connection to a safety switch is not required
	
	

	Safety switch
	Tested as per AS/NZS 3760



Definitions
Circuit breaker: A device that detects and interrupts an overloaded electrical circuit or circuit with excessive current to prevent damage to equipment and wiring.
Double insulated: Electrical equipment constructed with two layers of insulation, marked with a square-in-a-square symbol, for example: ⧈
Electrical work: Involves connecting or disconnecting electricity supply wiring to or from electrical equipment (excluding the use of flexible cords with plug and socket outlets). This includes installing, removing, adding, testing, replacing, repairing, altering or maintaining electrical equipment or installations.
Low voltage: Ranges from 50V to 1,000V AC RMS, or 120V to 1,500V ripple-free DC.
Manufacturing work: Refers to activities such as assembly, disassembly, fabrication, installation, maintenance, manufacturing, refurbishment or repair. It excludes amusement work, construction work and rural industry work.
Safety switch: A device (type 1 or type 2) designed to continuously monitor electrical circuits, including all connected equipment, for current leakage. When current leakage is detected, the safety switch automatically shuts the power supply within milliseconds. Safety switches provide critical protection by detecting faults or electrical imbalances and are essential for minimising the risk of electric shock to people.
Service work: Work excluding amusement, construction, manufacturing, office or rural industry work.
Specified Electrical Equipment:
· an extension of 20 amps or less
· a power board of 20 amps or less
· electrical equipment, other than a portable safety switch, of 20 amps or less and connected by a flexible cord and plug to low voltage supply. If used in service work, the electrical equipment needs to also be moved during its normal use for the purpose of its use. 
Testing and tagging: A process to test equipment circuits for current leakage, inspect equipment for physical damage, and confirm compliance with standards. A tag is attached indicating that the equipment is safe and the next inspection date.

Case study
In June 2021, a company was fined $60,000 for multiple electrical safety breaches. An inspector identified unsafe electrical equipment and disconnected it. Upon returning the following day, the equipment was reconnected. Investigations revealed that the company director performed unlicensed and unsafe electrical work and had attempted to mislead the investigator.
Read the full case study

Recordkeeping
Maintain records of electrical equipment purchases, testing and tagging activities, and safety switch testing. Keep documentation relating to the destruction and disposal of electrical equipment.

References
Electrical Safety Regulation 2013 Part 6 Division 6
[bookmark: _Toc180077883]Managing electrical risks in the workplace Code of Practice 2021 (WorkSafe Qld)

[bookmark: _Toc192770609]Falls from height
Responsibilities for [Museum Name] workers:
· Avoid hazardous access: Workers must not access exposed edges, roofs, or climb structures or machines where there is a risk of falling. 
· Use proper equipment: Use ladders, equipment and techniques that are designed to minimise fall risks. 
· Inspect equipment: Inspect ladders and platforms before use and only use equipment in good condition, free from defects. 
· Prevent falling objects: Establish a drop zone beneath the work area to prevent objects falling onto others. This includes using barricades to restrict entry into the area. 
· Communicate fall risks: Contractors and others working at height must be informed of fall risks and control measures developed from risk management processes. 

Workers accessing the trays of trucks and trailers must use the installed ladders or other designated safe access points to enter and exit the tray. 
 
Definitions 
Fall risk: The potential for a person to fall from one level to another, or for an object to fall onto a person.

Case study
A worker was fined $7,500 for lifting two other workers to a height of 4 metres while they were standing in the bucket of a wheel loader. During the task, the bucket tilted forward, causing one worker to jump onto the nearby structure, while the other worker’s head became trapped between the bucket and the structure. The wheel loader operator quickly released the trapped worker who required stitches to their head.
Read the full case study

Recordkeeping
Maintain records of all work-at-height risk assessments and related training. These records must be retained for 30 years.

References
Managing the risk of falls at workplaces Code of Practice 2021 (WorkSafe Qld)


[bookmark: _Toc192770610]Health and hygiene
Mould
Mould is an ongoing concern for [Museum Name]. All collection items entering the museum must be inspected for mould contamination. Items with significant mould may require quarantine before acceptance. To minimise mould risks:
· store affected items under controlled temperature and humidity conditions to minimise the risk of mould growth
· cover collection items to reduce mould spread
· use boxes specifically designed for collection purposes to mitigate mould contamination.
Dust
Exposure to dust particles pose varying levels of risks depending on:
· particle size (inspirable or respirable)
· the composition and health impact of the dust particle
· duration and frequency of worker exposure.

To address dust risks, [Museum Name] will:
· review collection items and work environment to identify inhalable and respirable dust risks
· minimise dust accumulation through regular cleaning and preventative activities
· address dust promptly to reduce mould growth and potential health impacts on workers and damage to collection items.
Lead
Collection items painted with lead-based paint must be monitored to ensure they remain in good condition, with minimal deterioration and flaking paint. [Museum Name] has developed a Standard Operating Procedure (SOP) for cleaning lead-contaminated items, including measures to:
· minimise dust generation during cleaning
· use protective equipment to prevent lead contamination of clothing, skin or eyes
· implement thorough hands and protective clothing cleaning protocols to contain lead exposure.
Biological infection control
Items that are not biologically fixed must not be collected or remain within the collection unless they have been adequately treated to render them biologically inert. Due to the high risk of infection, [Museum Name] does not have the facilities to prepare vertebrate biological specimens for inert status.

Definitions
Mould: A type of fungus found both indoors and outdoors. Mould has a major role in the ecosystem, decomposing dead organic material. It reproduces by producing spores (microscopic seeds) that float in the air. Mould can grow when spores settle on surfaces with suitable conditions (nutrients, temperature and humidity).
Inspirable dust: Particles smaller than 100 micrometres that can be inhaled into the nose, throat and upper respiratory tract. These particles are visible to the naked eye. 
Respirable dust: Particles smaller than 10 micrometres that are nearly invisible and can reach deep into the lungs, causing damage.

Case study
In January and February 2019, two workers from Queensland Museum were diagnosed with Q fever, a notifiable illness. An investigation found that workers involved in preparing biological material had not been immunised against Q fever, and risk management systems for infection were not adequate. Queensland Museum entered into a legal agreement (Enforceable Undertaking) to implement measures to improve health and safety for workers, the museum industry and the Queensland community, with costs totalling $950,000.
Read the full case study

Recordkeeping
Maintain records of mould treatment and testing for dust particles.
 
References
Maintain physical records: Prevent or treat mould (Qld Govt)
Guidelines for Managing Mould and Dampness Related Public Health Risks in Buildings (WA Dept Health) 
[bookmark: _Toc180077885]

[bookmark: _Toc192770611]Manual handling
[Museum Name] manages manual handling hazards using a risk management process to prevent or minimise injuries caused by hazardous manual tasks. This involves:
· identifying risks associated with manual tasks
· conducting risk assessments to determine the risk factors and their impact
· selecting and implementing appropriate controls to reduce risks
· monitoring and reviewing controls to ensure their effectiveness.

Examples of manual handling tasks within [Museum Name] include: 
· lifting and moving equipment
· cleaning and curating collection items
· unloading vehicles
· performing general repairs.

When hazardous manual tasks are identified, the following measures are taken to minimise the risk of musculoskeletal injuries:
· implementing changes to reduce the injury risks, prioritising permanent solutions such as workplace layout, tools and equipment 
· avoiding double handling of items wherever possible 
· providing mechanical aids such as trolleys or hoists 
· redesigning tasks (e.g. by rotating workers) 
· identifying both immediate and long-term changes, documenting risk control decisions and establishing timelines for implementation 
· trialling changes in consultation with workers before making them permanent
· providing training when new equipment or processes are introduced. 

To minimise manual handing tasks when loading and unloading vehicles, the following safe practices should be considered: 
· use lifting equipment where practicable 
· slide items as close to the torso as possible before lifting 
· place items down in the same way they were picked up 
· store frequently used items at waist to shoulder height to reduce bending 
· use trolleys or other aids for moving large or heavy items whenever possible.

Definitions 
Manual handling: Any task requiring a person to push, pull, lift, carry, move, hold or lower any object, person or animal. 
Hazardous manual tasks: Work activities requiring significant effort or speed, repetitive movements, awkward or sustained postures, extended durations or exposure to vibration. 
Musculoskeletal injuries: Injuries caused by manual handling, including repetitive strain injuries and damage to muscles, tendons, ligaments, joints, vertebrate discs, nerves and bones. 

Case study
On 1 April 2011, a common-law case was heard involving a worker at a Queensland hospital who was injured while operating sterilisation equipment for surgical equipment. The Court of Appeal found that the employer lacked a systemic process for identifying manual tasks that had the potential to contribute to manual handling injuries. The employer was aware of informal concerns raised by workers regarding the awkwardness of the task but failed to take action. The Court of Appeal ruled that the employer had not followed the Code, thereby breaching their duty to provide adequate protection against the risk.
Read the full case study

[bookmark: _Hlk180074246]Recordkeeping
Maintain records of all Hazardous Manual Tasks risk assessment for 7 years. Use the Risk Assessment Form [Form 4] to assess the risk, and use the guidance in the Risk Control Guide to determine whether a manual task is hazardous.

References
Hazardous manual tasks Code of Practice 2021 (WorkSafe Qld)



[bookmark: _Toc192770612]Psychosocial wellbeing
Bullying, harassment, discrimination and violence of any form will not be tolerated at [Museum Name]. [Museum Name] will formally investigate all complaints and take appropriate action to resolve them. If a complaint is found valid, actions may include: 
· an apology from the offender
· an agreement to cease the behaviour
· conciliation or mediation conducted by an independent or impartial third party
· disciplinary action, including verbal, written or final warnings, or dismissal
· reporting violence to the police. 
In determining actions to be taken, [Museum Name] will consider the severity and frequency of the behaviour and whether prior warnings or incidents have occurred. 

[Museum Name] will review incidents and hazards to identify, assess and address the following psychosocial risk factors:
· high and/or low job demands
· low job control
· poor support
· low role clarity
· poor organisational change management
· low reward and recognition
· poor organisational justice
· poor workplace relationships, including interpersonal conflict
· remote or isolated work
· poor environmental conditions
· traumatic events, violence and aggression
· harassment including Sexual harassment and gender-based harassment
· fatigue.
Harassment – Sexual and Gender-based
[Museum Name] recognises that it has a duty to prevent sexual / gender-based harassment from occurring and the requirement to develop and implement a prevention plan to manage risks from sexual harassment and sex or gender-based harassment at work.  

Sexual harassment and sex or gender-based harassment can happen at the workplace, during work-related travel, at work-related social activities (such as the work Christmas party), by phone, email or online, at worker accommodation, and in vehicles that are used for work. Those who witness sexual harassment and sex or gender-based harassment can also be affected.  Sexual / gender-based harassment can come from a range of sources including: 
· other workers (employees, volunteers, casuals, labour hire) and at any level
· another organisation’s workers, such as a delivery person or contractor
· people not working such as visitors, service providers, or members of the public. 

Sexual harassment and sex or gender-based harassment can be a one-off incident or repeated behaviour and can be overt or subtle. The most serious acts, such as sexual assault, may constitute criminal offences and need to be reported to police

Vicarious liability applies to sexual or gender-based harassment. This means that the behaviour of a worker while at work is inappropriate then both the worker and the organisation can be held responsible for that behaviour. To counter this the organisation needs to prove it took reasonable steps to prevent the harassment.
Definitions
Work-related bullying: Repeated and unreasonable behaviour directed towards a worker or a group of workers that creates a risk to health and safety. Examples of behaviour, whether intentional or unintentional, that may be work-related bullying include, but are not limited to:
· abusive, insulting or offensive language or comments
· unjustified criticism or complaints
· deliberately leaving someone out of work-related activities
· withholding information that is vital for effective work performance
· setting unreasonable timelines or constantly changing deadlines
· setting tasks that are unreasonably below or beyond a person’s skill level
· not giving someone the information, supervision, consultation or resources they need to get the job done
· spreading misinformation or mean rumours
· changing work arrangements, such as rosters and leave, to deliberately put particular workers out.
Fatigue: A state of mental and/or physical exhaustion that reduces the ability to work safely and effectively. It can be caused by overwork, sleep deprivation or disruptions to the body clock and may result from work-related, non-work related or combined factors.
Sexual harassment (section 55BA (1) WHS Regulation 2011 refers to Schedule 1 Anti-Discrimination Act 1991): happens if a person—
(a) subjects another person to an unsolicited act of physical intimacy (e.g. physical contact such as patting, pinching or touching in a sexual way or unnecessary familiarity such as deliberately brushing against a person); or
(b) makes an unsolicited demand or request (whether directly or by implication) for sexual favours from the other person (e.g. sexual propositions); or
(c) makes a remark with sexual connotations relating to the other person (e.g. unwelcome and uncalled for remarks or insinuations about a person’s sex or private life, suggestive comments about a person’s appearance or body); or
(d) engages in any other unwelcome conduct of a sexual nature in relation to the other person (e.g. offensive telephone calls, indecent exposure);
and the person engaging in the conduct described above does so—
(e) with the intention of offending, humiliating or intimidating the other person; or
(f) in circumstances where a reasonable person would have anticipated the possibility that the other person would be offended, humiliated or intimidated by the conduct.
Sex or gender-based harassment (section 55BA (2) WHS Regulations 2011 refers to Schedule 5 Industrial Relations Act 2016): the harassment of a person (the harassed person), on the basis of the harassed person’s sex or gender, by another person who—
(a) engages in unwelcome conduct of a demeaning nature in relation to the harassed person on the basis of—
(i) the harassed person’s sex or gender; or
(ii) a characteristic a person of the harassed person’s sex or gender generally has; or
(iii) a characteristic often imputed to a person of the harassed person’s sex or gender; or
(iv) a sex or gender the harassed person is presumed to have, or to have had at any time, by the person engaging in the conduct; or
(v) a sex or gender the harassed person has had, even if the harassed person did not have that sex or gender at the time of the conduct; and
(b) engages in the conduct—
(i) with the intention of offending, humiliating or intimidating the harassed person; or
(ii) in circumstances in which a reasonable person would have anticipated the possibility that the harassed person would be offended, humiliated or intimidated by the conduct.
Work-related violence and aggression: A range of actions and behaviours that create risks to the health and safety of workers. Examples include:
· biting, spitting, scratching, hitting and kicking
· throwing objects
· pushing, shoving, tripping and grabbing
· verbal abuse or threats
· armed robbery
· sexual assault
· using or threatening to use a weapon
· aggressive behaviour, including yelling or physical intimidation.

Case study
On 20 January 2014, a worker sustained psychological injury after being violently assaulted by a co-worker, who was later convicted of assault. There was a history of antagonism between the two workers. The injured worker had previously raised concerns about intimidating behaviour and requested to be moved away from the co-worker. Despite this, tensions escalated, culminating in an aggressive verbal exchange. During a supervisor’s attempt to intervene and escort both workers from the office, the co-worker attacked and assaulted the injured worker. The judge found that: 
· the employer knew about the co-worker’s criminal history for serious assault
· the events preceding the assault put the employer on notice
· the employer should have separated the two workers in conflict.
The injured worker was awarded damages of $584,995.
Read the full case study

Recordkeeping
All psychosocial wellbeing issues including sexual or gender-based harassment must be reported using the incident report form and thoroughly investigated.
Develop and maintain a Sexual Harassment Prevention plan. 

References
Managing the risks of psychosocial hazards at work Code of Practice 2022 (WorkSafe Qld)
Communications kit WHS (Sexual Harassment) Amendment Regulation 2024 (WorkSafe Qld)
WorkSafe Queensland Sexual and Gender-based Harassment Prevention Plan template


[bookmark: _Toc192770613]Plant and equipment
A risk management process must be conducted before moving or operating machinery or plant. The manufacturer’s instructions for use must always be followed. [Museum Name] will:
· conduct a risk assessment to determine safe maintenance, operation requirements, authorised users and necessary training
· document findings and communicate them to workers using SOPs, which can serve to record training and competency assessments.
[bookmark: _Toc180077889]Maintenance and repair 
Plant must be maintained and cleaned in accordance with the designer or manufacturer’s instructions or guidance from a competent person. Inspection and repair of plant must only be performed by a competent person.

Unsafe or malfunctioning plant and equipment can be identified through: 
· prestart inspections
· workplace hazard inspections
· scheduled equipment maintenance
· hazard and incident reporting. 
Once plant or equipment has been identified as unsafe, it must be isolated using a lockout/tagout system with clear details of the fault, the name of the person applying the tag, and the date of tagging. The issue must be reported to the president / committee member / manager for repair, and an incident or hazard report completed. Unsafe equipment must be disconnected from the power supply, clearly labelled ‘do not use’ and, where possible, moved to a location where it cannot be accessed. 

Definition 
Plant: Includes tools and equipment used for work purposes, including powered or non-powered hand tools (e.g. electric drills, hammers), farm machinery, office furniture and other workplace equipment.
 
Case study
In September 2024, a painting business was fined $12,000 for failing to use a trestle plank according to the manufacturer’s instructions. The trestle plank, which specified a maximum span of 3 metres, was being used with a span of 5 metres at the time of the incident. As a result, the plank broke and the worker fell, sustaining multiple leg fractures.
Read the full case study

Recordkeeping
Maintain records of all inspections, testing, monitoring, maintenance, repairs, calibrations and alterations of plant and equipment. Update the Plant and Equipment Register [Register 3] with dates of alterations, inspections and maintenance.

References
Managing the risks of plant in the workplace Code of Practice 2021 (WorkSafe Qld)


[bookmark: _Toc192770614]Personal protective equipment (PPE)
PPE is provided to workers as a layer of protection against specific hazards identified in mandatory signage, SOPs, or through risk assessments. PPE should not be relied on as the sole control measure; other control measures must be prioritised and implemented first. 
[Museum Name] will:
· provide appropriate PPE based on identified hazards
· ensure storage areas are available to protect PPE from contamination and damage
· replace PPE that is damaged, contaminated or has expired
· train workers on the correct use, cleaning, storage and maintenance of PPE.

Types of PPE used at [Museum Name] include: 
· respirators and masks – for workers exposed to hazardous dusts or fumes
· foot protection (e.g. safety shoes or boots) – for risks of dropped tools or mobile equipment
· high-visibility clothing or vests – for workers in areas with vehicular traffic
· ultraviolet (UV) protective clothing, hats, sunglasses and SPF 30 sunscreen – for outdoor tasks 
· hearing protection – for noisy work environments or tasks
· safety glasses – for tasks generating flying debris
· gloves – for protection against chemicals, UV exposure, wear and impact damage.
Responsibilities
Workers issued PPE are required to:
· use PPE when exposed to hazards or when indicated with mandatory signage 
· check PPE before use to ensure it is the correct type, fits properly, and is undamaged 
· report any damaged, contaminated or expired PPE so that it can be replaced
· avoid reusing single use PPE
· use PPE issued only to them; sharing PPE is not permitted. 

Case study
In January 2023, a business was fined $25,000 for failing to provide adequate PPE to workers handling a strong acid. While workers were issued cotton coveralls, oil- and chemical-resistant boots, chemical-resistant gloves, a poncho, goggles, head covering, breathing protection, knee pads and a chemical-resistant apron, they were not provided with chemical-resistant pants. The coveralls also failed to resist liquid absorption. Workers were directed not to kneel, yet two sustained burns to their knees, with one requiring hospitalisation.
Read the full case study

Recordkeeping
Maintain records of all PPE training and the maintenance and issue of PPE [see Register 7].

References
[bookmark: _Toc180077891]How to properly wear personal protective equipment for airborne contaminants [video] (WorkSafe Qld)

[bookmark: _Toc192770615]Remote or isolated work
The risks associated with remote or isolated work are heightened due to challenges in accessing emergency services. Situations that may lead to injury or harm include:
· sudden onset of a medical condition
· work-related injury or illness
· animal attacks
· exposure to the elements (extreme weather conditions)
· becoming stranded without food or water.

[Museum Name] must implement the following measures for all remote or isolated work tasks: 
· check-in procedures – contact home base upon arrival and departure at a remote work site 
· trip itineraries – develop, approve and adhere to detailed itineraries for extended trips, including planned stops and accommodation arrangements 
· emergency equipment – carry an emergency location beacon in vehicles used for remote travel 
· schedule communication – arrange regular check-ins via mobile or satellite phone calls at pre-scheduled times 
· emergency supplies – ensure availability of an appropriate first aid kit and sufficient water for emergency purposes.

Definitions
Remote work: Work that occurs in locations where assistance from others, such as rescue, medical aid, or emergency services, is difficult due to the time, location or nature of the work.

Case study
In October 2014, a worker collecting samples in a hot, remote area of north-western Queensland suffered heat stress after becoming separated from their work crew. The alarm was raised by the work crew and, after an extensive search, the worker was found the following day and received treatment and recovery.
Read the full case study

Recordkeeping
Maintain records of field trip itineraries and risk assessments for all remote or isolated work.

References
Managing the work environment and facilities Code of Practice 2021 (WorkSafe Qld)



[bookmark: _Toc192770616]Slips, trips and falls 
Slips, trips and fall injuries are often caused by spills, debris, untidy placement of materials, or improper use of walkways as storage areas. Particular attention should be given to out-of-sight areas such as storage rooms, stairways and workshops.

[Museum Name] workers will reduce the risk of injury by following these guidelines: 
· avoid walking on slippery floors 
· keep floors free of water and grease 
· clean floors regularly, using appropriate cleaning agents to remove grease and oil 
· post clear warning signs around spills or wet floors 
· install non-slip tiling or other non-slip floor products 
· use rubber mats in areas where the floors are constantly wet 
· wear non-slip footwear in relevant work areas 
· clean up spills immediately to prevent hazards
· install adhesive strips and slip-resistant paint to improve traction, depending on the floor surface
· establish written standards with contract cleaners to ensure cleaning agents leave the floor in a non-slip condition 
· keep walkways, entrances and exits free of boxes, rubbish, bags and equipment, and use designated storage areas for all items. 

SafeWork Australia report
SafeWork Australia’s annual WHS statistical report identified slips, trips and falls as the second most common cause of serious work-related injury and illness, accounting for 22% of all injuries in 2023 and 2024.
Download the Key Work Health and Safety Statistics Australia annual report

Recordkeeping
Maintain records of all cleaning and floor maintenance; workplace inspections; and hazard and incident reports, and their actions.

References
Guide to preventing slips, trips and falls at work (WorkSafe Qld)

[bookmark: _Toc180077894]

[bookmark: _Toc192770617]Vehicles 
[bookmark: _Toc180077895]Licences 
Any person who is required to drive a [Museum Name] vehicle for work purposes must:
· hold a current, valid driver’s licence for the appropriate class
· notify the president / committee member / manager immediately if their licence is suspended or revoked 
· show a copy of their current driver’s licence to the president / committee member / manager or delegate to confirm their authority to drive.
[bookmark: _Toc180077896]Mobile phones 
The use of a hand-held mobile phones while driving is both illegal and a safety risk. [Museum Name] workers, including volunteers and contractors, must not use a hand-held mobile phone while operating any vehicle or other motorised equipment.
[bookmark: _Toc180077897]Seatbelts 
Seatbelts must be worn at all times in a moving vehicle. Drivers are responsible for ensuring that all passengers wear seatbelts when the vehicle is in motion, whether on public roads or within [Museum Name] premises.
[bookmark: _Toc180077898]Load restraint in vehicles
 To minimise the risk of injuries caused by unsecured items during vehicle movement:
· firmly restrain all equipment to prevent items from becoming airborne in the event of a collision 
· check load restraint tension regularly during the journey 
· distribute the load evenly within the vehicle 
· ensure no loose items are placed in the passenger area to avoid potential projectiles in the event of an accident 
· do not exceed the vehicle’s load or weight capacity. 

SafeWork Australia report
The SafeWork Australia 2023 WHS Statistical Report identified vehicle incidents as the leading cause of worker fatalities, accounting for 42% (84 people) in 2024.
Download the Key Work Health and Safety Statistics Australia annual report

Recordkeeping
Maintain records of vehicle usage, including who drives specific vehicles and when. Records must also be kept of workers’ authorisation to drive, with licences sighted to confirm validity and appropriateness for the vehicle class.

References
Road rules for everyday driving (Qld Govt)
Vehicles as a workplace – WHS Guide (national guide)

[bookmark: _Toc180077900]

[bookmark: _Toc192770618]Work environment
[Museum Name] will ensure a safe and healthy work environment by:
· providing safe access to and from the workplace, enabling workers to move freely and evacuate quickly in case of an emergency 
· maintaining adequate lighting to allow workers to safely perform tasks and move through the workplace 
· ensuring effective ventilation with fresh, clean air drawn from outside and circulated throughout the workplace, free from contamination by flues or discharge outlets.

The following facilities will be provided to workers:
· clean, cool drinking water in areas separate from toilets or washing facilities
· access to clean toilets during work hours 
· handwashing facilities to support good personal hygiene 
· a designated lunch area for eating, food preparation and storage
· secure and accessible storage for personal belongings.

Workers are responsible for leaving their work areas clean and tidy at the end each workday.

Case study 
In June 2021, a company was fined $100,000 after a worker died from heatstroke while picking pumpkins. Backpackers were engaged to work, and a foreign worker, on his second day at the farm, deteriorated throughout the day and died from heat-related illness. The investigation revealed no nearby shaded rest areas were provided, and the risk had not been assessed.
Read the full case study

Recordkeeping 
Maintain records of cleaning, maintenance and repair of essential services, as well as workplace hazard inspections [Form 3].

References
Managing the work environment and facilities Code of Practice 2021 (WorkSafe Qld)
[bookmark: _Toc180077901]
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