
1 WHS Policy 

COMPANY WORK HEALTH AND SAFETY (WHS) POLICY 

1. COMPANY DETAILS

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) is committed to ensuring that WHS & Risk 
Management systems are embedded into all aspects of our business forming the foundations on which all business 
decisions are made. 

WHS & Risk management is the responsibility of everyone at DB Controls and HVAC Services and the purpose of this 
WHS Management System is to clearly define how risk is managed within the company to safeguard our employees, 
business partners, customers, and the environment. 

DB Controls & HVAC Services WHS management system is constantly evolving as the company continues to grow and 
expand. The procedures outlined in this document are designed to allow the day-to-day operation of the business to 
be managed in the safest possible way and provide a structured framework that evolves with the business. 

2. INTRODUCTION

The Officer of DB Controls & HVAC Services Pty Ltd is committed to the protection of the health, safety and welfare 

of workers and others when in the workplace.  In order to implement this policy, a program of activities and 

procedures will be set up, carried out, modified and / or updated when and where appropriate.  

These programs will relate to all aspects of work health and safety including: 

• Workplace Consultation.

• Work Health and Safety (WHS) information, training, and supervision.

• The risk management process and systems.

• Roles and responsibilities.

• Safe Work Method Statements (SWMS).

• Review of work methods and practice when required.

• Emergency procedures and drills.

• Providing WHS equipment, services, and facilities, including Personal Protective Equipment (PPE).

• Workplace inspections and evaluations.

• Reporting and recording of incidents and injuries.

• Injury management, rehabilitation, suitable duties, and return-to-work.

• Auditing and monitoring WHS systems, documenting outcomes for all workers to access and give feedback

through WHS Committee meetings, HSR, newsletters and other forms of in-house communications; and

• Reviewing management systems to ensure compliance with current legislative requirements, National

Standards, Codes of Practice, Guides etc. Any new or changed WHS requirements are disseminated to all

company officers, supervisors, workers, contractors, and suppliers as appropriate.
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3. SCOPE 

 

This policy applies across all departments of DB Controls & HVAC Services and across all workplaces under this 

organisations control, including subcontractors and visitors to the workplace. 

 

4. RESPONSIBILITIES 

Officers and Supervisors must: 

• Develop and implement procedures. 

• Investigate reported hazards and injuries and make appropriate corrective action. 

• Make sure equipment is safe and properly maintained 

• Identify hazards, assess risks, and eliminate or control risks. 

• Provide and implement emergency procedures. 

• Provide first aid kits, facilities and trained first aid personnel. 

• Make sure work areas are kept safe and free from hazards. 

• Provide the necessary information, instruction, training, and supervision to all workers. 

• Keep up to date with changes in WHS legislation and standards, update procedures accordingly and provide all 

workers with updates. 

• Make sure workers compensation insurance is up to date and procedures for prompt rehabilitation is provided 

to workers. 

• Have a return to work program. 

• Make sure contractors comply with the current statutory safety standards. 

• Provide the training and facilities for the safe handling, storage and transport of plant, equipment, and 

hazardous substances. 

• Provide safety equipment and personal protective equipment (PPE) to comply with Australian Standards and 

make sure it is worn. 

• Consult with workers about WHS matters so workers can contribute to decisions effecting their health, safety, 

and welfare. 

• Keep up-to-date records of all safety issues including injuries and make sure correct procedures are followed and 

appropriate forms filled out. 

• Review WHS management system and procedures regularly and make appropriate changes. 

Workers must: 

• Work in a safe manner to protect their own health and the health and safety of other persons in the workplace. 

• Participate in WHS consultation, procedures, training and wear appropriate personal protective equipment and 

clothing provided. 
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• Cooperate with PCBUs in their efforts to comply with work health and safety requirements by following the 

safety procedures, using equipment properly, keeping work areas clean and tidy and evacuating when told. 

• Report all hazards, incidents, accidents, near misses, injuries, and illness to their supervisor in a timely manner; 

and 

• Participate in rehabilitation and return to work on suitable duties. 

Subcontractors must: 

• Work in a safe manner to protect their own health and safety and the health and safety of others in the 

workplace. 

• As part of their contract, comply with work health and safety policies, procedures, and programs; and 

• Observe directions on health and safety from officers, supervisors or Health and Safety Representatives (HSR) 

appointed by DB Controls & HVAC Services. 

Suppliers must: 

• Work in a safe manner to protect their own health and safety and the health and safety of others in the 
workplace. 

• As part of their contract, comply with work health and safety policies, procedures, and programs; and 

• Observe directions on health and safety from officers, supervisors or Health and Safety Representatives (HSR) 

appointed by DB Controls & HVAC Services 

Failure to comply or observe with a direction regarding Work Health and Safety may be considered a breach of the 

terms of employment or contract and sufficient grounds for termination of employment or the contract. 

5. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 



 

 

 

1 Drug and Alcohol Policy 

 

DRUG AND ALCOHOL POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

The abuse of alcohol and other drugs can damage physical and mental health and impair judgement and behaviour 

of those affected that may cause them to injure themselves or others.  This places workmates in the uncomfortable 

position of feeling obliged to cover for poor work performance or dob in a mate for their own good.  DB Controls & 

HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a healthy and safe 

workplace for all workers, subcontractors, and visitors. This policy outlines the rules, responsibilities and procedures 

for drug and alcohol use.  

1. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

2. RULES  

• All workers must have a Blood Alcohol Reading of 0.00ml/l.  When a company event is to take place onsite an 

approval must be given from management.  The Alcohol - Responsible Service Checklist must be completed and 

signed off by management. 

• Workers must not consume or be under the influence of alcohol or other drugs while at work or during their 

work for DB Controls & HVAC Services or they will be subject to disciplinary action that may result in termination 

of employment. 

• Not drive a vehicle on work-related business or to and from work if his/her blood alcohol concentration (BAC) 

level is above 0.00ml/l or if under the influence of any drugs which may impair their ability to drive. 

• Workers who require prescription or over the counter medication for a particular condition or illness, must 

notify management of the medication they are taking and any side effects that may occur.  The worker will 

perform suitable duties while taking the medication.  Should the medication be required for long term or 

permanent use and affects the worker doing their core responsibilities, consultation with their doctor may be 

required. 

• No worker is to commence work or return to work while affected by alcohol or other drugs. 

• Workers who are aware that their co-workers or a subcontractor are affected by alcohol or drugs and believe 

that person’s ability to work safely may be impaired, have a responsibility to report it to their supervisor/health 

and safety representative (HSR) so action may be taken immediately; and 

• Workers that are aware that a visitor to the workplace is affected by alcohol or drugs and believe the visitor 

could affect the health and safety of any person, have a responsibility to report it to their supervisor/health and 

safety representative (HSR) immediately.  If the supervisor believes the visitor’s behaviour is unacceptable, 

immediate action is to be taken including removal of the visitor from the workplace. 
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3. RESPONSIBILITIES 

Officers and Supervisors must: 

• Monitor work conditions and work performance. 

• Approach people in the workplace who may be affected by alcohol or other drugs. 

• Approach a worker who may have ongoing alcohol or drug-related problems that are affecting their work. 

• Encourage and refer workers to support and counselling as appropriate. 

• Implement corrective or disciplinary procedures. 

• Keep confidential records of alcohol or drug-related incidents or events. 

• Implement responsible service of alcohol measures at approved work functions. 

• Implement and review this policy. 

• Make sure that all workers understand the organisation’s Drug and Alcohol Policy and their roles and 

responsibilities. 

• Provide information to all workers about the potential health and safety impacts of alcohol and drugs at work. 

• Provide appropriate training to workers according to their roles and responsibilities; and  

• Consult with workers about this Drug and Alcohol Policy so employees can contribute to decisions effecting their 

health, safety, and welfare. 

Workers must: 

• Comply with the rules of this policy. 

• Participate in consultation, company initiatives and any training in relation to alcohol and drug use; and 

• Discuss the matter with their supervisor or other designated person and seek appropriate support if they are 

experiencing alcohol or drug related problems. 

4. SIGN OFF 

 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 
 

   

    

 

 



 

 

 

1 Equal Employment Opportunity Policy 

 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 271 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a 

safe and healthy workplace for all workers, subcontractors, and visitors.  This policy outlines the rules, 

responsibilities and procedures for Equal Employment Opportunity and proposes the organisation and its workers do 

not discriminate against another person based on their sex, age, race, skills and experience, physical and mental 

abilities, marital status, political views, or trade union association. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services) and all workplaces under our control. 

4. RULES 

• DB Controls & HVAC Services will not discriminate against anyone in our recruitment practices or in the delivery 

of our goods and services.  All recruitment selection will be based on the applicants’ qualifications, skills, and 

experience in relation to the proposed position.  Internal promotions will be based on the best person that 

meets the requirements for the position; and 

• No worker or officer is to discriminate, harass or victimise another worker, client or other person while 

representing this organisation, non-compliance will result in disciplinary action. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Identify all hazards in the workplace and assess each hazard’s potential to harm, giving consideration to the age, 

experience, skill and physical ability of the worker and investigate options for eliminating or controlling the 

hazards. 

• Monitor work conditions and work performance. 

• Implement and review this policy. 

• Consult with workers about this policy. 

• Make sure that all workers understand the organisation’s Equal Employment Opportunity Policy and their roles 

and responsibilities. 
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• Make sure all workers are properly trained in workplace hazards and safe work practices with consideration to 

their age, experience, and skill and in accordance with their roles and responsibilities. 

• Provide information to all young workers about the potential hazards encountered at work to make sure they 

can undertake their work safely. 

• Make sure that all young workers are aware of their duties and rights when they encounter workplace hazards. 

• Provide careful supervision until a young worker is competent to carry out the tasks required. 

• Make adjustments to accommodate specific needs of pregnant women to ensure their health, safety and 

welfare in the workplace. 

• Implement corrective or disciplinary procedures. 

• Provide safety training and information to workers where language and/or literacy may be an issue, in a format 

that is appropriate for their needs. 

• Keep confidential records of any unfair work practices against any worker; and 

• Provide a fair and equal workplace for all workers. 

Workers must: 

• Comply with the rules of this policy. 

• Report to their officer or supervisor any discrimination or unfair treatment in the workplace; and 

• Advise their supervisor if they feel unsafe performing any work activity or if they feel they have not been 

properly trained. 

6. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 

 

 



 

 

 

1 First Aid Policy 

FIRST AID POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 

 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed this policy to provide a safe and 

healthy workplace for all workers, subcontractors, and visitors.  This policy outlines the rules, responsibilities, and 

procedures for First Aid.  DB Controls & HVAC Services is committed to providing prompt and effective first aid 

treatment to all people in the workplace to minimise the severity of an injury or illness. 

1. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

2. RULES  

• All workers are to know the location of the first aid kit and who and how to contact the first aid officer; and 

• Report all injuries so they can be treated and recorded in the Incident and Injury Register. 

3. RESPONSIBILITIES 

Officers and Supervisors must: 

• Appoint a First Aid officer(s) with a current First Aid certificate for the workplace and each worksite. 

• Clearly identify First Aid roles and responsibilities. 

• Have an effective, prompt and coordinated approach to the provisions of First Aid to all workers and visitors.  

• Provide nationally recognised First Aid training for worker(s) appointed as First Aid officers. 

• Arrange refresher courses for First Aid officers before their certificates expire. 

• Pay First Aid allowance to workers appointed as First Aid officers. 

• Provide First Aid kits appropriate for the number of workers and the workplace and the treatment of injuries and 

illnesses identified during the risk management process.  First aid kits must be kept in a prominent, clean and 

easily accessible location known to all workers and portable first aid kits available to remote workers. 

• First aid facilities appropriate for the number of workers and the workplace; and  

• Consult with workers about this First Aid Policy so workers can contribute to decisions effecting their health, 

safety, and welfare. 
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Workers must: 

• Comply with the rules of this policy. 

• Respond to any reasonable request to help with first aid; and 

• Participate in workplace consultation and/or training in regard to first aid. 

First Aid Officers must: 

• Provide a quick and competent first aid response. 

• Recognise their limitations and only administer or carry out duties that have been included in their training. 

• Remain with an injured or ill person until no further treatment or assistance is required, or until the person is 

handed over to ambulance or other medical personnel, unless the officer’s personal safety is at risk. 

• Fulfil their responsibilities and maintain their qualifications to continue the appointment as a First Aid officer. 

• Provide initial First Aid attention when necessary to any worker and the public whilst on work premises. 

• Conduct monthly audits on the contents of all First Aid kits and restock supplies when required including when 

use by dates have expired. 

• Make sure a notice is displayed, on or near any First Aid Kit they are responsible for, detailing their name, 

telephone number and work location. 

• Always carry their current First Aid certificates on them; and 

• Keep a record all injuries and illness in the Incident and Injury Register.  The register must be kept at the 

workplace for seven years. 

4. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 



 

 

 

1 Hazardous Substances Policy 

HAZARDOUS SUBSTANCES POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 271 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) is committed to preventing any injury or ill 

health due to the use of hazardous substances in the workplace and has developed the following policy to create 

healthy and safe workplace(s) for all workers, subcontractors, visitors, and prevent environment damage. This policy 

outlines the rules, responsibilities, and procedures for Hazardous Substances.  

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES  

• Assess the hazards of associated with hazardous substances using the Hazardous Substances Risk Checklist and 

take action to eliminate or control the risks. 

• Store all hazardous substances and dangerous goods in their original containers with the label intact at all times. 

• Make sure a current Safety Data Sheet (SDS) for hazardous substances, including all chemicals and fibrous 

material, are available, read and understood by the relevant workers. 

• Always use the chemicals and other substances for their intended use and in a safe and appropriate manner. 

• Follow safety and environmental precautions for use, transport and storage of hazardous substances listed on 

the SDS.  

• Workers are to have their appropriate PPE that it is fitted correctly and well maintained when handling 

hazardous substances and stored safely when not in use.  Notify their officer/supervisor immediately when PPE 

is NOT provided or is unserviceable or unsuitable.  

• Use and/or adhere to safety signs and placards when and where required; and 

• Workers whose behaviour has placed the safety of themselves or other at risk will be subject to disciplinary 

procedures. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers about this policy. 

• Identify hazards and assess risks arising from storage and handling of herbicides, pesticides, solvents, oxidising 

agents, and other hazardous substances and eliminate or control the risks.  
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• Provide information to all workers about hazardous substances used and stored in the workplace. 

• Provide resources, information, training, and supervision for relevant workers to allow them to adhere to the 

rules and have the knowledge and resources to handle, use, transport and store hazardous substances and 

follow the procedures and understand their roles and responsibilities. 

• Make sure the appropriate personal protective equipment (PPE) is provided to workers, worn, and maintained 

correctly. 

• Make sure an emergency plan is in place and workers notified and trained to deal with accidents either 

environmental or personal contamination.  For example, containing spills, wash down area and appropriate first 

aid. 

• Consult with product suppliers and conduct independent research to purchase the least hazardous substance to 

achieve the desired result.  Make sure that SDS are provided with all hazardous substances purchased. 

• Make sure that SDS are available for workers and others in the workplace that may be exposed to herbicides, 

pesticides, solvents, oxidising agents, and other hazardous substances.  Make sure the SDS are no more than 5 

years old.  

• Provide and display appropriate signage where hazardous substances are being used or stored; and 

• Monitor air quality and provide health surveillance and the choice of a medical practitioner (when required). 

Workers must: 

• Always wear your own clean and maintained protective equipment to prevent personal or chemical 

contamination or contaminate others. 

• Cooperate with officers/supervisors when risks from hazardous substances are being assessed. 

• Participate in consultation, induction, and training of hazardous substances to allow safe completion of a 

required task. 

• Carry out directions and control measures put in place for using, handling, transporting, and storing hazardous 

substances. 

• Always use chemicals and other substances only for their intended use. 

• Store personal protective equipment in an appropriate manner when it is not in use. 

• Always wash before eating, drinking, or smoking. 

• Report any defects in any control measure, device for applying, storing, or handling hazardous substances 

promptly to the responsible officer or supervisor; and 

• Cooperate when monitoring air or health surveillance programs are put in place. 

6. SIGN OFF  

Company Representative: 

Signed:  Date: 21/12/2020 

Name: David Byrne Position: Managing Director 

 



1 Incident and Injury Management Policy 

INCIDENT AND INJURY MANAGEMENT POLICY 

1. COMPANY DETAILS

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 

2. INTRODUCTION

DB Controls & HVAC Services Pty Ltd (DB Control & HVAC Services) has developed a Work Health and Safety 

management system to prevent incidents, injury and illness occurring in the workplace.  This policy has been 

developed to provide all workers with a means to make compensation claims in the event an injury does happen.  

This policy outlines the rules, responsibilities and procedures for Incident and Injury Management. 

3. SCOPE

This policy applies across the organisation of DB Control & HVAC Services and all workplaces under our control. 

4. RULES

• All workers must carry out work in a safe manner that prevents harm to themselves and others or causes

damage to property, the environment or loss of process or product.

• All workers must follow the Incident or Injury Management procedures in the event of an incident or injury.

1. RESPONSIBILITIES

Officers and Supervisors must: 

• Implement and review this policy.

• Consult with workers about this policy.

• Provide resources, information, training, and supervision for workers to allow them to adhere to the rules, have

the knowledge and resources to follow the procedures and understand their roles and responsibilities.

• Maintain a current workers compensation policy with a licensed workers compensation insurer.

• Provide workers with the resources to report incidents and injuries and claim for injuries.

• Check the condition, wellbeing, and status of workers when they have been injured in the workplace.

• Have First Aid Officer(s) in place to provide first aid.

• Provide details of people who are responsible for the Incident and Injury Management procedures and process.

• Record all incidents and injuries.

•
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• Follow the Incident and injury Management Procedure. 

• Take witness reports of injury or incident. 

• Indicate that the medical restrictions documented on the medical certificate will be followed and have suitable 

duties available to the injured worker. 

• Not dismiss an injured worker because of their injury or inability to work, within six months of the injury or 

illness occurring. 

• Provide workers with support as appropriate. 

• Keep a record of notifiable incidents for 5 years. 

• Have an appropriate Return to Work Program; and 

• Nominate and train someone to be responsible for coordinating the Return-to-Work Program. 

Workers must: 

• Comply with the rules of this policy. 

• Participate in consultation and training regarding incident and injury management. 

• Immediately inform your officer/supervisor when incidents/injuries or illness occur; and 

• Provide details of injuries and allowed duties for your return-to-work to the officer/supervisor. 

2. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 

 



 

 

 

1 Internet and Email Policy 

INTERNET AND EMAIL POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed this policy to outline the 

responsible use of the Internet and Electronic Mail (Email) provided by the company for the use by workers.  This 

policy outlines the rules, responsibilities and procedures for Internet and email use, in particular security, privacy, 

confidentiality and preventing inappropriate material being downloaded or sent that may offend or insult. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES  

• The use of Email and the Internet during company time is to conduct company business only.  No personal 

business is to be conducted using the companies email system.  All documents created or results of network 

activity conducted while doing company business and with the company’s resources remain the property of the 

company. 

• The management at DB Controls & HVAC Services reserves the right to monitor, log and/or restrict employee 

email and Internet access without notice. 

• Keep email attachments to a minimum of 1 – 5Mb for efficient delivery. 

• Workers are prohibited from accessing, displaying, generating, or storing any material that is sexually explicit, 

offensive, and discriminatory or contains profanities.  Sending emails of a harassing nature or causes offence, 

embarrassment, or humiliation to persons inside or outside of the company is prohibited. 

• The use of the internet for any illegal purpose is strictly prohibited. 

• Purchasing via email is to be for goods and services required for the company and must have approval from the 

Officer. 

• Downloading software is prohibited unless approval is given as it may corrupt the system.  

• Any worker who is aware of any unauthorised or inappropriate use of email or the Internet must contact the 

Officer; and 

• Any worker who does not comply with these rules will be subject to disciplinary action. 

 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Inform all workers of this policy. 
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• Make sure that all workers understand the organisation’s Internet and Email Policy and their roles and 

responsibilities. 

• Implement disciplinary procedures when there is abuse of the internet or email; and 

• Monitor Internet and email usage. 

Workers must: 

• Comply with the rules of this policy. 

• Participate in consultation and training that relates to this policy; and 

• Inform the officer or supervisor if inappropriate emails are received. 

6. SIGN OFF 

 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 
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MANUAL HANDLING POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) is committed to preventing any injury or ill 

health due to manual handling in the workplace and has developed the following policy to create healthy and safe 

workplace(s) for all workers, subcontractors, and visitors. This policy outlines the rules and responsibilities for 

hazardous manual tasks.  

A hazardous manual task, as defined in the WHS Regulations, means a task that requires a person to exert force to lift, 

lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one or more of the 

following:  

• repetitive or sustained force. 

• high or sudden force. 

• repetitive movement. 

• sustained or awkward posture; and/or 

• exposure to vibration.  

These factors (known as characteristics of a hazardous manual task) directly stress the body and can lead to injury. 

1. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

2.  RULES 

• Assess the hazards of all manual handling task using the Manual Handling Hazard Checklist and take action to 

eliminate or control the risks. 

• Where hazards cannot be eliminated always use lifting devices / aids to minimise the risk or ask for assistance 

from other workers.  

• Workers are to notify the officer / supervisor if they believe a task to be hazardous or beyond their capabilities.  

• Follow suggested procedures for eliminating or controlling the risks set out in the Manual Handling Safe Work 

Method Statement (SWMS); and 

• Workers whose behaviour has placed the safety of themselves or other at risk will be subject to disciplinary 

procedures.  
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3. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers about this policy. 

• Assess the hazards and risks of manual handling identified in the Manual Handling Hazard Checklist and take into 

account the experience, skills and physical abilities of the workers performing the tasks. 

• Assess the ergonomic design of work areas that may pose hazards to workers and eliminate or control the risks. 

• Provide appropriate lifting devices/aids to control the risks from manual handling task. 

• Provide information, training, and supervision for workers to allow them to adhere to the rules and have the 

knowledge and resources to follow the procedures and understand their roles and responsibilities; and 

• Record all injuries arising from manual handling. 

Workers’ Must:  

• take reasonable care of the health and safety of themselves and others in the workplace.  

• co-operate with officer or supervisor in complying with this policy.  

• comply with all lawful instructions, information and training provided in relation to health and safety by officer 

or supervisor. 

• comply with risk control measures as instructed and trained. 

• notify officer or supervisor about any matter known to them that affects or might affect the ability to comply 

with this policy; and 

• Comply with the rules of this policy. 

4. SIGN OFF 

 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 



 

 

 

1 Personal Protective Equipment (PPE) Policy 

PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed this policy to provide a healthy 

and safe workplace for workers and others.  The company will make every effort to eliminate or control risks and 

only use PPE when there is no other alternative to protect the workers from the hazard.  This policy outlines the 

rules, responsibilities and procedures for PPE use, maintenance, and storage. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES 

• Make sure the PPE issued is fitted correctly and is appropriate for the tasks performed. 

• Wear and use appropriate PPE when required in accordance with manufacturer’s instructions and for its 

intended purpose. 

• Participate in consultation and training in regard to the correct fitting, use, maintenance and storage of PPE. 

• Workers must inspect their PPE to make sure it is in good working condition, maintain and store their PPE safely.  

The PPE remains the property of the company.  

• Inform the officer/supervisor if PPE has not been issued or is unsuitable or unwearable; and 

• Workers whose behaviour has placed the safety of themselves or other at risk will be subject to disciplinary 

procedures. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Inform all workers of this policy. 

• Provide PPE without any cost to the worker. 

• Provide resources, information, training, and supervision to allow workers to adhere to the rules and have the 

knowledge and resources to fit, use, maintain and store their PPE and follow the procedures and understand 

their roles and responsibilities. 

• Consult with workers about the use of PPE. 



 

 

 

2 Personal Protective Equipment (PPE) Policy 

 

• Make sure all PPE items purchased are manufactured to the relevant Australian Standards, and used, maintained 

and stored in accordance with the manufacturer’s recommendations. 

• Record all PPE issued to a worker; and 

• Replace all PPE due to ‘wear and tear’ by the worker. 

Workers must: 

• Comply with the rules of this policy; and 

• Participate in consultation and training in regard to PPE. 

6. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 

 



 

 

 

1 Plant and Equipment Policy 

PLANT AND EQUIPMENT POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 

 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed this policy to provide a healthy 

and safe workplace for all workers, subcontractors, and visitors. This policy outlines the rules, responsibilities and 

procedures for plant and equipment, and includes machinery and tools. 

1. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

2. RULES  

• All plant and equipment brought into the workplace must have a current service / maintenance record, 

registration or be tagged and be recorded in the Plant and Equipment Register. 

• All workers must be trained, certified, or licensed and competent to operate specific plant and equipment.  

• Make sure workers and others are aware of the hazards and risks associated with the plant and equipment in the 

workplace.  

• Make sure workers and others are wearing the appropriate PPE. 

• If plant and equipment or the environment becomes unsafe, cease operation until risks have been eliminated or 

controlled; and 

• Tools and equipment issued to workers are to be recorded in the Tools and Equipment Register – Worker. 

3. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers in regard to this policy. 

• Provide resources, information, training and supervision for workers to allow them to adhere to the rules and 

have the knowledge and resources to follow the rules, procedures and understand their roles and 

responsibilities. 

• Carry out an assessment to determine the most appropriate type of plant and equipment for the job at hand. 

• Use the Plant and Equipment Hazard Checklist to identify hazards specific to the plant or equipment and follow 

the Risk Management Procedure for managing risks posed by identified hazards. 
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• Maintain plant and equipment to comply with Australian Standards and / or manufacturer’s recommendations 

and record all maintenance in the Plant and Equipment Maintenance Register. 

• Choose a suitable location for the plant to operate in. 

• Make sure safety features and warning devices are provided and are working effectively. 

• Make sure all machine guards are in place and in good working order. 

• Carry out appropriate tests, checks and inspections to the plant and equipment as per manufacturer’s 

instructions. 

• Record all incidents and near misses. 

• Carry out inspections on all hired plant and equipment. 

Workers must: 

• Comply with the rules of this policy. 

• Participate in consultation and training regarding working near and operating plant and equipment. 

• No worker is to interfere or alter any plant or equipment. 

• Carry out regular inspection and maintenance of plant and equipment before and during use. 

• Have relevant certificates or licenses to operate any plant or equipment. 

• Report any faulty plant and equipment to their officer/supervisor; and 

• Report all hazards, incidents and near misses to their officer/supervisor. 

4. SIGN OFF 

 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 
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PURCHASING POLICY 

1. COMPANY DETAILS

Officer/Supervisor 

name: 
Contact number: 

Issued to:  

Date of issue: Date of review: 

1. INTRODUCTION

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a 

safe and healthy workplace for workers and others.  This policy outlines the rules, responsibilities, and procedures 

for purchasing plant, machinery, tools, furniture, chemicals, supplies and materials in our endeavour to eliminate or 

minimise the risks to workers. 

2. SCOPE

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

3. RULES

• Undertake training for the use, storage and transportation of the equipment or substance purchased; and

• Use the Purchasing Procedures and Checklist and/or Purchasing Register when purchasing plant, machinery,

tools, furniture, chemicals, supplies and materials; and

• Eliminate or mitigate risks associated with purchasing or supplying goods and services by conducting risk
assessments prior to purchase.

4. RESPONSIBILITIES

Officers and Supervisors must: 

• Consult with workers regarding proposed purchases of new equipment, substances, and materials.

• Obtain the risk control strategies for the safe use, transport or storage of any new equipment or substance from

the manufacturer, supplier, or Australian Standards prior to purchasing.

• Train workers in the safety aspects of the purchased equipment or substance.

• Review Safe Work Method Statement (SWMS) in relation to the newly purchased equipment or substance; and

• Purchase and issue the appropriate PPE for use with the newly purchased equipment or substance.

Workers must: 

• Comply with the rules of this policy; and

• Participate in any consultation and training relating to this policy.

David Byrne

15/12/2020

0401 627 271
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5. SIGN OFF

Company Representative: 

Signed: Date: 

Name: Position: David Byrne Managing Director

15/12/2020
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SITE ENVIRONMENTAL POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 

 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a 

safe and healthy workplace(s). This policy outlines the rules, responsibilities, and procedures for environmental 

protection. 

1. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and across all workplaces/worksites under 

this organisations control, including contractors/sub-contractors and visitors to the workplace/worksite. 

2. RULES 

• Wherever practicable employees at DB Controls & HVAC Services will reduce the volume of waste generated and 

reuse and recycle.  Whenever possible new products and supplies should be reusable and/or recyclable. 

• Where possible purchase responsibly for example purchase local products to reduce transport emissions and 

support the local community, be aware of where the product or its raw components have come from – is it 

causing deforestation, loss of habitat or exploiting workers in another country. 

• Prevent any actions from work activities causing environmental damage by following preventative procedures In 

the event of an incident/accident follow the emergency procedures, making sure that the appropriate 

equipment is available for clean-up and that a quick response is applied to eliminate or reduce any damage; and 

• Be aware of environmental issues and safeguards, including erosion and sediment control, weed invasion, 

sensitive/rare vegetation and fauna, air quality, noise, waste, heritage, and archaeological sites. 

3. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers about this policy. 

• Provide resources, information, training, and supervision for workers to allow them to adhere to the rules and 

have the knowledge and resources to follow the procedures and understand their roles and responsibilities. 

• Comply with statutory requirements, codes, standards, and guidelines. 

• Implement and comply with site Environmental Management Plans (EMP) 
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• Make sure all equipment is serviced and not showing visible emissions. 

• Make sure noise and air pollution are monitored and kept to the appropriate levels. 

• Provide areas for chemical storage and hosing down. 

• Make sure all incidents are investigated and if required appropriate disciplinary action carried out; and 

• Undertake site environmental inspections and fill out Site Environmental Checklist, and Waste Management Plan 

when required. 

Workers must: 

• Comply with the rules of this policy and follow procedures. 

• Use, store and dispose of chemicals as per the Safety Data Sheet (SDS). 

• Remove waste from the workplace/worksite and place in designated receptacle/waste area. 

• Reduce the damage to flora and fauna. 

• Make sure correct measures are in place for sediment control. 

• Report any incidents or complaints to the officer/supervisor. 

• Wash machinery in designated area.  

• Participate in consultation and training in relation to environmental management; and 

• Advise officer or supervisor of any potential breaches of plans or statements, and sightings of rare plants or 

animals, fauna or archaeological or heritage items. 

4. PROCEDURES  

Responsible Behaviour 

• Dispose of rubbish responsibly, either recycle or place in designated receptacle/area. 

• Prevent chemicals and other foreign material from entering drains, gutters or contaminating ground soil. 

• Wash down plant and equipment in designated area if available, make sure site soil and weed seeds are 

contained and not spread to another site or allowed to enter drains or gutters. 

Failure of Erosion/Sediment Control Device 

• Prevent further escape of sediment. 

• Contain escaped material, using silt fence, hay bales, pipes etc. 

• Notify officer or supervisor of incident. 

• Repair or replace failed device as appropriate. 

• Dig/scrape up escaped material.  Take care prevent further damage to the site or vegetation and monitor for 

effectiveness until re-stabilised; and 

• Officer or supervisor to record incident. 
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Bank/Slope Failure 

• Stabilise toe of slope to prevent sediment escape by using aggregate bags, silt fence, logs, hay bales, pipes etc. 

• Notify officer/supervisor of the incident. 

• Divert water away from failed fence. 

• Protect area from further collapse as appropriate. 

• Restore as advised by officer/supervisor; and 

• Monitor for effectiveness until stabilised. 

Waste 

• Know what types of waste will be generated during excavation, demolition, and construction. 

• Check the council development consent and environment protection licence to make sure the waste facility can 

lawfully accept the waste. 

• Prepare and implement a Waste Management Plan. 

• Regularly update the waste management plan to record how waste is managed and audit where waste is taken. 

• Dispose of chemicals and hazardous substances as directed on the SDS. 

• Keep accurate written records such as: 

o Who transported the waste (company name, ABN, vehicle registration and driver details, date and time of 

transport, description of waste) 

o Copies of waste dockets/receipts for the waste facility (date and time of delivery, name and address of the 

facility, its ABN, contact person) 

Discovery of Rare or Endangered Species 

• Stop work. 

• Notify officer or supervisor. 

• If a plant is found, mark location of plants.  If an animal, mark location where sighted. 

• Officer/supervisor to identify/arrange identification of species. 

• If confirmed significant, officer/supervisor to liaise with relevant local and state government authorities; and 

• Recommence work when cleared by officer/supervisor. 

Discovery of Archaeological/Heritage Item(s) 

• Stop work. 

• Do not further disturb the area. 

• Notify officer/supervisor. 

• Officer/supervisor to arrange appraisal of specimen. 

• If confirmed significant, officer/supervisor to liaise with relevant local and state government authorities; and 

• Recommence work when cleared by officer/supervisor. 
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Exceeding Clean Air or Noise Levels  

• Stop work. 

• Notify officer/supervisor. 

• Confirm all plant and equipment has been suitably maintained. 

• Undertake any necessary repairs or maintenance to plant and equipment. 

• Implement additional mitigation measures as set out in the site EMP (if required), such as dust suppression 

measures. 

• Recommence work when cleared by officer/supervisor. 

5. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 



 
 

 

DB Control & HVAC Services - Pty Ltd 
Phone: 0401 627 271 
Email: david@controlservices.com.au 
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SUBCONTRACTOR MANAGEMENT POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Control & HVAC Services Pty Ltd (DB Control & HVAC Services) has developed this policy to provide a healthy and 

safe workplace for workers and others.  It is important the subcontractors and their workers work practices of do not 

pose a risk to health, safety and the environment, and our workplace and workforce does not pose a risk to the 

subcontractor or their workers.  This policy outlines the rules, responsibilities, and procedures for subcontractor 

management. 

3. SCOPE 

This policy applies across the organisation of DB Control & HVAC Services and all workplaces under our control. 

4. RULES 

All subcontractors engaged by DB Control & HVAC Services are to adhere to the following requirements: 

• Complete the Subcontractor Safety Checklist and provide any supporting documents required. 

• Provide a Risk Assessment for the site and Safe Work Method Statements (SWMS) for the tasks for which they 

are contracted. 

• Make sure their or their workers actions do not endanger the health and safety of other workers and visitors in 

or near the workplace; and 

• Report incidents, near misses and hazards to the officer/supervisor. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers and subcontractors about this policy. 

• Make sure subcontractors are provided with the Subcontractor Safety Checklist and it is completed, and any 

supporting documentation is provided by the subcontractor prior to them commencing work.  
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DB Control & HVAC Services - Pty Ltd 
Phone: 0401 627 271 
Email: david@controlservices.com.au 
Web: www.dbcontrolservices.com.au 
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2 Subcontractor Management Policy 

 

 

 

• Make sure all subcontractors understand DB Control & HVAC Services policies, safety rules and their roles and 

responsibilities.  

• Make sure any subcontractor is not put at risk by the activities of other workers; and 

• Provide a safe and healthy workplace for all subcontractors. 

Workers must: 

• Work in a manner that does not endanger the health and safety of subcontractors in the workplace. 

6. PROCEDURES  

Censure or Termination of Contract: 

Subcontractors who do not comply with this policy will be subject to the following procedures: 

• When an officer/supervisor becomes aware of an alleged breach of DB Control & HVAC Services policies and/or 

site rules, they will initially speak with the subcontractor as soon as possible after the alleged breach has been 

reported. 

• The subcontractor will have the opportunity within a reasonable time to explain their actions. 

• The proceedings will be conducted honestly, fairly and without bias; and 

• If the subcontractor does not give reasonable cause for their actions or does not rectify the reason for the 

grievance/complaint, the Contract will be terminated, and the subcontractor removed from the workplace. 

7. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 

 

 

 

 

mailto:david@controlservices.com.au


 

 

 

1 Training and Competency Policy 

TRAINING AND COMPETENCY POLICY 

1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 271 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed this policy to provide a healthy 

and safe workplace for all workers, subcontractors, and visitors. DB Controls & HVAC Services is committed to 

providing the necessary information, training, and supervision to make sure our workers are competent in the tasks 

they perform and do not pose a risk to their own and others health and safety.  This policy outlines the rules, 

responsibilities and procedures for training and competency. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES 

• All workers, subcontractors and visitors must be inducted to the workplace. 

• All workers must receive training or demonstrate competency, qualifications, or licences prior to commencing 

work. 

• Proof of current qualifications through demonstration, certificates and licenses must be provided to the 

officer/supervisor prior to commencing work; and 

• Make sure visitors are provided with suitable supervision in the workplace. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers about this policy. 

• Make sure that all workers understand the organisation’s Training and Competency Policy and their roles and 

responsibilities. 

• Identify if workers are qualified or certified to undertake tasks. 

• Provide appropriate training, instruction and supervision for workers who lack experience or competency. 

• Monitor the general conduct of work for compliance with Work Health and Safety (WHS) regulations, 

procedures, and safe work practices. 

• Record workers skills and competency; and 

• Keep a register of training attended by workers. 
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Workers must: 

• Comply with the rules of this policy.

• Demonstrate they have the appropriate skills and experience to perform work activities safely or participate in

training; and

• Current licenses and certificates must be available at all times.

6. SIGN OFF

Company Representative: 

Signed: Date: 15/12/2020 

Name: David Byrne Position: Managing Director 
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WORKPLACE CONSULTATION POLICY 

1. COMPANY DETAILS 
 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a 

safe and healthy workplace for workers, and others.  This policy outlines the rules, responsibilities, and procedures 

for Workplace Consultation.  Through consultation workers can contribute to health and safety issues that may 

affect them and their welfare.  This consultation process allows us to become more aware of hazards and Work 

Health and Safety (WHS) issues experienced by workers and involve them in addressing potential problems before 

they escalate and affect our business. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES  

• Consultation is required when. 

o identifying hazards and assessing risks arising from WHS matters arising from the work be carried out. 

o making decisions about ways to eliminate and minimise those risks. 

o making decisions about the adequacy of facilities for the welfare of workers. 

o carrying out any other activity prescribed by the Regulations. 

o proposing changes that may affect the health and safety of workers; and 

o making decisions about procedures for: 

→ consultation 

→ resolving WHS issues 

→ monitoring health of workers 

→ monitoring conditions at the workplace under 

→ the management of the PCBU 

→ providing information or training for workers 

• Participate in workplace consultation and training; and  

• Attend WHS meetings when and if required to consult on health and safety issues. 
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5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Consult with workers to decide on workplace consultation arrangements and record the agreed outcomes and 

make sure all workgroups are represented and informed. 

• Consult with workers who carry out work for the business or undertaking who are, or likely to be, directly 

affected by a WHS matter. 

• Provide resources, information, and training for workers to allow them to understand work health and safety 

issues so they have the knowledge to make informed decisions. In particular hazard identification, hazard control 

and safe work procedures. 

• Hold meetings to consult with workers, health, and safety representatives (HSR) or committee members to 

enable them to contribute to the decisions that may affect their health, safety, and welfare. 

• Provide sufficient time to discuss and resolve WHS issues. 

• Address safety issues promptly; and  

• Document meetings and safety decisions. 

Workers must: 

• Comply with the rules of this policy. 

• Report all incidents, accidents, near misses and hazards to the officer/supervisor.  

• Participate in any consultation and training relating to this policy; and 

• Raise any health and safety concerns for discussion at the meetings or with their HSR. 

6. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 
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WORKPLACE VIOLENCE AND BULLYING POLICY 
1. COMPANY DETAILS 

 

Supervisor Name: David Byrne Contact Number: 0401 627 278 Date of Issue: 15/12/2020 
 

2. INTRODUCTION 

DB Controls & HVAC Services Pty Ltd (DB Controls & HVAC Services) has developed the following policy to create a 

safe and healthy workplace for workers and others.  Workplace violence and bullying is when a person subjects 

another to degrading behaviour ranging from verbal abuse or threats to actual physical violence.  Workplace 

violence and bullying will not be tolerated within the organisation or directed to workers from outside the 

organisation.  This policy outlines the rules, responsibilities and procedures for violence and bullying in the 

workplace. 

3. SCOPE 

This policy applies across the organisation of DB Controls & HVAC Services and all workplaces under our control. 

4. RULES 

• All workers must treat each other, customers/clients and the public with courtesy and respect during the course 

of their work. 

• Do not commit a violent act or threaten to commit a violent act towards another person or property; and 

• Report all incidents of workplace violence which includes assault, verbal abuse, harassment, bullying, threatened 

assaults, ganging up or intimidation, physical or sexual assault, armed robbery, and malicious damage. 

5. RESPONSIBILITIES 

Officers and Supervisors must: 

• Implement and review this policy. 

• Consult with workers about this policy so they can contribute to decisions affecting their health, safety, and 

welfare. 

• Provide resources, information, training, and supervision for workers to allow them to adhere to the rules, have 

the knowledge and resources to follow the procedures and understand their roles and responsibilities. 

• Provide information to all workers about the potential health and safety impacts of violence in the workplace. 

• Provide appropriate training in the operation of any security equipment for workers according to their needs, 

roles, and responsibilities. 

• Provide a secure work environment and take action against anyone who threatens or bullies their workers. 

• Monitor work conditions and work performance. 
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• Take each and every threat or violent act seriously and report acts or threats of violence to the appropriate 

authorities. 

• Outline the procedures for the management of violence. 

• Encourage and refer workers to support and counselling as appropriate. 

• Record all incidents of violence and threats; and 

• Continue to monitor workplace conditions and the environment, performance and culture for problematic 
behaviours and attitudes. 

Workers must: 

• Be courteous, understanding and show mutual respect towards all persons. 

• Participate in consultation and any training required to prevent workplace violence. 

• Comply with the rules of this policy; and 

• Advise their officer/supervisor if they feel unsafe performing any work activity or if they feel they have not been 

properly trained. 

 

6. SIGN OFF 

Company Representative: 

Signed:  Date: 15/12/2020 

Name: David Byrne Position: Managing Director 

 




