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	PURPOSE:

This procedure is to give guidance to special committees of management to manage certain Council assets under agreement. It has been developed in relation to hazard identification and risk management associated with duties identified in General Maintenance Guidelines for Committees of Management. 

In accordance with the Occupational Health & Safety Act 2004, Council has a duty of care to ensure that Committee members are not exposed to risks to health & safety arising from such agreed duties or licence agreement.

	SCOPE:

This procedure covers minor maintenance activities within the Agreement such as all day to day maintenance including: -

a)
minor electrical works including supply/repairs/replacement of globes, light fittings, and electrical repairs.

b)
minor plumbing works including supply/repairs/replacement of fittings, fixtures, guttering, leaks.

c)
cleaning of all areas.

d)
not permitting any rubbish to accumulate in or about the property.

e)
minor carpentry works including supply/repair/replacement of benches, doors, cupboards and other fittings and fixtures.

f)
supply/repair/replacement of breakages of equipment, fixtures and fittings.

g)
minor painting works.

h)
maintaining of roads and car park areas.



	The attached flowchart (page 3) gives detail of the Risk Management process to be followed for maintenance activities.



	Responsibility

Committees of Management are responsible for ensuring steps within this procedure are followed.
Definitions

A Hazard is anything that can cause loss, damage, injury, illness or disease or death.
A Risk is the chance of something happening because of the hazard and can be measured.

Risk Assessment often called a Job Safety Analysis is a process of reviewing the risk(s) applicable to a task, activity or situation, determining what injury or consequence may occur and the likelihood of the injury occurring. It also means determining what control measure(s) need to be put in place to eliminate or minimise the risk(s) to a safe level, as far as is reasonably practicable.
Risk Assessment Matrix is a tool in the form of a table that is used during a risk assessment to determine the level of risk, either extreme, high, medium or low risk, with numerical values to assist in rating the risk.

Risk Assessment / Job Safety Analysis (Refer Flowchart page 3)
COM’s are obliged to undertake Risk Assessments (Job Safety Analysis) on any maintenance activity. A Job Safety Analysis form can be used for this. If in doubt of any aspect of hazard identification and risk management, assistance can be obtained from Council officers on 5795 0000.

In mitigating risk the following hierarchy of control should be followed:
Eliminate – remove the risk totally

Substitute – replace with something of lower risk

Isolation – barricade or otherwise ensure people are not exposed to the risk 

Engineering – redesign or structural change to the situation

Administrative – Signs warning of the risk, or documented procedures detailing the risk and mitigation controls
Personal Protective Equipment (& clothing) – last resort in risk mitigation

Attempts to eliminate or reduce the risk must be done as far as is reasonably practicable.
No person should attempt to undertake any activity that has risk unless:

· a Risk Assessment (Job Safety Analysis) is undertaken and
· the risk is perceived to have a Risk Rating of “Low” in accordance with Council’s Risk Assessment Matrix and
· if the Risk Rating is “Moderate” or “High”, they have attempted to eliminate or reduce the risk to an acceptable level by introducing controls and

· they are trained and competent in the task and

· equipment used is suitable and in good condition and

· they are totally aware of the risk and consequences and
· they have ensured all people involved in the activity are aware of the risks

Tasks that have a Risk Rating of “Extreme” after control measures are implemented, must not be undertaken by COM members unless qualified in the particular task.

Contractors

If the committee or Council engages a contractor for certain works, the facility becomes a workplace under the OHS Act and all actions by the contractor must be in accordance with Section 26 of the Act. 

Behaviour

COM personnel and any volunteers must act in a manner that does not put themselves or any other person or property at risk. Any person whose conduct places another person at risk of serious injury in a workplace is in breach of the Act under Section 32. This circumstance could arise if an unskilled/untrained person is asked to assist a contractor in a high risk activity eg., working on a roof with no fall protection.

Always ensure that people involved in the activity or task are competent, or supervised by someone that is competent.


Key Hazards & Risks

Some examples of  key hazards and risks that the committee may be likely to encounter as a result of maintenance activities may be: 
	Activity or Task
	Hazard/Risk
	Possible control (examples only)

	Drilling holes in walls to repair a bracket
	Contact with power cable causing electrocution. Injury possible death.
Asbestos causing illness and possibly death
	Turn off power. Identify actual location of power cable. Use short drill bit to prevent contact with cable.

Engage specialist contractor to remove asbestos.

	Changing a light bulb either in high ceiling or lighting tower. 

Working on roofs, eaves or guttering. 
	Falling causing serious injury and possible death
	Only trained and competent people should attempt to work at height. 

If your feet are above 2 metres, some form of fall protection must be in place.
Scissor lift. Cherry picker. Approved scaffolding. Safety Harness and rescue plan to activate if a fall occurs. 

	General cleaning using hazardous substances
	Contact with hazardous substance may cause physical injury or death through poisoning
	As a minimum, follow safety directions on container. However, Material Safety Data Sheets have important safety information and a separate risk assessment should be undertaken on all hazardous substances to determine correct control measures


Note: these are only examples, a full list of maintenance activities with an indication of risk is included in the Operations and Risk Management Manual, General Maintenance Guidelines. Each task must be fully assessed before work commences. All identified risks and implemented controls must be communicated to all those involved in the activity, including bystanders.
Activities that have a Risk Rating of “Extreme” after control measures are in place, should only be undertaken by competent contractors or referred to Council for consideration. The Hazard Identification form may be used for this purpose.
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Identify risks associated with each hazard.

Rate each risk from Risk Assessment Matrix to quantify it.

    - Ask yourself  "What can happen?" ie consequence.

Is the risk acceptable? i.e. Rated as Low.

Identify controls that can be put in place to eliminate

   or mitigate the risks as far as is reasonably practicable.
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