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SAFE WORK PROCEDURE
Safe Work Procedures are documented procedures for performing tasks.  The purpose of a safe work procedure is to reduce the risk to health and safety in the workplace and reduce the likelihood of an injury by ensuring that employees know how to work safely when carrying out the tasks involved in their jobs.  Safe work procedures may also be called safe work method statements (SWMS).
Safe work procedures are based on a task analysis which breaks down the job into specific steps and the conduct of a risk assessment on each of the steps to identify hazards, assess the level of risk and determine suitable control strategies.  This information is then included in the operating instructions provided to the employee and utilised both in training and competency assessments.

Where to start?

Identify tasks that require safe work procedures

Develop safe work procedures for tasks that are likely to harm your workers if any risks are not addressed.  Many tasks are unlikely to expose your workers to risks, so documented safe work procedures are unnecessary.

Do a thorough inspection of the workplace and a complete review of all work tasks? Perhaps you have overlooked risks associated with:

• handling chemicals

• lifting and moving objects

• working at heights

• slips, trips and falls

• housekeeping

• electrical equipment.

Speak with your workers about the tasks they perform and identify those tasks that

could place them at risk. Consider the aspects of each task that expose them to risk

and determine the likely consequences if the risks are not managed. This is known

as risk assessment.

Prioritise the tasks that require safe work procedures

Develop safe work procedures for the tasks that present the greatest risk and pose the most serious consequences, and gradually work through those that present less risk.
Develop safe work procedures

Develop safe work procedures as follows:

· Involve your workers – they are more likely to follow a safe work procedure if they have been involved in its development, and they will often know the best and safest way to perform a task. Involve those workers who are experienced in performing the tasks.

· Identify the elements of each task and the associated risks – grocery shopping involves preparing shopping list, driving to shop and parking, obtaining trolley and pushing to shelves, lifting items from shelves, placing shopping on checkout, placing bags back in trolley, loading boot, driving back to house, unloading boot and carrying to house and packing shelves.

· Identify the hazards and risks that each of these activities pose to those

performing the task. Are there any risks of manual handling injuries from

lifting and stacking? Is there the potential for vehicle accident, slips and trips etc? 

· Control the risks – once the hazards and their associated risks have been

identified and assessed, decide how to control them. Consider the most

effective way of minimising the risk of harm. Can the shopping be done in smaller loads, is an assistant required, can a trolley be used to carry the shopping from the car to the house? 

· Document your safe work procedures – the easier your safe work procedures

are to understand, the more likely your workers will follow them. List all

the control measures you have identified, as a series of steps set out in the

sequence they need to be used.

· Distribute the safe work procedures for review – have your experienced workers review the safe work procedures and make amendments as appropriate.
Implement safe work procedures through training

Proper implementation of safe work procedures involves training and supervision.

Your workers must be trained to do their work tasks safely and must demonstrate an ability to follow the safe work procedures. Simply reading the documented procedure is not enough and you must ensure that the safe work procedures are followed at all times. Discipline your workers when safe work procedures are not followed.

Review your procedures

Review your safe work procedures when there is a change to your workplace, or after an injury or near miss associated with the task. As a general rule, do a periodic review of all your safe work procedures to ensure they are current and effective. Involve your workers in this review.
Reference:
WorkCover NSW “Workplace Safety Kit – A Step by Step Guide to Safety for Business”  2001
STEPS TO WRITING A SAFE WORK PROCEDURE
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*Who supervises,
*Who does job
*Purpose of job

*What tasks comprise job

*How often or how long are they
performed

«Consider noise, temperature, air
quality, vehicle traffic

«ldentify hazards associated with each
step and the degree of risk

+Change to process or equipment
+Use of mechanical equipment
+Safer chemicals

<Improved ventiation

«Safer equipment

*Use of PPE

*Referto sample format

eInclude in induction training or task
specific training

*Regularly assess employee's ability to
comply with safe work procedure and
documentassessment

+Changes in equipment or processes
should prompt a review of the safe
work procedure
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