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INTRODUCTION
The way that we care for our ministry team, our volunteers, our congregations, visitors, and contractors is
an essential expression of our love for God and his creation (Mark 12:31); looking to the interests of others
(Philippians 2:3), being wise stewards of our Church property (Matthew 25:14-30) and being responsible for
the wellbeing and reputation of our church and community (Acts 2:47). We are also called to comply with
the laws of our state (1 Peter 2:13-14).
The Work Health and Safety Act 2011 (WHS Act) introduced on 1 January 2012 and the Work Health and
Safety Regulation 2017 introduced on 1 September 2017 have implications for all NSW churches. The WHS
Act is supported by a new Regulation and updated Codes of Practice.
Under the WHS Act, our State Church and each congregation is considered to be a ’person conducting a
business or undertaking’ (PCBU). A PCBU does not need to employ workers.
Our church sites are workplaces. Areas of the home used for church work are workplaces as are places
where ministry is undertaken e.g., Scripture or breakfast club in schools, campgrounds, off site ministry
activities, pastoral care visits, retirement homes, cemeteries, vehicles etc.
Workers include employees, volunteers, contractors, and work experience students. Ministers are workers,
although they are not employees and, if in receipt of a stipend, are not volunteers. Other persons include
congregation members and visitors who are not undertaking paid or voluntary work while they are in the
workplace. The expanded definitions of ‘worker’ and ‘workplace’ in the legislation require that:
• Each church, as a workplace, has an obligation to discharge the same duty of care to volunteers
or other persons at the workplace (including congregation members) as applied to paid
employees.
• All workers, including church volunteers and congregation members, have a legal obligation to
take care of their own health and safety, take care that their actions do not compromise the
health and safety of others, and comply with reasonable policies, procedures, instructions, or
other safety practices implemented by the church to comply with their primary duty of care as
a PCBU. Workers can be prosecuted for failing in the above.
Much of this responsibility falls on the Committee of Management, though they themselves are
volunteers. The Act provides that a volunteer who breaches a duty to ensure health and safety that applies
to them in their capacity as a PCBU or officer cannot be prosecuted by Safe Work NSW for that breach. This
is not an excuse to be slack towards health and safety but means people can volunteer without fear of the
threat of prosecution.
There needs to be special attention to volunteers who are under 18, who may be at greater risk from some
tasks due to inexperience.
The legislation imposes a ‘duty of care’ on PCBUs:
• To eliminate risks to health and safety, so far as is reasonably practicable; and
• If it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks
so far as is reasonably practicable.
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Significant penalties, including a prison term for individuals convicted of a category 1 ‘reckless conduct’
offence, apply for failure to discharge a duty or obligation imposed under the WHS or ES Acts. Prosecutions
may extend to:
• The Church as a Corporation;
• Officers of the Church as a PCBU;
• PCBUs involved in management or control of workplaces;
• PCBUs involved in management or control of fixtures fittings or plant at workplaces;
• Workers or other persons at the workplace.
The legislation requires that an officer of a PCBU with a duty under the legislation must exercise ‘due
diligence’ to ensure the PCBU complies with that duty or obligation. It is not a defence to claim, “We can’t
do anything about it” or “We’ve been doing it this way for years”. The Church needs to be able to
evidence documentation that it has provided adequate resources, induction, training, and supervision that
demonstrates it has exercised ‘due diligence’, and that church workers/volunteers know how to implement
safety requirements in the tasks they carry out.
Duty holders must ensure the health and safety of all persons at the workplace, so far as is ‘reasonably
practicable’. Cost can only be considered under the ‘reasonably practicable’ test where the cost associated
with eliminating or minimising the risk is grossly disproportionate to the risk.
It is essential that all equipment used by churches (including kitchens, grounds and working bees) meet the
required standards for plant, structures, and substances. This means that items considered defective which
may have been donated or loaned are excluded from being used. This includes privately-owned equipment
brought for a specific purpose and owner-operated equipment is subjected to these standards.
Businesses, as PCBUs, doing any form of contract work for a church have their own duties and obligations
under the legislation. Churches must have a system to confirm that each contractor is licensed, qualified
and holds adequate public liability insurance by producing evidence of compliance. The Church (through an
officer of the Committee of Management) must consult with and brief each contractor on information
relevant to carrying out the work safely or obtain a safety plan from the contractor setting out the way in
which the relevant activity will be undertaken.
Whether it involves paid church workers, volunteers or contractors, the Church is required to maintain a
record which confirms that the appropriate consultation, induction, training, instruction, supervision, and
other necessary processes have occurred. This is the only way the Church will be able to demonstrate they
exercised ‘due diligence’ in the event of an accident or incident.
In addition to implementing preventive measures, each Presbytery/Charge/Committee must have injury
and incident management processes that incorporate a method of tracking and measuring the
effectiveness of control measures. All incidents, accidents, near misses and hazards are to be reported.
More serious ‘notifiable incidents’ require reporting to Safe Work NSW.
Within this framework, the church must undertake regular inspections and Church Offices WHSE Manager
and insurance assessors may visit each site from time to time to inspect property and audit safety
equipment, emergency systems and records.
Forms and worked examples of risk assessments and safety plans are provided in ‘Resources' under ‘Work
Health and Safety’ at pcnsw.org.au. See Appendix 1 for index of available forms.
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Churches have access to a range of resources to help them with procedures and forms including WHS
Codes of Practice and guides. These are listed in Appendix 2. Internet sites with relevant WHS information
include:
• Planning NSW (planning.nsw.gov.au, 1300 420 596)
• Safe Work NSW (safework.nsw.gov.au or 13 10 50)
• Safe Work Australia (safeworkaustralia.gov.au, info@swa.gov.au)
• Comcare: Federal Government Agency responsible for workplace safety, rehabilitation and
compensation (comcare.gov.au, 1300 366 979).
Appendix 3 lists some WHS suppliers of training, services and supplies.
Table 1: Contact details within PC NSW Church Offices:
Position and
WHS Area
Representative
General Manager: Jeof
Church management, Covid
Falls
management
Insurance Manager:
Insurance claims and questions
Greg Scott
and receives accident, incident
and near miss forms.
Conduct Protocol Unit:
Breaking The Silence Training,
Director: Terry
advice or to report abuse
Georgeson

Executive ManagerCorporate Services:
Peter Merrick
WHSE Manager, Church
Offices:
Hazel Nisbet
Disability Advocate,
Jericho Road:
Jason Forbes

Church management including
Committee of Management
queries
WHS guidelines, forms, annual
survey, advice and amendments
to WHS Guidelines and forms
Advice regarding disability
inclusive church buildings and
ministries

Contact details
9690 9333
jfalls @pcnsw.org.au
9690 9312
gscott@pcnsw.org.au
9690 9325

tgeorgeson@pcnsw.org.au
cpu@pcnsw.org.au
(Police 131 444 NSW or
000 in an Emergency)
0498 000 085
pmerrick@pcnsw.org.au
0414 463 976
hnisbet@pcnsw.org.au
4322 2164
jforbes.disabilityadvocate.pss@gmail.com

This document is designed specifically to help each individual church comply with their legal obligations.
This document does not specifically address responsibilities under the Child Protection (Working with
Children) Act 2012 which is addressed separately under The Conduct Protocol Unit (CPU) of the
Presbyterian Church. (See breakingthesilence.org.au)
If you believe that there should be an amendment or addition to this manual, please contact the
Presbyterian Church WHSE Manager.
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WORK HEALTH AND SAFETY POLICY
Procedure
Each church must have a Safety Statement Policy Statement adopted by the church and clearly displayed in a
highly visible area. A ‘Policy Work Health and Safety Template’ (below- see ‘Resources’ pcnsw.org.au) may be
adopted or amended following approval by Committee of Management (CoM).
Commitment
The Presbyterian Church recognises its moral and legal responsibilities to provide, so far as is reasonably
practicable, a safe and healthy environment for ordained ministers, employees, contractors, sub-contractors,
employees of contractors and sub-contractors, employees of labour hire companies, trainees, work experience
students and volunteers (‘workers’), parishioners and visitors, and will endeavour to ensure that it does
nothing to place them or the local community at risk of injury or illness. Resources will be made available to
comply with all relevant Work Health & Safety (WHS) legislation to ensure that all church sites are safe and
free of avoidable risk to health and safety.
Objectives
Responsibilities of the Committee of Management
• To provide a safe workplace.
• To implement WHS policies and procedures, including conducting regular inspections of the
workplace aimed at preventing accidents and incidents.
• To actively promote and practice those policies and procedures.
• To provide the resources required to meet the church’s WHS commitments.
• To provide appropriate information, instruction, training, and supervision to ensure, so far as is
reasonably practicable, health and safety within the workplace.
• To provide adequate facilities for the welfare of people in the workplace.
The Church will endeavour to:
• Provide safe buildings, plant and systems of work.
• Ensure compliance with legislative requirements and standards.
• Provide ‘workers’ with necessary information, training, and supervision for their safety.
• Provide support that will help ‘workers’ to maintain their psychological and physical health.
‘Workers’ (staff, congregation, contractors and visitors etc) will endeavour to:
• Use due care, skill, and competence to complete their duties in a safe manner, which includes
taking reasonable care for the health and safety of others.
• Follow all WHS policies and procedures.
• Actively participate in safety improvement activities.
• Report all hazards identified to the Safety Officer/CoM or warden.
• Comply with lawful instructions.

Consultation
The church is committed to encouraging consultation and cooperation between church administrators, ministry
staff, employees, voluntary workers, and parishioners. It will involve those parties as appropriate in workplace
decisions likely to affect their safety, health and welfare and the safety, health and welfare of contractors,
subcontractors, and visitors.
The Committee of Management is committed to ongoing review of workplace policies and procedures to seek
to ensure their continuing relevance to changing circumstances.
Signed on behalf of the Committee of Management
Name:_________________________
Name:_________________________
Minister
Committee of Management Representative
Date:____/____/____
Date:____/____/___
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WHS ROLES AND RESPONSIBILITIES
These roles and responsibilities aim to ensure responsibility and accountability is allocated for all levels of the
Church. All WHS roles and responsibilities shall be applied by workers, as far as is reasonably practicable,
within the scope of their work. It is important that persons with a ‘duty’ imposed under the WHS Act
understand that this ‘duty’ may not be transferred, delegated or assigned to another person.
Safe Work NSW provide a helpful guide for workplaces. See ‘Resources’ pcnsw.org.au ‘Understanding WHS
Responsibilities’.
The aim is for continuous improvement in WHS procedures. See ‘Resources’ pcnsw.org.au: ‘WHS
Documentation and Actions Priority Table’.

General Manager
•
•

Communicate PCNSW’s WHS policy, guidelines, procedures, and associated documentation to each
Presbytery/Church/Committee of Management in accordance with the Assembly’s directions.
Collect and disseminate PCNSW risk, hazard, accident, incident, and injury data.

Assembly
•
•
•
•
•
•
•
•

Establish a WHS structure to assist the Presbytery/Church/Committee to comply with WHS legislation
Formally approve the WHS policy and associated documentation
Undertake WHS due diligence and conduct periodic reviews to ensure PCNSW complies with its primary
duty of care to ensure a safe and healthy environment
Develop, set and monitor PCNSW’s WHS performance via objectives, targets and a WHS action plan
Provide adequate resources and support for the implementation of PCNSW’s WHS Management System
Ensure, as far as reasonably practicable, that workers and other persons are not put at risk from work
carried out as part of PCNSW’s activities
Ensure WHS is on the agenda for all Presbytery and Church Committee of Management meetings
Review and formally ratify all WHS Standards, User Guides, and associated documentation.

Minister and Session
•
•
•
•
•

Support the WHS program and ‘lead from the front’
Provide safe buildings, plant, and systems of work
Adopt policy statement and ensure it is clearly displayed in a highly visible area
Support Committee of Management and Safety Officer and provide regular
communication of safe practices to the wider church.
Follow through on reported risks and provide funding to address identified risks

Committee of Management
•
•

Appoint Church Safety Officer as part of Committee of management to oversee the implementation of
the WHS program.
Ensure the Church’s WHS program is integrated into all Church activities by;
WHS an agenda item at all CoM meetings
Identifying the hazards and risks associated with Church activities
Establishing a procedure to ensure that all accidents, incidents, near misses and hazards are
reported to Church Offices and lead and participate in the investigation of accidents, incidents, near
misses and hazards.
Ensure “notifiable incidents” are reported to the regulator (SafeWork NSW) in accordance with the
legislation
Identifying and recording WHS training needs across the Church
Establishing and maintaining the WHS record management system (e.g., Chemicals, Asbestos,
training)
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Ensuring that scheduled inspections of Church buildings and grounds are conducted and program of
corrective action implemented.
Participate in annual WHS Survey undertaken by WHSE Manager Church Offices

Church Safety Officer
•
•
•
•
•
•
•
•
•
•
•
•
•

•

Maintain overall supervision of the WHS Management System practices within area of responsibility
Assist Ministry leaders as required to undertake risk assessments and develop safety plans for ministry
activities
Ensure that inductions, training and site inspections are conducted in accordance with the relevant
schedule and procedure.
Communicate with Church members and others involved in Church activities to ensure that the
requirements of the WHS Policy and procedures are understood and acknowledged
Maintain WHS records and report to the Committee of Management as required by the WHS
Management procedures
Manage the site requirements for contractor visits including induction, the Contractor Register and
associated records and ensure children and all ministry activities are separated from work activities.
Participate in investigations of incidents, accidents, injuries and near misses as required
Appoint and support Work Coordinators for specific site projects and other related activities (e.g.,
working bees) as necessary
Report all accidents, incidents, near misses and hazards and assist with investigations
Conduct or participate in internal WHS audits as required
Assume the role of Emergency Warden (unless specific Warden) for the duration of the worship service or
social activity
Appoint emergency management support team members as appropriate to the risk and provide briefings
on their required duties.
Check Contractors licences, certificates, WWCC, safety plan (JSA or SWMS etc.) and relevant insurance
documentation and ensure they sign on and off at the church/work site. Ensure contract work avoids
ministry activities, particularly those involving children.
Manage First aid (and defibrillator if present) and training to ensure kits are suitable and
items/batteries/pads up to date and replaced and appropriate number of trained first aiders are available
and their names and contact details displayed.

Ministry Leaders
•
•
•
•
•

•
•
•
•

Undertake risk assessments/Job Hazard Analysis (JHA.) Clearly define tasks to be conducted during the
Church project/activity. Worked examples are in ‘Resources’ (pcnsw.org.au)
Inspect equipment and ensure it is ‘fit for purpose’
Report all accidents, incidents, near misses and hazards and assist with investigations
Identify PPE required for tasks/activities and ensure it is made available and used appropriately by Church
members and volunteers
Consult with Staff, Church members/volunteers about any proposed changes to building or plant, on
health and safety matters and to ensure they are capable of undertaking the work and operating relevant
equipment in a safe and healthy manner
Provide pre-start inductions and appropriate training for participants to identify risks and hazards
associated with the tasks to be undertaken
Ensure that young Church members/volunteers/work experience students are adequately trained and
supervised when participating in Church related working bees or other activities.
Inspect and set up relevant premises to ensure Church worship services and social activities are free from
risks or hazards
Gain an understanding of the Church Emergency Management procedure and apply it to the site’s
worship service or ministry activity

Contractors
•

Comply with PCNSW’s Contractor Management Procedure
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•
•
•
•
•

Ensure that all workers are provided with and appropriately utilise PPE
Provide evidence of licences, certificates, WWCC and relevant insurance documentation as required.
Report all accidents, incidents, near misses and hazards and assist with investigations
Provide a Contractor Safety Plan Identify the specific risks associated with the contracted work and
specify how these risks will be controlled.
Sign on and off at the church/work site.

Congregation Members and Visitors
•
•
•
•
•

Take reasonable care for their own health and safety, and do not adversely affect the health and safety of
other persons either through actions or omissions.
Report all accidents, incidents, near misses and hazards and assist with investigations
Comply with PCNSW’s WHS procedures relevant to their participation in Church activities
Comply with reasonable WHS directions and instructions
Participate in inductions, training, and safety improvement activities

WHS CONSULTATION
Introduction
The Church recognises its responsibility to consult with all workers and any other people who are working for
the Church or who are directly affected by activities of the Church. The purpose of the consultation is to
enable the church to share information about risk management with their people and to hear and give due
weight to their views and suggestions.
Each church must appoint a Church Safety Officer who may be an employee or volunteer who is part of the
Committee of Management. A larger church or Presbytery may establish a Health and Safety Committee (HSC).
This is a requirement if 5 or more workers request the establishment of an HSC.
Consultation needs to take place when risks are initially assessed and, in the decision-making process to
eliminate or control the risks. Consultation must take place when there is any changes to buildings, furniture,
fixtures and equipment and other changes that will effect staff, ministry teams and others.

Legislative Requirements
The Work Health and Safety Act 2011 states that a person conducting a business or undertaking (PCBU),
which in a church setting means the Minister and Session with support from the Committee of
Management, must as far as reasonably practicable, consult with workers and volunteers who carry out
work for the business or undertaking and who are (or are likely to be) directly affected by a health and
safety matter.
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010. See
section 47(2) of the WHS Act – Duty to Consult workers and section 46 of the WHS Act – Duty to consult with
other duty holders. Section 49 of the WHS Act covers when consultation is required.
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
Code of Practice Work Health and Safety Consultation, Cooperation & Coordination 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0013/50071/Work-health-and-safety-consultation,cooperation-and-coordination-COP.pdf

Procedure
Consultation will occur when:
•
Identifying hazards and assessing risks to health and safety arising from the work carried out or to be
carried out by the Church;
•
Making decisions about ways to eliminate or minimise those risks;
•
Making decisions about the adequacy of facilities for the welfare of workers;
7

•
•

Proposing changes that may affect the health or safety of workers
Making decisions about the procedures for consulting with workers, resolving WHS issues at the church
or associated setting, monitoring the health of workers, monitoring the conditions at any workplace and
providing information and training for workers.

The Health and Safety Representative (HSR), Safety Committee or Safety Officer shall liaise with the
Committee of Management regarding the raised issue/concern/suggestion. The Committee of Management
shall review and record any feedback obtained from the Safety Representative. Pending the nature of the
matter, this may be escalated to the Church Offices NSW/ACT and the Assembly of the Church for greater
clarification and discussion.
The Safety Officer/Ministry leader shall, where reasonably practicable, ensure the worker receives feedback
following consultation with relevant parties. If a worker does not believe an issue or concern has been
adequately addressed via the Church’s consultation mechanisms, a Workplace Health and Safety inspector
(Safe Work NSW may be contacted to provide final resolution. (See section 54 of the WHS Act – Failure of
negotiations).

Health and Safety Representatives, Health and Safety Committees and other
Arrangements
A Church or Presbytery may decide to elect a Health and Safety Representative (HSR) in order to represent
workers and congregation members, monitor health and safety measures, investigate complaints, inquire into
risks, inspect churches and associated activities (See WHS Act s68 and s69).
A Church, Church Offices, a Presbytery or Assembly may request the establishment of a Health and Safety
Committee (HSC). See WHS Act Division 4 s75-79. An HSC can be requested by the HSR or by 5 or more
workers. This may be for Church Offices, a large church, a number of churches in a Presbytery or for all
churches in NSW. An HSC must be established within 2 months after being requested to do so. The committee
must meet at least every 3 months, and have a management representative. For further information see
ComCare “Participating in Effective Health and Safety Committee meetings”.
In smaller churches alternatives to HSRs and HSCs are:
• Committee of Management Meetings where Safety Officer ensures health and safety is on the agenda
every month and has regular discussions with Staff, Ministry leaders/teams and congregation
members;
• ‘Toolbox talks’ or ‘Top-Up Training’ within ministry teams and participants at the start of every year
and prior to a ministry activity;
• One off meetings for particular issues requiring urgent attention; and
• Discussion via electronic means e.g., Emails and teleconferencing
Comcare (2012) “Participating in Effective Health and Safety Committees: A Guide for Committee Members”
(comcare.gov.au) guides establishment of the HSC and assists effective meeting practices and WHS outcomes.
“Health and Safety Committee Meeting Agenda Template” and “Health and Safety Committee Meeting
Minutes Template” are available at ‘Resources’ pcnsw.org.au.

HAZARD & RISK MANAGEMENT
Introduction
The Presbyterian Church of NSW recognises hazards and risks must be appropriately managed to ensure, so far
as reasonably practicable, the health and safety of all persons at Church premises or in Church related
activities.
To ensure all WHS risks to the Church are consistently managed through a risk management system that is
integrated into all aspects of the Church’s activities in order to:
8

•
•
•
•
•
•
•

Help promote a safe environment which reduces the likelihood and severity of injuries to people,
Protect the church assets by reducing the likelihood and severity of property damage,
Increase ministry effectiveness,
Protect the church reputation,
Comply with legal obligation,
Help minimise the cost of insurance, and
Protect individuals from personal liability/prosecution.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
When a worker or volunteer identifies a new hazard see section 27 of the WHS Act -Duty of officers.
When a worker or volunteer identifies a new hazard and either immediately controls the hazard or reports it to
their Committee of Management Safety Officer or work coordinator see section 28 of the WHS Act – duties of
workers.
WHS Regulations 2017 (NSW)
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
How to Manage Work Health and Safety Risks Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0012/50070/How-tomanage-work-health-and-safety-risks-COP.pdf

Risks in Church Settings
Each church will have its own risks associated with buildings, work and ministry activities. A review of the NSW
congregations Incident/Accident/Near miss and hazard register and from other churches indicates the
following common risks:
•
•
•
•
•
•

Building (particularly slips, trips and falls, Electrical, fire, Asbestos)
Work and play environment (working at heights, working bees, lawns and maintenance, driving,
ergonomics, equipment and tools, lifting, carrying, games and climbing)
Camps, special events and group activities (including Youth Camps and Short-Term Mission Trips)
Kitchen safety (food preparation, management of chemicals, unhygienic handling or keeping of food)
Psychosocial (stress, break-down, bullying and violence)
Sexual and physical abuse - managed separately by CPU

A ‘near miss’ is an unplanned event that does not result in an injury/illness or damage but had potential to do
so. A near miss is a leading indicator to an accident that, if scrutinised and used correctly, can prevent injuries
and damage. Collecting near-miss reports helps create a culture that seeks to identify and control hazards,
which will reduce risks and the potential for harm.

Procedure
Hazards will generally arise from:
•
The work environment
•
The activity being undertaken (e.g., working bee, social activity, youth group etc)
•
The task or action the person is doing
•
The tools, equipment, materials, substances or plant the person is working with,
•
A building maintenance issue
•
Activity co-ordination and management
Step 1: identify and report hazards (find out what could cause harm)
Hazard can be identified by:
•
Consulting with volunteers, employees, contractors and visitors
•
Conducting a workplace inspection
•
Changes to work practices (including plant, equipment, tools or work process)
•
Analysis of injury/illness records
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•
•

Analysis of accident/’near miss’ investigation;
Review of relevant external information from sources such as; Safe Work Australia, Codes of Practice,
Workplace Health & Safety NSW and Church through the Assembly, Session or Committee of
Management.

Hazards are not always obvious. Some can affect health over a long time, or may result in stress (such as
bullying) or fatigue (long work hours).
A ‘Church Safety Audit Checklist’, ‘General Risk Assessment’ forms, ‘Risk Assessment-Worked Examples’ and
a ‘Risk Register’ are available for use (see ‘Resources’ pcnsw.org.au). These will assist with identifying hazards
in the church building and grounds and recording and working through some of the hazards associated with
specific ministry activities.
All identified hazards which are not being managed by a ministry team associated with a specific activity or
event must be reported to the Committee of Management by completing a ‘Hazard Report Form’ (see
‘Resources’ pcnsw.org.au).
Step 2: Assess the Risk
Consider the likelihood of an incident or injury occurring and the amount of harm that could be caused. A risk
assessment can be undertaken in varying degrees. It can be as simple as a discussion with the people familiar
with the hazard or involve a risk assessment using the risk matrix below, for each identified hazard. In many
cases, incidents occur as a chain of events. It is therefore helpful to consider: ‘If this happens, what may
happen next?
Consequence

Li
ke
lih
oo

Severe

Major

Moderate

Minor

A

E

E

H

M

B

E

H

M

M

C

H

M

M

L

D

M

M

L

N

Consequence: Amount of harm

Likelihood: Injury or illness

Severe: Death/ extensive injuries
Major: Medical treatment

A: Event is expected to
occur
B: Event is likely to occur

Moderate: First aid

C: Event could occur

Minor: No treatment

D: Event is unlikely to occur

Risk Rating: Determine where the two columns meet on
matrix:
E = Extreme - must action immediately
H = High - must action within 24 hours
M = Medium - must action within 48 hours
L = Low - must action within 1 month
N = Negligible –general monitoring, no action required
Step 3: Control risks: Consider what is being done or could be done to reduce the risk.
Risks should be eliminated or removed where reasonably practicable as the first option e.g., removing trip
hazards or disposing of unwanted chemicals. If the risk cannot be eliminated, then the hierarchy of controls (as
outlined below) is to be utilised to determine the most appropriate action.
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The ways of controlling risks are ranked from the highest level of protection and reliability (elimination) to the
lowest (PPE). If it is not possible to eliminate the hazard you must minimise the risk by working through the
other alternatives in the hierarchy. A combination of controls may be suitable.

Some examples of Level 2 control measures:
• Substitute e.g., Replace Stanley knives in youth activity for scissors or solvent based paints with waterbased paints.
• Isolate e.g., physically separating harm from people using barriers, locked cabinets, child proof locks
on cupboards and drawers.
• Engineering Controls: e.g., providing trolleys for the moving of heavy loads, installation of electrical
safety switches.
Some examples of Level 3 control measures:
These control measures rely on human behaviour and supervision and tend to be the least effective in
minimising risks.
• Administrative controls e.g., work methods or procedures designed to minimise exposure to a hazard
and use of warning signs.
• Personal Protective Equipment (PPE): e.g., Gloves, earmuffs, closed footwear, long sleeves etc.
Some hazards can be fixed easily and should be done straight away, while others will need more effort and
planning to resolve. Of those requiring more effort, prioritise areas for action, focusing first on those hazards
with the highest level of risk. Once a control or controls are in place, the risk rating must be reviewed to
provide the ‘Controlled Risk Rating’.
Step 4: Review controls: Ensure what has been done to improve the safety of the environment is working.
Review control measures regularly. Don’t wait until something goes wrong.
Should changes be made to work practices, all affected workers shall be provided with adequate information,
instruction and training regarding these changes. (See section 46 of the WHS Act – Duty to consult with other
duty holders).
Under the WHS Regulations control measures must be reviewed and, if necessary revised if:
• The control measure is not effective in controlling the risk
• Before a change that is likely to give rise to a new or different health and safety risk that the control
measure may not effectively control
• If a new hazard or risk is identified
• If the results of consultation indicate that a review is necessary.
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Risk controls should also be reviewed following any incident/injury. At a minimum, controls should be
reviewed annually.
Risk assessments for common hazards are to be communicated and shared between Church sites to reduce
unnecessary duplication. This is carried out through communications from Church Offices.

INDUCTION AND TRAINING
Introduction
The Church acknowledges the important roles and work of all workers undertaken within the Church
community. Volunteers perform services or functions for the Church for no financial reward. These people
perform a wide range of tasks and without them a Presbytery/Church/Committee of Management could not
function effectively. The Church recognises the importance of ensuring WHS safety risks associated with these
roles and work must be proactively managed for all workers.
The Church aims to ensure all workers and volunteers are appropriately inducted, trained and supervised,
relative to their experience and the WHS risks of the work they undertake on behalf of the Church.
Workers at Church sites include, but are not limited to:
•
Ministers
•
Staff and others directly employed by the Church
•
Elders and Committee of Management
•
Volunteers
•
Congregational members and visitors
•
Work experience students
•
Contractors and sub-contractors
•
Community groups utilising halls etc
Volunteers include, but not limited to, persons involved in:
•
Elders and Committee of Management;
•
Running Church programs, community work, study groups, working bees;
•
Specific worship/presbytery related roles; church services or gatherings;
•
Workers at Church or Church related functions;
•
Workers who maintain Church property or grounds; building maintenance, mowing etc.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
How to Manage Work Health and Safety Risks Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0012/50070/How-tomanageworkhealth-and-safety-risks-COP.pdf
National Standards for involving Volunteers in Not-for-Profit Organisations – Volunteering Australia: available
at https://volunteeringaustralia.org/wp-content/uploads/VA-National-Standards-for-involving-volunteers-innot-for-profit-organisations.pdf

Minister, Staff, Elders and Committee of Management
When a minister or staff member commences working for the Church, they must complete a general induction
in Church WHS Policy and Procedures. This is also recommended for Elders and CoM members. See template
that can be adapted to each church situation: ‘Staff, Elders and CoM Safety Induction Template’ in
Resources’ pcnsw.org.au.
This induction will be provided by the Safety Officer or relevant Church representative and covers Church WHS
roles and responsibilities, general WHS requirements and key information as relates to the functions they are
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expected to perform for the Church. The training includes accident/Incident/near miss and hazard reporting
and access to this safety report and safety forms. The training must provide an introduction to the workplace
security, fire and other emergencies systems.
New Ministers and staff are to be directed to the Ministry & Mission website (mmpcnsw.org.au) and are
required to watch the “Smorgasbord for Health” video. M&M highly recommended that people in these
positions lean into and get involved in some of these support options for themselves and their families:
• Mentoring
• Spiritual Renewal Groups (groups of 8 people who gather for a 4-day retreat)
• Refresh Camp (a 3-day camp run every second year)
• Wholistic Care Plan
• Professional Supervision
• Transition Conversations/Support
• Counselling (for pastoral Personnel, their wives/husbands and dependent children)
• Workers Compensation
• Personal Connection/Visits/Phone calls
• Pastoral Support
The Church organisation’s representative should obtain written acknowledgement of induction and provide a
copy for the Committee of Management (‘WHS Induction Checklist for Staff, Elders, CoM’ in Resources’
pcnsw.org.au.
An assessment of the minister or staff members workstation must also be undertaken including ergonomics
and other WHS assessment. This is relevant to staff who undertake the majority of their work from home
(‘Working from Home WHS Checklist’ in ‘Resources’ pcnsw.org.au).

Ministry Positions and Serving Roles
Ministry papers or position descriptions exist for a number of general roles within the church. See CPU.
Specific job training will be provided for work that the Church has identified as having a WHS risk. Such work
includes:
•
Working bees
•
Hazardous manual tasks
•
Pastoral care
•
Youth Camps
•
Working with plant
•
Ergonomics
•
Working at heights
•
Driving
•
First aid
•
Fire and other emergency management
Staff and volunteers must be inducted and sign on to working bees and other high-risk activities using ‘WHS
Induction Attendance Sheet’. See also ‘Church Working Bees- Safety Induction Template’ and ‘Safety
Induction Record’ (See ‘Resources’ pcnsw.org.au)
Documented evidence of training records must be retained by the Presbytery/ Committee of Management.
(See ‘Training Record Register’ in ‘Resources’ pcnsw.org.au).
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INCIDENT NOTIFICATION AND
MANAGEMENT
Introduction
The Church is committed to ensuring the health, safety and wellbeing of all its workers. Part of this
commitment includes ensuring all incidents, accidents, near misses and hazards that occur are reported,
investigated and corrective actions put in place. The incident or hazard may affect people or
buildings/property.

Legislative Requirements
All Churches (as occupiers and controllers of premises and/or employers) are required under section 38 of the
WHS Act 2011 to notify Safe Work NSW and their workers compensation insurer when a ‘notifiable’ incident
occurs on a church site or off-site ministry activity.
A 'notifiable incident' under the work health and safety legislation relates to:
• the death of a person
• a serious injury or illness of a person
• a potentially dangerous incident.
Significant penalties apply if you fail to notify us of an incident. You must notify your insurer of the incident
within 48 hours.
The Church must ensure that Safe Work NSW is notified immediately after becoming aware that a notifiable
incident has occurred. The notice must be given in the fastest possible means by telephone (13 10 50), or in
writing email or other electronic means). A person giving notice by telephone must:
• Give the details of the incident requested by the regulator, and
• If required by the regulator, give a written notice of the incident within 48 hours of that
requirement being made.
The PCBU must keep a record of each notifiable incident for at least 5 years from the day that notice of the
incident is given to Safe Work NSW.
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
How to Manage Work Health and Safety Risks Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0012/50070/How-tomanage-work-health-and-safety-risks-COP.pdf

Procedure
Stage 1: An incident occurs. Determine if any people are involved in the incident. If people are involved,
provide or arrange for medical assistance (via First Aider or agreed alternative resource) if required and safe to
do so. Contact emergency services if appropriate.
Report the incident to the Safety Officer or Ministry leader.
Stage 2: The Safety Officer or Ministry Leader must determine if the incident is a ‘notifiable incident’. This is a
dangerous occurrence or a significant injury. See section 35 to 37 of the WHS Act for the definition of
dangerous or significant injury and when to notify authority on an incident summarised below:
A “notifiable incident” under the work health and safety legislation relates to:
• The death of a person
• A serious injury or illness of a person
• A potentially dangerous incident
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A “Serious injury or illness” means an injury or illness requiring the person to have:
• Immediate treatment as an in-patient in a hospital, or
• Immediate treatment for:
- amputation of a body part
- a serious head injury
- a serious eye injury
- a serious burn, or
- the separation of skin from an underlying tissue, or
- a spinal injury
- the loss of a bodily function, or
- serious lacerations, or
• medical treatment within 48 hours of exposure to a substance
A “dangerous incident” includes:
•
Uncontrolled escape, spillage or leakage of a substance
•
Uncontrolled implosion, explosion or fire
•
Uncontrolled escape of gas or steam
•
Uncontrolled escape of pressurised substance
•
Electric Shock
•
Fall or release from height of any plant, substance or thing
•
Collapse, overturning, failure, malfunction or damage to plant requiring authorisation as per the
regulations
•
Collapse or partial collapse of a structure
•
Collapse or failure of excavation or of shoring supporting excavation
•
In rush of water, mud or gas in workings in underground excavation or tunnel
•
Interruption of main system of ventilation in underground excavation of tunnel
Stage 3: If a dangerous occurrence or significant injury has occurred the Safety Officer/Ministry leader (or
other responsible person) must:
• Report it to the regulator (Safe Work NSW) immediately on 13 10 50. If in doubt- report.
• Ensure that the area is isolated (not disturbed) until an inspector arrives at the site or directs
otherwise unless this would prevent assistance to an injured person or the removal of a deceased
person or makes the site unsafe (see WHS Act s39)
• Ensure that the Minister, Committee of Management (Safety Officer) and relevant Ministry leader(s)
are contacted immediately.
• If unsure if the incident meets the criteria as a notifiable incident, contact the General
Manager/Committee of Management Safety Officer. If in doubt- report.
• The CoM Safety Officer) must notify the General Manager and WHSE Manager (Church Offices)
immediately after being notified of a dangerous occurrence or significant incident.
• The Site Manager/Work Coordinator will attend the site of the incident and ensure it remains isolated
until the regulator (Safe Work NSW) attends, advises or directs otherwise.
• The Safety Officer or Ministry leader is to complete the “Public & Products Liability – Incident Report
Form” (See ‘Resources’ pcnsw.org.au) and take photos of the site. The completed form will be sent to
Church Offices who must notify the insurer about the incident within 48 hours.
Significant penalties apply if you fail to notify Safe Work NSW of a notifiable incident. The incident site must be
preserved until a Safe Work NSW Inspector attends, unless the inspector or regulator directs otherwise.
Stage 4: No dangerous occurrence and significant injury has occurred. The injured/affected person and Safety
Officer or Ministry leader to complete the “Public & Products Liability – Incident Report Form” (See
‘Resources’ pcnsw.org.au) from the PCNSW Insurance Claims and Procedures Manual.
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The report must be completed also for a “Near miss”. If a hazard is noted a ‘Hazard Report Form’ (See
Resources’ pcnsw.org.au) is to be completed. All reports are to be sent to Church Offices.
All incident, accident, near miss and hazard reports will be discussed at the next Committee of Management
meeting and continued to be discussed until the completion of the Incident investigation.
Stage 5: Incident Investigation
All incidents must be investigated to determine their root cause, assess the risk and assign corrective actions.
The Committee of Management is to allocate responsibility for conducting the incident investigation. This will
most often be the Safety Officer and relevant Ministry leader. The investigation must be conducted by a
competent person. The Committee of management may determine that a suitably qualified person from
outside the Church is required to assist with the investigation and should consult the General Manager in
relation to arranging this assistance where identified.
The person/s conducting the investigation should take photos of the incident site to assist with determining
causation and identify relevant witnesses to the event. The person/s conducting the investigation should
organise to interview the witnesses as soon as possible after the event to determine the circumstances of the
injury.
The appropriate form for an investigation is the “Public & Products Liability- Investigation Report Form” (See
‘Resources’ pcnsw.org.au) from the Presbyterian Church (NSW) Insurance and Claims Procedures Manual.
In the case of a vehicle accident, the Safety Officer or Ministry leader will obtain appropriate police reports and
associated documentation to assist with investigation of the incident.
The Safety Officer or Ministry leader will send the investigation report to Church Offices Sydney and discuss
during the next Committee of Management Meeting. Note: CoM should also discuss ‘Record of First Aid’ (See
‘Resources’ pcnsw.org.au) because it is very common that these are used for accidents greater than ‘need for a
band-aid’.
Stage 6: Implement any changes as required to prevent the incident from re-occurring (See section 53 of the
WHS Act – notice to workers). Outline any further corrective actions in accordance with the hierarchy of
controls as outlined in the Hazard & Risk Management Procedure. The incident report and investigation and
management of associated risks should be discussed by the Committee of Management including follow up to
remove hazards and risks and provide training to individuals etc.
The WHSE Manager (Church Offices) must update the incident/Accident/Near Miss and Hazard register. The
General Manager should see that the results of investigations and control measures should be shared with
other Church sites through Presbytery/Committee of Management.
Stage 7: Incident, Accident, Near Miss and Hazard Register. Each church should collect information on
incidents, accidents, near misses and hazards. A template is available ‘Incident, Accident, Near Miss and
Hazard Register’ (See ‘Resources’ pcnsw.org.au). Over time this register can provide information on areas of
greatest risk, patterns of incidents and where to focus resources and training. Church Offices keeps a register
for all reported incidents, accidents, near misses and hazards from across churches in NSW.
Stage 8: Church Offices are to:
• Send a copy of the Incident Report to the Insurance Officer
• Add the incident details to the Presbyterian Church NSW ‘Accident/Incident/Near Miss and Hazard
Register’
• For incidents involving an injury or illness where workers compensation is payable or may be payable,
such as for lost time and/or medical expenses, the Churches Workers Compensation insurer must be
notified within 48 hours.
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FIRST AID
Introduction
First aid is the initial and immediate attention provided for a person who has sustained an injury or illness.
Every workplace has a legal responsibility for ensuring the provision of appropriate first aid. (See clause 42 of
the WHS regulations – duty to provide first aid). When considering how to provide first aid each church must
consider all relevant matters including the nature of the work and activities being carried out, the nature of
the hazards, the size, location and nature of the church and the number of workers/congregation size.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
At church you must ensure:
• first aid equipment is provided
• each person at church has access to the first aid equipment
• access to facilities for the administration of first aid are provided
• an adequate number of people are trained to provide first aid at the church or people have access to
other persons who have been trained to provide first aid treatment.
Where multiple businesses are involved in the same work activities or share a workplace (e.g., church within
another organisations building), first aiders and/or first aid facilities may be shared.
The church should consult with staff and ministry teams about what equipment and facilities are needed to
administer first aid at the church and inform people about the first aid supplies and equipment that are
available.
Workers and congregation members must take reasonable care of their own health and safety and other
people’s health and safety. They must comply with the procedures for first aid and for reporting injuries and
illnesses.

Determining First Aid Needs
Consult with your workers and Ministry leaders when determining your first aid needs. Decisions about first
aid requirements must consider:
• The nature of the ministry/activity being carried out
• The nature of the hazards
• The size and location of the site
• The number and type of workers and other persons (e.g., staff, volunteers, visitors, contractors) at the
site.
Volunteers undertaking maintenance tasks, working bees, youth camps and children’s ministry activities are at
greater risk of sustaining an injury requiring immediate first aid treatment. Slips, rips and falls are common
accidents at our churches.

First Aid Procedures
First aid procedures should provide workers and visitors with a clear understanding of the first aid facilities at
the church and consider visitors language skills and reading ability. These procedures may include:
• Instruction and training on first aid arrangements included in initial induction for church
workers/CoM/Ministry leaders (see clause 42(2) of the WHS regulations – duty to provide first aid)
• How to report injuries and illnesses at the workplace
• Who is responsible for the first aid kits and facilities and how often they should be checked and
maintained
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•
•
•
•

Precautions to avoid exposure to blood and body substances and contaminated material
Access to debriefing or counselling services to support first aiders and workers after a serious
workplace incident
Record keeping of first aid treatment given
Register of Injuries

First Aid Kits
All staff, congregation members, volunteers and visitors must be able to access a first aid kit therefore a first
aid kit is to be provided at each church. A portable first aid kit will be required when churches meet in offsite
premises e.g., School Hall and for youth and church family camps, working bees and other off-site excursions.
In the event of a serious injury or illness, quick access to the first aid kit is vital. The kit should be kept in an
accessible location and /or close to areas where there is a higher risk of injury or illness (e.g., Church kitchen or
other central location).
The kit is to be developed with reference to the size of the congregation/group, injuries likely to occur (from
historical first aid incidents and risk assessment of the ministry or activity.
In general, the first aid kit should provide basic equipment for administering first aid. The kit should include:
disposable gloves and eye protection and items to treat cuts, scratches, punctures, grazes, splinters, muscular
sprains and strains, minor burns, amputations and or / major bleeding wounds, broken bones, eye injuries and
shock. Use ‘First Aid Kit Contents Check Sheet’ (See ‘Resources’ pcnsw.org.au). Ministry leaders will provide
additional requirements e.g., Children and youth ministries often require cold pack in freezer for sport/contact
injuries, eye wash cup and saline, snake bite/wasp sting kit and splinter removal picks.
Extra equipment may be needed in remote workplaces, for example for serious burns, snake bite and in some
instances asthma medication for breathing difficulties and EpiPens for allergic reactions.
First aid kits can be any size, shape or type to suit your church. Each kit however, should be large enough to
contain the necessary items, be immediately identifiable (e.g., white cross on green background prominently
displayed on the outside), contain a list of contents for that kit and be made of material that will protect the
contents from dust, moisture and contamination.
A ‘Record of First Aid’ (See ‘Resources’ pcnsw.org.au) is to be kept with each kit. All incidents (apart from
applying a band aid) are to be reported including filling out of incident/Accident/Near miss report (‘Public &
Products Liability- Incident Report Form’ (See ‘Resources’ pcnsw.org.au). This is to be explained on the first
aid register and contact details of the Safety Officer provided. The Safety Officer is to bring the First Aid
Register to the monthly COM meeting to cross check reporting and discuss incident and follow up
requirements.
No over-the-counter medication, prescription medication, or personal medical/treatment plans or other
similar information is to be stored in the first aid kit. (See ‘Other First Aid Equipment’ e.g., Asthma/EpiPen
below).
Portable first aid kits should be safely located in vehicles, so as not to become a projectile in a collision.

Maintaining First Aid Kits
A person at the church should be nominated by the CoM to maintain the first aid kit (e.g., Safety Officer). This
includes monitoring usage, replacing items used, checking for required items, checking items have not
deteriorated, ensuring sterile products remain sealed and are within their expiry dates. This is to be
undertaken after any significant incident requiring use of supplies and on a regular basis (every 6 months) to
make sure the first aid kit is fully stocked when needed. A ‘First Aid Kit Contents Checklist’ (See Resources’
pcnsw.org.au) can be modified as appropriate for each church’s requirements.
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Other First Aid Equipment
An Automated defibrillator (AED)
An AED may be provided at your church to reduce the risk of fatality from cardiac arrest particularly in large
congregations or where there is a delay in the arrival of ambulance services (e.g., remote locations).
AEDs are designed to be used by trained or untrained people and they provide step-by-step instruction on how
to use them and perform CPR.
AEDs should be located in an area clearly visible, accessible and not exposed to extreme temperatures. They
should be clearly signed and maintained according to the manufacturer’s specifications including replacing
battery and pads.
Asthma-relieving inhalers and spacers and epinephrine auto-injectors (such as an EpiPen)
If staff or volunteers tell the Church about their need for either an asthma-relieving inhaler or an auto-injector,
discussing with them where they safely plan to store their medication, will assist the person to receive
treatment as quickly as possible in the event of an emergency first aid situation.
If a decision is made to make non-prescription asthma-relieving inhalers and non-prescription auto-injectors
available, the Church should ensure that first aiders and staff and COM are aware these medications have
been added to the first aid kit.
Where a decision is made to include non-prescription asthma-relieving inhalers and non-prescription autoinjectors in the first aid kit, first aiders must always ensure they work within the guidelines of the first aid
training organisation that issued their qualification. First aiders must be suitably trained to recognise an
asthma attack or anaphylactic reaction and must be qualified through their first aid training to administer an
asthma-relieving inhaler or auto-injector.

First Aid Signs
Displaying well-recognised first aid signs will assist in:
•
•
•

Easily locating first aid equipment and facilities
In providing names and contact numbers for trained first aiders.
Address and phone numbers for medical attention e.g., Ambulance, Poisons Information (‘Emergency
and Other Contacts Poster’ and ‘Medical Emergency Poster’ See ‘Resources’ pcnsw.org.au). The
Church Safety Officer will be responsible for ensuring signs are displayed and up to date.

Trained First Aiders
SafeWork NSW recommends for low-risk sites (such as most churches) at least one trained first aider for every
50 people. For high-risk activities or remote site, a ratio of 1:10 is recommended.
The first aider is responsible for completing an incident report form. They will and liaise with the Safety Officer
regarding follow up with the injured person/their family and opportunities to review activity or equipment to
consider changes to reduce hazards in the future.
In order to be a first aider, the person should hold a nationally recognised qualification issued by a Registered
Training Organisation (RTO) for the nationally endorsed first aid unit/s of competency which give them the
skills to administer first aid (e.g., ‘Provide First Aid’ formerly ‘Senior First Aid’). First aiders should be provided
with appropriate training for the level of risk (likelihood of serious injury or illness) identified at the church or
ministry activity. First aiders must have up to date Breaking The Silence Safe Ministry training and a current
Working With Children Clearance (WWCC).
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First aiders should attend training on a regular basis to refresh their first aid knowledge and skills. Refresher
training in Cardiopulmonary Resuscitation (CPR) should be carried out annually and first aid qualifications
should be renewed every three years.
It is preferable that first aid is administered by trained first aiders wherever possible. It is recognized that there
will be instances when there is no trained first aider present. Where practicable first aid will be administered
by a female for children/youth and females, and by males for males.
Where it is not practical to have a trained first aider on site, staff, volunteers and visitors must have suitable
means of accessing a trained first aider and the ability to contact emergency services. This may include an
arrangement with a nearby medical practice or neighbouring business, who are aware of the types of injuries
likely to require treatment and who are accessible during the hours of business operation. Staff and volunteers
should receive information, instruction and training regarding these arrangements.
Any incident, accident or near miss (requiring more than a band aid), is to be recorded on an incident report
form (“Public & Products Liability- Investigation Report Form” See ‘Resources’ pcnsw.org.au) from the
Presbyterian Church (NSW) Insurance and Claims Procedures Manual.

Blood and Other Bodily Fluids
The Presbyterian Church will, as far as reasonably practicable, ensure that employees, volunteers, contractors
and visitors are not exposed to danger from infection from blood and other bodily fluids. Direct contact with
blood or bodily fluids is to be avoided where possible. When dealing with blood or bodily fluids disposable
gloves and eye protection should also be used.

Sharps
Basic rules should apply if sharps are used (or found) in the church or during off site ministry activities,
including the following:
• whoever uses the sharp, disposes of it
• don’t pass sharps by hand, use tongs
• use disposable sharps
• don’t put a used needle back in its cover, put it in a sharps container
• don’t separate a needle from a syringe
• don’t break, burn or manipulate a sharp
• don’t put hands or fingers into garbage bags, laundry bags, crevices and the like – use tongs
• don’t manually compress garbage bags – use the tie-straps to lift and carry the bag
Sharps disposal containers should be sealable, rigid-walled and puncture-resistant. See AS 4031: Non-reusable
containers for the collection of sharp medical items used in health care areas. Contact the local council or
health service for information about collection and disposal. Sharps should be appropriately stored until
decontaminated or disposed of. Don’t use drinks cans, bottles or cardboard boxes to dispose of sharps – they
may find their way into domestic waste and present a hazard to council workers and the public.
If sharps containers are being installed in toilets, they should be between hip and shoulder height level, but
not easily accessible to children. For example, they are best placed at shoulder height on the back of a toilet
door, so children can’t access them – even if standing on a toilet seat.
Never try to retrieve anything from a sharps container, nor press down on the contents to make more room.
Containers must be signposted and regularly emptied.

Clean-up of Spills
Clean-up spills of blood and body fluids immediately – and treat all waste products as contaminated.
For drops of blood and other small spills, wipe-up the spill with a paper towel, then clean with warm water,
detergent and a standard disinfectant.
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For larger spills (the width of your hand), use a spill kit that contains:
• plastic disposal bags
• sachets of granular disinfectant (to absorb the spill and minimise aerosols)
• disposable PPE – e.g.: gloves, apron, mask, overshoes – and a respiratory device
• a disposable scraper and pan
All disposable items in the spill kit should be replaced immediately after each use of the kit.
For large spills in outdoor workplaces, playgrounds and on roadways, hose down the contaminated area
thoroughly, and contact the local council or the Environment Protection Authority (EPA) to find out what to do
with any waste products.

FIRE MANAGEMENT
Legislative Requirements
The requirements for annual fire safety statements now sit within Part 12 of the Environmental Planning and
Assessment (Development Certification and Fire Safety) Regulation 2021 which commenced on 1 January
2021. Prior to this, the requirements sat within Part 9 of the Environmental Planning and Assessment
Regulation 2000 but there was no significant change to the requirements introduced in the new Regulation.
Further legislative changes in July 2020 affected building owners, developers and certifiers, with the
commencement of the Building and Development Certifiers Act 2018. One of these changes is that ‘competent
fire safety practitioners’ are now known as ‘accredited practitioners (fire safety)’.
The provisions in the Regulation do not refer to building type, but instead relies on building classifications
under the Building Code of Australia. A church is categorised as a Class 9b, and is therefore subject to the
requirement for submission of an annual fire safety statement.
However, depending on the age of the building an annual fire safety statements may not be
applicable. Buildings constructed prior to July 1988 generally do not require an annual fire safety statement
because that is before the requirements for a fire safety schedule and annual inspection were introduced into
legislation. But if the building has had a subsequent approval since July 1988 (e.g., alterations and additions to
the building) or a fire safety order issued was issued by the council or Fire and Rescue NSW, then a schedule of
the required fire safety measures would be attached to these and an annual inspection and fire safety
statement would then be required for those measures identified in the schedule.
A council or Fire and Rescue NSW is able to issue a fire safety order to any building regardless of its age or
whether it needs an annual fire safety statement if they hold concerns regarding unacceptable fire safety
risk. These are issued under s9.34 of the Environmental Planning and Assessment Act 1979.
A church can check with the relevant local council whether any approvals have been issued post 1988 or if any
fire safety orders have been issued for the building.
This is a complex area and it is not possible to provide clarification for all Presbyterian churches in NSW as it is
dependent on the circumstances for each individual building. Planning NSW suggest engaging the services of a
qualified fire safety consultant for tailored advice (fpaa.com.au to find a registered
provider). Alternatively, the Department of Customer Service operates a Building Code Advisory Service to
provide general advice that you can contact if you have any further questions regarding the fire safety
provisions. This service operates between 9.30am and 11.30am on Tuesdays, Wednesdays and Thursdays
on (02) 9372 9271.
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Fire Safety Certification
Fire Safety Certificate: A fire safety certificate is a document issued by or on behalf of the building owner(s)
upon the completion of new building work. The certificate confirms that each of the fire safety measures that
apply to a building (as listed in the fire safety schedule) have been installed and checked by a properly
qualified person. This helps verify that the required fire safety measures can perform to the minimum
standard. A fire safety certificate must be issued using a standard template form published by the
Government.
Fire Safety Statements (FSS): A fire safety statement is a document issued by or on behalf of the owner(s) of
an existing building. The statement confirms that an accredited practitioner (fire safety) has assessed,
inspected and verified the performance of each fire safety measure that applies to the building. There are two
types of fire safety statements:
• Annual Fire Safety Statements (AFSS)
An annual fire safety statement must be issued each year and include all the essential fire safety
measures that apply to a building. The statement also verifies that an accredited practitioner (fire
safety) has inspected and confirmed that the exit systems in the building are in compliance with the
Regulation.
• Supplementary Fire Safety Statements
A supplementary fire safety statement is issued at more regular intervals (as specified in the fire safety
schedule) for any critical fire safety measures that apply to a building.
Fire safety statements must be issued using a standard template form published by the Government.
Following the commencement of the Fire Protection Australia (FPAA) accreditation scheme for accredited
practitioners (fire safety) the department has updated the fire safety statement form. The new standard
template form applies to all fire safety statements issued from 1 March 2021.
Building owners should check the date on which their fire safety statement is likely to be issued before
selecting the relevant form and preparing the statement. See www.planning.nsw.gov.au (Fire Safety
Certification).

Fire Equipment
It is recommended that each church seek advice from a competent fire safety practitioner to determine what
fire equipment is required in their building with note of the following:
Fire Extinguishers
• Distribution of extinguishers in buildings shall be in accordance with the hazard present in the area to
be protected rather than size of the area.
• Ensure installed fire equipment is suitable for specific fire risks at your church (e.g., foam or dry
powder type extinguishers for fires that involve flammable liquids, Carbon dioxide extinguishers for
electrical fires).
• If portable fire extinguishers are installed in your church they are required to be maintained in
accordance with the requirements of the Environmental Planning and Assessment Regulation 2000, to
ensure they are fully operational in the instance of a fire.
• Each extinguisher shall be located in conspicuous, readily accessible location. Fire and Rescue NSW
recommends that a surrounding clearance of a minimum of 1000mm be maintained around each
extinguisher.
• Each extinguisher shall be supported by an appropriate support fitting or bracket, or placed in a
cabinet or enclosure with the front of the extinguisher facing outwards.
• Workers who may have to use fire equipment should be trained in how to use it and know what type
of fire extinguishers to use for different types of fires.
• The Australian Standard (AS) 2444 Portable Fire Extinguishers and Fire Blankets selection and location
will provide comprehensive and specific information.
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Smoke Alarms
• Smoke alarms must be installed in all building where people sleep. This includes occasional sleep overs
by youth groups, visiting churches etc. Smoke alarms must comply with Australian Standard 3786
(AS3786), which should be clearly marked on the packaging.
Fire Blankets
• Fire blankets can be useful in case of a fire.
• Fire blankets should be conspicuous, readily accessible, not pose a further hazard, and where
practicable, be positioned along normal travel paths and near exits (Section 6.3, AS 2444:2001) e.g.,
kitchen exits.
• Location signs should be mounted at least 2m above the floor, or at a height that makes them most
apparent to a person of average height on approach (Section 6.3, AS 2444:2001)
• The Australian Standard (AS) 2444 Portable Fire Extinguishers and Fire Blankets selection and location
will provide comprehensive and specific information.
Accredited Practitioners (Fire Safety)
An accredited practitioner (fire safety) is a person that undertakes certain specialist fire safety assessment
functions required by the Regulation. Accredited practitioners (fire safety) were previously known as (and do
the same work as) competent fire safety practitioners.
Only practitioners accredited by the Fire Protection Association Australia (FPAA) can perform the functions of
an accredited practitioner (fire safety). The plans and specifications for specific fire safety systems can also be
endorsed by certain registered certifiers.
For some fire safety functions, there are currently no practitioners accredited by the FPAA. For these functions
a building owner or building certifier will be required to determine that a person is an accredited practitioner
(fire safety). This is much like the role undertaken by building owners and building certifiers previously.
Two guides have been developed to assist building owners and building certifiers in selecting and determining
that a person is an accredited practitioner (fire safety). See ‘Selecting an Accredited Practitioner (Fire Safety) –
A guide for Building Owners’ (NSW Government September 2020)
Further information about who can undertake the functions of an accredited practitioner (fire safety) and the
approved schemes can be found on the Fire safety practitioner page of the NSW Fair Trading website.

EMERGENCY PREPAREDNESS
Introduction
In the event of an emergency, you may have to evacuate your church building or wherever ministry work is
being carried out. Emergencies could result from within the building or from neighbouring properties and
include fire, explosion, gas or chemical leak, medical emergency, building collapse, flood, bushfire, vehicle
impact, bomb threat or violence.
The Committee of Management need to establish Emergency Management Procedures such as fire and
building evacuation including for worship services; and identify who holds that responsibility on every
occasion. Churches and other buildings should have evacuation diagrams strategically situated across the site.
The Committee of Management should appoint an emergency management team that is reflective of the risk
posed by any potential emergency at the site.
It is recommended that the church seeks assistance from local fire and emergency specialists (See Appendix 3)
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Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010. See
section 19 of the WHS Act – Primary Duty of care)
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404.
See clause 80 of the WHS regulations -emergency and rescue procedures)
Building Fire Safety (NSW) https://www.fire.nsw.gov.au/page.php?id=9140
Emergency Plans https://www.safework.nsw.gov.au/safety-starts-here/safety-overview/emergency-plans
AS 3745 Planning for Emergencies in Facilities is a useful document. The objective of this Standard is to
enhance the safety of people in facilities, by providing a framework for emergency planning, utilizing the built
facilities as appropriate. It includes sections on:
• Developing the emergency plan;
• The duties of the emergency planning committee (EPC) and emergency control organization (ECO);
• Provisions for occupants with a disability;
• Education and training; and
• Guidance on how to determine the size of the emergency control organization.
Facility owners, managers, occupiers and employers should obtain professional advice on the level of
indemnity provided to EPC and ECO members. The EPC and ECO members should be advised of the level of
indemnity provided.

Emergency Plan
It is a legal requirement that all workplaces have an emergency plan.
An emergency plan is a written set of instructions that outlines what workers and others at the church should
do in an emergency. Emergency plans should be easy to understand and tailored to the specific church where
they apply. In preparing an emergency plan consider:
• The nature of the work being carried out at the church
• The nature of the hazards at the church
• The size and location of the church
• The number and composition of the workers and congregation other persons at the church.
An emergency plan must include:
• Emergency procedures
• Frequent testing of emergency procedures
• Information, training, and instruction to relevant workers/volunteers to implement the emergency
procedures.
Also consider:
• Workers/volunteers who travel to work, work alone or at remote locations (including procedures for
managing off-site emergency situations)
• Churches with confined spaces
• Neighbouring businesses (such as hazardous chemical spills or bushfires)
• People sleeping on site (such as manses, youth/visitors in church hall)
• Large numbers of people at the site at the same time (such as services)
• significant cash handling, particularly outside normal hours.
Each church must prepare an emergency plan that provides the following:
• Emergency contact details for key personnel who have specific roles or responsibilities under the
emergency plan, for example fire wardens, floor wardens and first aid officers
• Contact details for local emergency services, for example police, fire brigade and poison information
centre
• A description of the mechanisms for alerting people at the workplace to an emergency or possible
emergency, for example siren or bell alarm
• Evacuation procedures including arrangements for assisting any hearing, vision or mobility-impaired
people
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•
•
•
•

A map of the workplace illustrating the location of fire protection equipment, emergency exits, assembly
points
Triggers and processes for advising neighbouring businesses about emergencies
The post-incident follow-up process, for example notifying the regulator, organising trauma counselling or
medical treatment.
Procedures for testing the emergency plan including the frequency of testing must be included.

Shared Facilities
If you share a church space with other businesses, for example you use a school hall or have an attached
preschool, you need to consult with those businesses when preparing your emergency plan.
Evacuation Procedures
Each Church must ensure the following:
• Testing of the emergency procedures including any alarms and a full evacuation drill at least every 12
months, and the information recorded;
• Appropriate firefighting equipment e.g., extinguishers, fire hoses, fire blankets etc provided and
maintained. It may be necessary to have accredited Fire Service providers inspect site to determine
fire response needs
• Relevant workers/volunteers receive training and instruction in relation to implementing the
emergency procedures
• Evacuation plan displayed throughout the church e.g., at the entrance and at exit points.
• The emergency plan remains effective.
In addition:
• The evacuation plan and emergency telephone numbers should be posted at strategic locations near
the main entrances of the buildings. Use ‘Emergency and Other Contacts Poster’ and ‘Medical
Emergency Poster’ (See ‘Resources’ pcnsw.org.au)
• Consideration should be given to how emergency evacuation will be initiated e.g., with an alarm, bell
or whistle. Consider procedures where there is no power in the building, especially relevant where an
evacuation occurs at night.
• Determine an Evacuation meeting point e.g., adjacent park or strip of land of sufficient size and
distance from the building. Ensure that the location does not restrict access by emergency services or
pose a danger to people.
• Each church service and group should have a person or persons responsible for emergency evacuation.
If your premises are complex, it may be necessary to appoint several people to ensure that all areas
have been evacuated.
This applies to all areas: church, halls, and offices. It applies to all groups using your premises, at all times of
the week.

Emergency Equipment
All sites must review their emergency equipment to ensure it meets the requirement of the Building Code of
Australia, part E.1 and the Australian Standard AS-2444: Portable fire extinguishers and fire blankets – Selection
and location requirements. Where the activity is a Church event or function, the organisers should identify any
requirement for portable equipment (e.g., fire extinguishers, fire blankets) and detail use and maintenance of
equipment required to deal with specific types of emergencies.
When there is no suitably qualified person on the Committee of Management it is recommended that an
external agency e.g., fire management company is contracted to provide requirements specific to the
buildings.
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Emergency Roles and Responsibilities
Each Church/Committee of Management must clearly allocate roles and responsibilities for specific actions in
an emergency to persons with appropriate skills (such as wardens/first aiders). Clear lines of communication
between the person authorised to co-ordinate the emergency response and all persons at the workplace must
be documented.
Emergency coordinator/chief warden and wardens (Emergency Management Team – EMT) must be
identifiable to all workers and emergency services. This may be achieved through coloured helmets, vests etc.
Equipment colours must align with Australian Standard AS3745-2010 Planning for Emergencies in facilities.
In the case of a specific Church activity (e.g., worship service), the responsible person should determine the
appropriate makeup of the EMT as the makeup and roles of the EMT should be adapted to the requirement of
the Church activity.

Communication
Each site must indicate who will activate the alarms and who will alert all workers and other persons at the
site.
Each site must have a site plan that outlines the location of fire protection equipment, emergency exits,
assembly points, emergency phone numbers and if required out of hours contacts. The plan should be
displayed throughout the site and updated every 5 years or when there is a change to the building.

Evacuation Procedure
The Emergency Plan will include specific evacuation procedures, relevant to the emergency situations
identified for the site, which will detail:
•
Process for assisting any workers or other persons who require mobility assistance to evacuate
•
Specific procedures for critical functions such as a power shut-off (where required);
•
Identification of assembly areas
•
Any potential traffic restrictions
•
Access for emergency services (such as ambulances) and their ability to get close to work areas
•
Personnel checks (including how neighbouring businesses will be advised of the evacuation)
•
After-hours emergency response

Entry and Exits
The means of entry and exit to and from the church and associated buildings must be safe. This must include
ensuring that people with special needs or disabilities can safely enter and leave the site.
•
•
•
•

•
•

Entries and exits should be slip-resistant under wet and dry conditions.
Aisles and walkways should be at least 600 mm wide and kept free of furniture or other obstructions
at all times.
Entry and exit routes, stairs and walkways should be adequately lit.
Open sides of staircases should be guarded with an upper rail at 900 mm or higher and a lower rail. A
handrail should be provided on at least one side of every staircase. Extra handrails may be needed
down the centre of wide staircases. Further information is available in AS 1657–1992: Fixed platforms,
walkways, stairways and ladders—Design, construction and installation.
Power-operated doors and gates should have safety features to prevent people being struck or
trapped. Upward-opening doors or gates should be fitted with an effective device, such as
counterbalance springs or ratchet devices, to prevent them falling back.
The location of exits should be clearly marked, and signs should be posted to show the direction to exit
doors to aid emergency evacuation.
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Training
Staff and volunteers must be adequately trained in emergency procedures. Arrangements for information,
training and instruction of workers/volunteers should be set out in the emergency plan itself. Training may
include:
• practising evacuations
• identifying assembly points
• location of emergency equipment
• first aid arrangements and
• how to safely shut down machinery and equipment.
Consider the following when implementing emergency training:
• emergency procedure training during induction courses for new staff and Committee of Management
members and others
• refresher training for existing workers/volunteers
• including short-term contractors or visitors
• specific training for people who have a formal role in an emergency, such as fire wardens, area
wardens or first aiders.

ELECTRICAL
Legislative Requirements
WHS Regulation clause 149 Unsafe electrical equipment
The relevant Australian Standards are AS/NZS 3760: 2010 - In service safety inspection and testing of electrical
equipment, outlines inspection, testing and tagging methods
The Church must ensure that any unsafe electrical equipment is disconnected or isolated from its electricity
supply and, once disconnected, is not reconnected until it is repaired or tested by a competent person and
found to be safe, or is replaced or permanently removed from use.
Electrical equipment is unsafe if there are reasonable grounds for believing it to be unsafe. You should
implement a safe system of work to deal with potentially unsafe electrical equipment at the workplace. This
may include:
•
•
•

Requiring workers, if competent to do so, to undertake a check of the physical condition of the
electrical equipment, including the lead and plug connections, prior to use.
Taking the electrical equipment out of service if in doubt as to its safe condition, including at any time
during use Managing electrical risks in the workplace Code of Practice Page 21 of 76
Putting reporting arrangements in place to ensure, so far as is reasonably practicable, that CoM or
Safety Officer or maintenance personnel are advised if a worker takes electrical equipment out of
service for safety reasons. Unsafe electrical equipment should be labelled indicating it is unsafe and
must not be used. This is to prevent inadvertent use before the electrical equipment has been tested,
repaired or replaced.

Inspecting and Testing Electrical Equipment (‘Testing and Tagging’)
Certain types of electrical equipment must be regularly inspected and tested by a competent person to
identify damage, wear and detect electrical faults.
The church must make sure that electrical equipment is regularly inspected and tested by a competent person
if the electrical equipment:
• Is supplied with electricity through an electrical socket outlet ('plug in' equipment), and
• Is used in an environment in which its normal use exposes the equipment to operating conditions that
are likely to result in damage to the equipment or a reduction in its expected life span, e.g., conditions
such as exposure to moisture, heat, vibration, mechanical damage, corrosive chemicals or dust.
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A competent person is someone who has acquired - through training, qualification or experience - the
knowledge and skills to carry out inspections and testing of electrical equipment.
The frequency of inspection and testing will vary depending on the nature of the workplace and the risks
associated with the electrical equipment. The AS/NZS 3760: 2010 - In service safety inspection and testing of
electrical equipment, outlines inspection, testing, tagging methods and frequency.
In most instances the church is considered a lower-risk workplace because it is dry, clean, well-organised and
free of conditions that are likely to result in damage to electrical equipment. Electrical equipment commonly
used in these types of workplaces includes computers, printers and stationery or fixed electrical equipment.
Electrical equipment used in lower-risk workplaces may still need inspection and testing, on a less frequent
basis, to ensure that it is safe for continued use. Guidance on inspecting and testing electrical equipment in
lower-risk operating environments is included in AS/NZS 3760:2010: In-service safety inspection and testing of
electrical equipment.
In low-risk environments testing and tagging is required every 3-5 years however in churches where cords are
packed and unpacked and walked over (subject to flexing) testing should be undertaken more regularly e.g.,
yearly.
In addition to regular testing, electrical equipment should also be tested after a repair or servicing that could
affect the electrical safety of the equipment (i.e., undertaken by the person carrying out the repair or servicing
before return to service) and before its first use if bought second-hand. Brand new electrical equipment that
has never been put into use (i.e., other than second-hand equipment) does not have to be tested before first
use.
A record of testing must be kept until the electrical equipment is next tested, permanently removed from the
workplace or disposed of. A record of testing must specify:
•
•
•
•

The name of the person who carried out the testing
The date of the testing
The outcome of the testing
The date on which the next testing must be carried out.

The record may be in the form of a tag attached to the electrical equipment tested.

RCDs
In certain higher risk or hostile operating environments, as outlined below, you must ensure, so far as is
reasonably practicable, that any electrical risk associated with the supply of electricity to ‘plug in’ electrical
equipment (such as using socket outlets) is minimised by the use of an appropriate RCD (WHS Regulation
clause 164)
Subject to the exceptions outlined below, the requirement to use an appropriate RCD applies when electrical
equipment is:
•
Used in an environment in which the normal use of electrical equipment exposes the equipment to
operating conditions that are likely to result in damage to the equipment or a reduction in its expected
life span, including conditions that involve exposure to moisture, heat, vibration, mechanical damage,
corrosive chemicals or dust
•
Moved between different locations in circumstances where damage to the equipment or to a flexible
electricity supply cord is reasonably likely
•
Frequently moved during its normal use
•
Forms part of, or is used in connection with, an amusement device.
The exceptions to this requirement are if the supply of electricity to the electrical equipment:
•
Does not exceed 50 V a.c., or
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•
•
•

Is direct current, or
Is provided through an isolating transformer that provides at least an equivalent level of protection, or
Is provided from a non-earthed socket outlet supplied by an isolated winding portable generator that
provides at least an equivalent level of protection.

Where an RCD is required, it must have a tripping current that does not exceed 30 milliamps if electricity is
supplied to the equipment through a socket outlet not exceeding 20 amps.
The WHS Regulation does not prescribe whether RCDs must be non-portable or portable. The most
‘appropriate’ RCD will depend on the workplace environment.
You may need to seek technical advice from a competent person about the kinds of RCDs that are appropriate
for your church.
Common examples of electrical equipment requiring an RCD include:
•
Hand-held electrical equipment, for example drills, saws, hair dryers, curling wands and electric knives,
•
Electrical equipment that is moved while in operation, including jackhammers, electric lawn mowers,
floor polishers and extension cords,
•
Electrical equipment that is moved between jobs in ways that could result in damage to the
equipment, for example electric welders, electric cement mixers, portable bench saws and extension
cords.

CHURCH BUILDINGS AND GROUNDS
Each church will have its own hazards associated with the church grounds. Church grounds are to be inspected
at least every 12 months as part of a site WHS inspection (See ‘Church Audit Safety Checklist’ at ‘Resources’,
pcnsw.org.au.). It is most beneficial for this to be undertaken by two people and inspection of ministry spaces
undertaken with ministry leaders who use the area and equipment.
Common hazards are associated with stairs, car parks, vegetation, play equipment, external surfaces and
unoccupied buildings.

Stairs
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Tread and Nosing
• A tread should extend across the full width of the stairway
• A tread should be slip resistant
• Nosing/edge of step should be slip resistant, in good condition and clearly visible against the
background (in all lighting conditions)
Angle of Stairways
The angle of stairways should be between 20 and 45 degrees to the horizontal tread. It is recommended the
angle be between 30 and 38 degrees.
Flights and Landings
• A single flight should have a minimum of two risers and a maximum of 18 risers
• Adjacent flights should be connected by a landing
• Stairway landings should not be less than the width of the stairway.
• A standing space of at least 600 mm this is clear from cross-traffic and a door swing or any other
structure must be provided.
Handrails
• Each stairway should have at least one handrail. Stairways wider than 1000mm should have a handrail
on each side.
• Handrails are required to:
- Be between 900mm and 1100mm above the floor on the nosing of a stair tread
- Shaped for people to easily grasp their hand and fingers around the handrail (circular or
rectangular in shape)
- Have a minimum hand clearance of 50mm between the handrail and adjacent structure with no
sharp edges or features that could cause injury during use.
- Provide unrestricted continuous movement of your hand on the upper surface along the length of
the handrail
- Be visually contrasting to its surroundings.
Lighting and Visual Cues
- Improve visibility and detectability of stairs, handrails and hazards by adequate and even lighting
on stairs and handrails, use of contrasting materials on the nosing and handrail.
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-

Avoid posters, signs and noticeboards on or around stairs to minimise distractions.
Avoid patterned carpets that may hide differences in depth or distract a person from seeing the
nosing.
Use matte finishes on the treads to minimise glare

For more information visit www.safework.nsw.gov.au

Carparks
The church has a duty to ensure, so far as is reasonably practicable, that the church, car park and the means of
entering and exiting it are safe and without risks to health.
Car parks are particularly dangerous for children therefore:
• Create safe play areas for children and fence these from the carpark using security doors, fencing and
gates.
• Don’t let children use carparks or driveways as play areas.
Pedestrians and vehicles are constantly moving in, around and out of car parks. Common hazards include slips,
trips, falls and collisions with structures (for example safety barriers), vehicles or pedestrians. Those with
management or control of a car park should identify and control all hazards in the car park, including the
entries and exits. For example:
• Consider the suitability of designated areas for parking, including the distance to the church and the
layout of the carpark
• Ensure pathways, entries and exits are slip-resistant under wet and dry conditions
• Ensure that good housekeeping is maintained, for example through systems for identifying and
removing oil leaks, pooled water, overhanging vegetation, rubbish or debris
• Consider erecting physical barriers between pedestrians and vehicles or create clearly marked and
adequate walkways and pedestrian crossings
• Ensure the car park is fully accessible for people with special needs or disabilities
• Provide clear signage for speed
• Consider signage encouraging cars to back into parking spaces, to minimise instances of people
walking behind cars reversing out
• Ensure vehicles exiting the car park can safely merge with road traffic.
Wheel stops, either concrete or rubber, can be used to prevent vehicles encroaching over a walkway,
embankment, drop off or ditch. Ideally these should be fitted with Hi-Vis Reflective strip/tape to assist visibility
in low light conditions and to assist in preventing trips and falls.

Wheel stops with Hi-Vis reflective tape

Vegetation
It is the church’s responsibility to provide for the safety of trees on their property and to determine the
likelihood of a tree or branch falling on people or property.
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When planting trees on the church property consideration must be given to species selection e.g., preferably
using locally occurring native species that will not be too big, not be subject to tree or branch fall, not pose a
fire hazard and not make mowing and maintenance difficult. Local councils can provide information on tree
selection.
Evaluating the risk associated with individual trees is best undertaken by a professional arborist. The following
occurrence can be considered warning signs:
• Is there an electrical line adjacent to tree?
• Are there large, dead branches in the tree?
• Are there detached branches hanging in the tree?
• Does the tree have cavities or rotten wood along the trunk or in major branches?
• Are mushrooms present at the base of the tree?
• Are there cracks or splits in the trunk or where branches are attached?
• Have any branches fallen from the tree?
• Have adjacent trees fallen over or died?
• Has the trunk developed a strong lean?
• Do many of the major branches arise from one point on the trunk?
• Have the roots been broken off, injured, or damaged by lowering the soil level, installing pavement,
repairing sidewalks, or digging trenches?
• Has the site recently been changed by construction, raising the soil level, or installing lawns?
• Have the leaves prematurely developed an unusual colour or size?
• Have trees in adjacent wooded areas been removed?
• Has the tree been topped or otherwise heavily pruned?
• Are there children play areas, buildings, picnic tables, cars or other possible targets under the tree of
concern?
You must obtain a permit and authorisation from your local council prior to removing any tree(s) from your
church property. Failing to do so can incur substantial fines.

Trip Hazards
Trips and falls are common accidents occurring in our church grounds particularly in older buildings where old
paths have been affected by tree roots or weathering. Common sources of risk include:
• Uneven surfaces (holes, cracks, steps/lips)
• Changes to surface/traction types (concrete to grass)
• Sloping surfaces
• Poorly maintained surfaces
• Contaminants or spills (liquids, water, grease, oil, dust or paper)
• Poorly lit areas
• Lack of appropriately marked walkways, edges or steps
• Wheel stoppers in carparks
Other common sources of risk may include:
• Poor lighting when exiting and entering vehicles
• Weather
• Footwear is inappropriate for environmental conditions
• Uneven or various step height and width
• Plant growth (grass, moss, lichen)
• Obstructed view or other distractions (mobile phones/displays).
Possible solutions:
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Hierarchy of Controls

Examples

Eliminating the hazard creating the
risk

Remove slip, trip or fall on the same level hazards at the planning and design
stage or when renovating a facility.

Substituting the hazard creating the
risk with a hazard that gives rise to a
lesser risk

Resurface.

Isolating the hazard from the person
put at risk

Limit access to high-risk areas.

Minimising the risk by engineering
means

Apply surface treatments. Contain spills. Improve lighting. Install handrails, HiVis tape.

Minimising the risk by administrative
means

Adopting safe practices.
Providing appropriate training, instruction or information.
Regular inspections.
Regular monitoring of relevant records, data and statistics.
Housekeeping and cleaning.
Signage.

Using personal protective equipment

Wearing appropriate footwear.

Broken Furniture and Equipment
All unstable and broken pews, tables and chairs, television screens and other equipment are to be removed
from access.

Playgrounds and Sandpits
Church playgrounds provide opportunities for children to socialise, learn and develop. Although playground
injuries account for only a small number of injuries to children, a large proportion result in hospital admission.
Playground injuries can be attributed to inappropriate use of equipment, lack of appropriate adult supervision,
over-crowding, poor design or layout of equipment and lack of maintenance.
Supporting the operation of safer playgrounds, Standards Australia has advised of the adoption of standards to
the series of AS 4685, Playground equipment and surfacing, Parts 1-6, with modifications made to reflect
industry and community needs. Aligning with international standards to create safer environments for
children’s free play, the updated AS 4685, Playground equipment and surfacing, series has been adjusted to
provide clarification around height and free fall requirements with the objective to assist in reducing the risk of
child playground related injuries.
Church playgrounds should be fenced from roads and carparks or play supervised by competent adults.
Sandpits are a potential source of infection. They need to be well built, maintained and kept clean. Make sure
the sandpit is well drained when it is built, so that it stays as dry as possible. Sand should be changed every 12
months. Sandpits must be closely covered when the church is unattended to prevent contamination from
animal faeces or inappropriately discarded sharp or dangerous objects such as broken glass. Cover the sandpit
when not in use, e.g., with fine chicken wire. Plastic covers, which do not let air through, can keep the sandpit
damp, and are not such a good idea. If you use fine wire rain will tend to wash the sand, helping to keep it
clean so long as the water can drain away.
The sand should be of a depth that can be easily raked over before each use, to help screen for foreign objects.
Take toys out of the sandpit after each use. Rake the sandpit regularly, to remove rubbish and to stir up the
sand so it gets aired (fresh air is a good disinfectant). Sand that is contaminated by animal or human faeces,
blood or other body fluids should be removed. Use a shovel and dispose of the sand in a plastic bag. The
remaining sand should be raked over at intervals during the day and left exposed to the sun. Where extensive
contamination has occurred, all sand should be replaced. Children must wash their hands with soap and water
after playing in the sandpit.
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Disinfecting sand pits is only needed when they are obviously dirty. Disinfect the sand when you need to (e.g.,
if a child does a poo in the sandpit). Use a mild detergent or household disinfectant diluted in water in a
watering can. Follow the instructions for washing floors and surfaces that are on the container. Keeping the
sandpit clean and dry is more important than regular disinfecting.

ASBESTOS MANAGEMENT
Introduction
The Church recognises and is committed to ensuring structures containing asbestos or asbestos containing
materials (ACM) are safe.
If asbestos containing material is in good condition it poses little health risk. However, when asbestos
containing products are disturbed by cutting, drilling, water blasting or similar activities, small fibres may be
released into the air. These fibres are harmful if inhaled and may lead to asbestos related diseases such as
asbestosis, lung cancer or mesothelioma.
Around 4000 Australians die every year from asbestos related diseases. Asbestos related diseases are
preventable by following safe practices when working with asbestos.
If renovating or working on a church or building built before the late 1980s, it may contain asbestos,
commonly used in flooring, kitchens, bathrooms, as well as roofs, ceilings and walls. There is no known safe
minimum level of exposure.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
How to Safely Remove Asbestos Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0015/50082/How-to-safely-remove-asbestosCOP.pdf
How to Manage and Control Asbestos within the Workplace Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0014/50081/How-to-manage-and-controlasbestos-in-the-workplace-COP.pdf
The Codes of practice listed below have been developed by Safe Work Australia to assist PCBUs to achieve
compliance with the Work Health and Safety Act and the Work Health and Safety Regulation.
• Code of Practice – How to manage and control asbestos in the workplace
• Code of Practice – How to safely remove asbestos
Disposal of asbestos waste is governed under the Protection of the Environment Operations Act 1997 which
falls under the responsibility of the NSW Environment Protection Authority.

Identifying if Asbestos and ACM are at the Church
Asbestos must be identified within the church by a competent person unless it is assumed that asbestos is
present or there are reasonable grounds for asbestos not to be present. (See clause 422 of the WHS
regulations – asbestos to be identified or assumed at workplace).
A competent person is someone who has acquired knowledge and skills to carry out the task through training,
a qualification or experience such as an occupational hygienist, licensed asbestos assessor or asbestos removal
supervisors. As site staff/volunteers are not qualified to conduct any work related to asbestos, the Church
policy is to engage a qualified specialist. See clause 458 of the WHS regulations – Duty to ensure asbestos
removalist is licenced).

34

If a competent person cannot identify asbestos or ACM but believes it is present then it must be assumed that
it is present. Additionally, if the church is inaccessible and is likely to contain asbestos or ACM then it must be
assumed that it does. (See clause 422 of the WHS regulations – Asbestos to be identified or assumed at
workplace).
Reasonable grounds for assuming that asbestos or ACM are not present include:
•
Church constructed post 1990 and there is no plant or equipment made prior to 2004
•
Pre 2004 building where the building is constructed entirely of brick, metal or concrete and the internal
walls are not made of fibro, gyprock, or similar cladding.
•
Register indicates that identified and assumed asbestos has been removed.

Indicating the Presence of Asbestos
Asbestos that has been identified or is assumed to be present must be clearly indicated through use of labels
or warning signs. (See clause 470 of the WHS regulations – Limiting access to asbestos removal area)
A competent person should indicate where label should be located. If it is not reasonably practicable to use
labels, due to risk of asbestos disturbance, then warning signs can be used. (see clause 469 of the WHS
regulations – Signage and barricades for asbestos removal work) Warning signs must comply with Australian
Standard AS1319 Safety Signs for the Occupational Environment and placed at the entrance of the work area.

Removing Asbestos
You must always use a licensed asbestos professional to remove friable asbestos and when there is more than
10sqm of non-friable (bonded) asbestos. However due to the risks associated with disturbing asbestos,
SafeWork NSW recommends you use a licensed asbestos professional to remove any amount of non-friable
asbestos. (See clause 458 of the WHS regulations – Duty to ensure asbestos removalist is licenced)
If you do decide to remove less than 10sqm of asbestos yourself then before you start work, you must:
1. Read and follow the Code of Practice – “How to Safely Remove Asbestos” (NSW Government 2019)
2. Be aware and advise any workers and the congregation of the health risks associated with exposure to
asbestos
3. Undertake and provide any workers with asbestos awareness training
4. Undertake and provide health monitoring to any workers if work with asbestos is likely to be ongoing
If you are not willing or able to commit to any of the above obligations then you should engage a licensed
asbestos professional.
Never use high-pressure water or compressed air on asbestos products and be careful when working on
asbestos roofs – they are brittle, and you can easily fall through.

Asbestos Register
If your church was built before 31 December 2003 or if asbestos has been identified at the site, you must keep
a register that outlines:
• When the asbestos was found
• Where it is located
• What type of asbestos it is
• What condition it is in.
(See clause 425 of the WHS regulations – Asbestos register)
You must also:
• Make the register available to anyone likely to be exposed to asbestos,
• Keep it up to date
• Pass it on to anyone who takes over management or control of the site.
The register must be reviewed at least every five years or when there are changes to the buildings, plant and
structures. (See clause 426 of the WHS regulations – review of asbestos register).
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The register must be readily available to workers, health and safety representatives and contractors that have
carried out or intend to carry out work at Church workplaces. (See clause 427 of the WHS regulations – Access
to asbestos register).
A template for an ‘Asbestos Register’ can be found at ‘Resources’ at pcnsw.org.au.

Asbestos Management Plan
If asbestos has been identified at your church, you must prepare and maintain an asbestos management plan,
regardless if the asbestos is naturally occurring or manufactured. (See clause 429 of the WHS regulations –
Asbestos management plan).
When asbestos has been identified or assumed to be in the workplace an asbestos management plan must be
developed to complement the asbestos register. The asbestos management plan outlines the following:
•
Identification of asbestos and ACM with links to the register and location of signs and labels
•
Decisions about the reasons for the management of asbestos
•
Procedures for notifying incidents involving asbestos
•
Workers carrying out work involving asbestos including consultation training and information
requirements and responsibilities
•
How asbestos risks will be controlled
•
Timetable for managing risks
•
Responsibilities
•
Plan review
•
Air monitoring procedures if required
The plan must be reviewed when:
•
Asbestos is removed, disturbed, sealed or enclosed at the church
•
The plan is no longer adequate, or
•
At least every five years. (See clause 430 of the WHS regulations – Review of Asbestos management plan)
The plan must be readily available to workers, health and safety representatives and contractors that have
carried out or intend to carry out work at Church premises. (See clause 430 of the WHS regulations – review of
asbestos management plan)

UNDERGROUND CABLES, PIPES,
DRAINAGE AND SEWER LINES
Any excavation, irrespective of size, has the potential to damage assets located around the work site, leading
to service interruptions, delays to the project, costly repairs and in the worst-case scenario, injury or death.
Dial Before You Dig is a free national referral service designed to assist in preventing damage and disruption to
Australia’s vast infrastructure networks which provide essential services we use every day.
Anyone who intends to work around any infrastructure asset(s) should lodge an enquiry before commencing.
Dial-Before-You-Dig plans as required under NSW law in order to keep workers safe, prevent damage and
disruption to electricity supplies and avoid businesses facing large financial penalties for negligent behaviour.
The Don’t know, Don’t dig campaign is a state-wide collaboration between Endeavour Energy, Ausgrid,
Essential Energy, SafeWork NSW and Dial-Before-You-Dig NSW.
Dial before you dig: www.1100.com.au or dial: 1100 (Toll Free).
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OLD BUILDINGS
Building Collapse or Stone Fall
If a part of the church collapses or a stone or any structure falls from a church building it is classified as a
“notifiable incident” under Part 3 of the Work Health and Safety Act 2011 (NSW). This is classified as a
“dangerous incident”:
(f) the fall or release from height of any plant, substance or thing, or
(h) the collapse or partial collapse of a structure
In this instance the regulator SafeWork NSW must be notified immediately on 13 10 50.
The site must, as far as reasonably practicable, must not be disturbed until an inspector arrives or directs
except to assist an injured person or remove a deceased person.
Stone churches will require periodic inspection by a stone mason. Churches near the ocean and those with bell
towers, expansion around rusted iron, carvings and other overhanging pieces or gables may be more
vulnerable to pieces falling off and will require repair work. Repointing (mortar between the joints) may be
required. Flashing around windows etc may require addition of silicone to reduce access by water.

Electrical Wiring
Old wiring and fittings in churches are a cause for concern not only because they unable to meet the demands
of modern services and ministry activities, but because they can result in fires or electric shocks. If your church
has not been rewired within the last 25 to 30 years, then it will likely need rewiring at least in part – call in a
competent electrician to check.
According to WHS Regulation clause 149 Unsafe electrical equipment, the Church must ensure that any unsafe
electrical equipment is disconnected or isolated from its electricity supply and, once disconnected, is not
reconnected until it is repaired or tested by a competent person and found to be safe, or is replaced or
permanently removed from use.
To ensure everything stays working as it should, it’s good practice to have electrics professionally inspected
every 10 years. The following are signs that the electrics need updating:
•
•
•
•
•

An old-fashioned fuse box (now known as the consumer unit). This may have wooden back, cast iron
switches, white ceramic fuses, or a mixture of fuses.
Surface-mounted cables running along skirting boards and up walls looks unsightly and suggests
minimal quick-fix rewire work has taken place. However, sometimes it is used to prevent damage to
the building’s fabric.
Black rubber, lead or fabric covered cables – modern cabling is uPVC coated.
Old-fashioned sockets and Bakelite switches. Although, sometimes these are retained in a nonworking condition, or new replica designs may have been fitted.
A mix of different socket and switch styles indicate that a partial rewire has taken place.

Electrical equipment is unsafe if there are reasonable grounds for believing it to be unsafe. You should
implement a safe system of work to deal with potentially unsafe electrical equipment at the workplace. This
may include:
•
•
•

Requiring workers, if competent to do so, to undertake a check of the physical condition of the
electrical equipment, including the lead and plug connections, prior to use.
Taking the electrical equipment out of service if in doubt as to its safe condition, including at any time
during use (See Managing electrical risks in the workplace Code of Practice Page 21 of 76)
Putting reporting arrangements in place to ensure, so far as is reasonably practicable, that CoM or
Safety Officer or maintenance personnel are advised if a worker takes electrical equipment out of
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service for safety reasons. Unsafe electrical equipment should be labelled indicating it is unsafe and
must not be used. This is to prevent inadvertent use before the electrical equipment has been tested,
repaired, or replaced.

Inspection and Maintenance
Simple problems such a slipped roof tile or slate, a cracked gutter or a blocked drain quickly escalate if left,
leading to damp, decay and potential collapse.
An inspection of inside areas is to be carried out to look for dampness, rot, beetle infestation, fungal growth,
vermin damage and structural movement. Check behind cupboards, under stairs and, where access is
available, in the roof space. Ensure pipework, including waste pipes, is in good order, that there are no
dripping taps.
Outside inspection will include broken tiles or slates, fillets of mortar, broken bolts from gutters, fragments of
putty from windows or pieces of wood from joinery. Binoculars can be used to study all the key parts of the
building including the roof, gutters and downpipes and the junctions between different building elements such
as the roof and parapet walls. Any damage to brick or stonework should be noted along with joinery defects.
Areas where rot is suspected may be tested with a knife - sound timber resists penetration. Inspections during
heavy rain will reveal water leaking or spilling from gutters or from downpipes and gullies that may be cracked
or overflowing due to blockages.
Clearing leaves and other debris should be a regular job. Further essential maintenance tasks include ensuring
air bricks are clear so there is good ventilation below suspended floors, removing soil banked up against walls
and keeping vegetation around the building in check. Maintenance is important both before and after extreme
weather events such as high winds, snow, ice or prolonged rainfall.

Damp
Penetrating damp is the development of moisture through the walls and roof, or below ground level of a
building. Older buildings that have suffered from a lack of maintenance can be more prone to penetrating
damp e.g., missing or broken roof tiles and flashing, leaking or faulty rainwater pipes and guttering, faulty
joints between doors and windows, and missing or cracked pointing in the brickwork are all common defects.
Brickwork and render can deteriorate with age. They can become more porous and are more likely to have
suffered from storm, physical or frost damage, allowing the potential for penetrating damp.
A watermark appearing on internal walls is often the first sign of penetrating damp. The damp patch is likely to
grow as the water continues to enter and is likely to get worse following periods of heavy rainfall. Another
early indicator of penetrating damp is mould or droplets of water appearing on internal walls. Wallpaper will
start to peel; paint begin to crack, and wood can start swelling and warping if there is excess moisture.

Pests, Rodents and Birds
With buildings that haven’t been occupied for some time, or older buildings where there are building defects
which allow access to the eaves or loft space, there is a higher chance of an infestation of pests, rodents, or
birds.
Rodents and birds can carry a host of different pathogens and can also cause damage to the structure of the
building. Birds will scavenge materials to build their nests and can cause damage to roofing materials as they
try to gain access to loft spaces. Leaks, damp, and other issues can arise as a result of birds.
While bugs and rodents can be a problem in any building, older properties may be at higher risk of infestation.
Poorly maintained buildings allow cracks and gaps which small rodents like mice can easily enter through.
Large voids such as basements are appealing to rats and softwood often featured within older buildings is
particularly appealing to termites.
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Lead
The easiest way of recognising lead paint is by its unique pattern of deterioration. Unlike other paints that tend
to peel as they deteriorate, lead paint tends to crack in distinctive rectangles. If you are unsure if your paint
contains lead, contact a professional for further advice.
If a property has original paintwork that has been painted over, the lead in the original paintwork could be
“locked” into the oldest layers. And as long as it is in good condition and you are not planning on disturbing it,
it is safe. However, if there is a chance that it may be disturbed, it should be carefully removed using methods
that do not create dust or fumes.

Rusty Iron
Rusting iron fixtures can cause structural problems in old churches. When iron rusts, it can expand nearly 25
times its original size causing concerns for the structural integrity of the building and opens up the potential
for damp. Common signs to look for which indicate rusty iron include:
•
•
•

Shattered stones with radial cracks around the iron
Shattered stones on parapet walls where iron cramps have expanded and broken the capstones
Exploding stonework around windows due to the use of iron pins

DISABILITY FRIENDLY CHURCH
The level of physical adjustment required to make churches disability friendly will vary significantly. If your
church is a relatively modern building, it may already meet many of the requirements. However, if your church
is located in old or protected structures it is still possible to make them accessible, but more budget may be
required.
Some common adjustments for buildings and practices include:
• Ensure all locations and facilities are wheelchair accessible. Addition of ramp or lift access. Widen
doorways and corridors. Gaps in pews/seating for wheelchairs and motorised scooters. Accessible
toilets and lowered light switches.
• Provide handrails
• Install hearing loops and include subtitles when uploading songs etc to assist the hearing impaired to
follow sermon and songs.
• Ensure walkways are clear and clean and lighting is adequate for the visually impaired. Pew Bibles
should be large font.
• Create inclusive and accessible services, events, camps etc
• Actively employ people with a disability and include them in ministry teams
• Provide services both in-person and online in order to cater for those who are willing and able to meet
in person as well as those who are unable to do so due to chronic illness or disability.
• Provide toolbox training to the congregation to ensure individuals and families with disabilities are
welcomed and accepted by the church community, embracing their differences and making
accommodation for their disabilities.

39

Permanent and mobile wheelchair ramps

HAZARDOUS MANUAL TASKS
Introduction
There is a wide range of manual tasks that are performed by workers through the Church. The Church
recognises all manual tasks must be, so far as reasonably practicable, risk assessed to determine which tasks
may be hazardous and ensure appropriate controls are implemented.
Manual handling is any task involving use of your body to exert force on something else, and includes lifting,
lowering, carrying, pushing, pulling, holding or restraining. It may also include stretching, bending, sustained
and awkward postures, and repetitive movements. These directly stress the body and can lead to
musculoskeletal disorders (MSD). The Hazardous Manual Tasks Code of Practice (NSW Government 2019)
assists employers and workers to identify, assess and control risks arising from manual handling activities in
the work environment.
While everyone serving at church is likely to be involved in performing manual handling tasks, the following
ministries involve significant manual handling risks:
•
•
•
•
•
•

Setting up for and working at Church services or related functions e.g., stacks of chairs, tables, A-frame
notice boards, music and sound equipment, hot water urns, filling water coolers.
Work at Church camps, special events or group activities
Working bees
Assisting elderly and disabled Church members at their homes or in and out of vehicles including walkers,
wheel chairs and other equipment.
General garden maintenance (weeding, lawn mowing)
General building maintenance (i.e., painting, minor repairs, changing globes and cleaning)

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
Hazardous Manual Tasks Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0020/50078/Hazardous-manual-tasks-COP.pdf

Procedure
List the Manual Handling Tasks
Make a list of the manual handling tasks that are carried out during a week and on special occasions. Useful
forms are: ‘Hazardous Manual Task Identification Template’, and forms in ‘General Risk Assessment’ (See
‘Resources’ pcnsw.org.au)
Consider worship services, groups who meet at various times and the office. Consider what is to be moved,
from where to where, how far and how often? Who moves it and how suitable are they for the task? Talk to
people who regularly handle the items and ask them about potential risks and appropriate ways to handle the
items.
The Safety Officer or Ministry leaders must control the risks associated with hazardous manual tasks using the
hierarchy of control. (See clause 60 of the WHS regulations- Managing risks to health and safety)
Risk should be eliminated or removed where reasonably practicable. If the risk cannot be eliminated, the
person conducting the risk assessment must utilise the hierarchy of control (Figure below) to determine the
most appropriate action for a range of hazardous manual tasks. A combination of controls may be suitable.
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Is There a Better Way?
• Do people have to bend, twist, stretch or reach above their shoulders?
• Are the items stored in the correct sized containers for people to move without undue strain?
• Would handles or other grips make the task easier?
• Can the items be stored above waist level and below shoulder level?
• Is mechanical aid available? E.g., a trolley
• Is a stable, good quality step ladder available?
• Could the work area be redesigned to make the handling easier, such as benches or storage at more
appropriate heights?
• Is there sufficient space to move the items freely without resorting to awkward movement?
• Can you move some items to off-site storage, dispose of disused items, archive or clean out old files?
• Are people advised to share a lifting task when necessary?
Training and Supervision
All workers who perform hazardous manual tasks must be provided with adequate information, instruction
and training on the developed safe work procedure/risk assessment. (See clause 39 of the WHS regulations –
provision of information, training and instruction). This will include information relating to:
•
Manual task risk management, including the characteristics of hazardous manual tasks
•
Specific manual task risks and the measures in place to control them
•
How to perform manual tasks safely, including the use of mechanical aids, tools, equipment and safe
work procedures
•
How to report a problem or maintenance issues
People should not have to retrieve anything above their shoulder height. If this is necessary, ensure that a
stable, good quality step-ladder is available and items are no heavier than the person can lift, on the stepladder without strain.
Each Church must retain records of any information, instruction and training provided to workers and
volunteers.
Lifting Guide
There are no longer recommendations given for lifting because people and loads vary. The Hazardous Manual
Tasks Code of Practice (NSW Government 2019) provides more information on assessing and controlling the
risks.
All people-handling activities are a potential source of injury. No person should fully lift a person, other than a
small infant, unaided. This task should be assisted with mechanical aids, assistive devices or assistance from
another person.
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Hazardous tasks relevant to managing people at church with a disability include:
• Moving and supporting people with a disability
• Assisting people in wheelchairs
• Handling wheelchairs and walkers in and out of vehicles

Pushing and transporting wheelchairs.

For more information see Jason Forbes, Disability Advocate, Jericho Road (02) 4322 2164 or
jforbes.disabilityadvocate.pss@gmail.com. See also WorkSafe Victoria Disability services-occupational health
and safety compliance kit (WorkSafe.vic.gov.au).
If there is any doubt about a person’s ability to complete a task safely, they must not be allowed to proceed.

WORKING FROM HEIGHTS
Introduction
Working at Heights refers to anyone working at heights of 2 metres or greater. Fall protection equipment is
required for anyone working at heights of 2 metres or higher.
No Church employees, volunteers, contractors or visitors shall access an external roof area or work around
roofs. A competent person who has acquired through training, qualification or experience the knowledge and
skill to carry out the task will undertake work on the roof.
In addition to accessing roofs there are many instances where persons are required to work at height 2 metres
or more above the ground, these may include changing light bulbs, ceiling fans, cleaning roof gutters, painting
or cleaning buildings or lopping branches from trees. It will be far more appropriate to bring in a qualified
tradesperson than risk the health and wellbeing of volunteers or employees who are not specifically qualified
for the work.
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Legislative Requirements
WHS Act section 19: Primary duty of care
WHS Act section 28: Duties of workers. Workers have a duty to take reasonable care for their own health and
safety and to not adversely affect the health and safety of other persons. Workers must comply with
reasonable instructions, as far as they are reasonably able, and cooperate with reasonable health and safety
policies or procedures that have been notified to workers. If personal protective equipment (PPE) is provided
by the business or undertaking, the worker must so far as they are reasonably able, use or wear it in
accordance with the information and instruction and training provided.
Clause 78 of the WHS regulations – Management of risk of fall. The Regulation classifies a number of activities
as ‘high risk construction work’ for which a Safe Work Method Statement (SWMS) must be prepared before
the work starts. High risk construction work includes work that involves a risk of a person falling more than 2
metres. Further information on developing a SWMS can be found in the Code of Practice: Construction work.
A PCBU must eliminate the risk of falls in the workplace, or if that is not reasonably practicable, minimise those
risks so far as is reasonably practicable.
A PCBU has more specific obligations under the WHS Regulation to manage the risk of a fall by a person from
one level to another, including requirements to:
• Ensure, so far as is reasonably practicable, that any work involving the risk of a fall by a person from
one level to another is carried out on the ground or on a solid construction
• Provide safe means of access to and exit from the workplace and an area from which a person could
fall, such as a platform or scaffolding, and
• If it is not reasonably practicable to eliminate the risk of a fall, minimise the risk of falls so far as is
reasonably practicable by providing adequate protection against the risk, including by providing a fall
prevention device if it reasonably practicable to do so, or if not, a work positioning system if it is
reasonably practicable to do so, or if not, a fall arrest system.
A combination of the controls that are reasonably practicable to provide adequate protection against the risk
may be used if a single control is not sufficient for the purpose.

Procedure
Working from Heights Hazards
The Church must identify fall hazards through consultation with workers and inspection of buildings and
grounds including:
•
Surfaces - Stability, fragility or brittleness, potential to slip, safe movement of workers where surfaces
change, strength and capability to support load
•
Slope does not exceed 7 degrees
•
Levels - Where they change and may be exposed to fall from one level to another
•
Structure – temporary or permanent
•
Ground – evenness and stability to support scaffolding or work platform
•
Work area
•
Entry and Exit
•
Edges – protection from open edges of floors, roofs, work platforms, walkways etc.
•
Holes
•
Hand grip – places where grip may be lost.
Risk Management of Fall Hazards
Each Church is responsible for ensuring the risk assessment is specific to their particular activity’s
requirements. This should be done in consultation with all workers who may be at risk of a fall hazard. (See
clause 34 of the WHS regulations – Duty to identify hazards). The person conducting the risk assessment
should utilise additional guidelines provided in the Managing the Risk of Falls at the Workplace Code of
Practice 2019.
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If a contractor or subcontractor has been engaged by the Church to undertake work which may be associated
with fall hazards the Safety Officer or person in charge of the work must ensure that a safety plan (e.g., JSA or
SWMS- See ‘Working at Heights Safe Work Method Statement’ in ‘Resources’ pcnsw.org.au) has been
developed and provided to the Church before the work commences. (
Risk should be eliminated or removed where reasonably practicable as the first option. If the risk cannot be
eliminated, the hierarchy of control should be used to determine the most appropriate action. (See clause 36
of the WHS regulations – Hierarchy of control measures) The diagram below shows examples of possible fall
hazard control options. A combination of controls may be suitable.

Training
All workers who work may be at risk of a fall hazard must be provided with adequate information, instruction
and training on the developed risk assessment and safe work procedure (See clause 317 of the WHS
regulations- duty to ensure worker has been trained) This will include information relating to:
•
The type of control measures used to prevent falls (See clause 37 of the WHS regulations - maintenance
of control measures)
•
Procedures for reporting fall hazards and incidents
•
The correct selection, fitting, use, care, inspection, maintenance and storage of fall-arrest and restraint
equipment
•
The correct use of tools and equipment used in the work (for example, using a tool belt instead of
carrying tools)
•
Control measures for other potential hazards (for example, electrical hazards).
•
Emergency procedures
Site Managers, Work Coordinators or person in control of the workplace must:
•
Ensure only workers who have received training and instruction in relation to the safe work
procedure/risk assessment are authorised to carry out the work
•
Ensure workers use any fall control measure in the correct manner
•
Confirm workers ability to perform tasks (emphasis on volunteers)
•
Ensure workers are physically fit for the task they are being asked to perform
•
Be certain that the worker has an appropriate trade background and qualifications (if required) for the
work they are performing
•
Ensure the worker has the appropriate tools or safety equipment for the task they are to perform (a
Church duty)
•
Ensure a worker does not work alone
If there is any doubt about workers’ ability to complete a task safely, they must not be allowed to proceed.
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Each Church must retain records of any information, instruction and training provided to workers (See
‘Training Record Register’ at ‘Resources’ at pcnsw.org.au.

Ladders
Each year there are dozens of serious incidents where people have fallen from ladders. Most of these incidents
involve a ladder being used incorrectly or inappropriately. The following is to be considered and included in
training prior to ladder use:
• Only use ladders for simple access jobs, or for a short duration. It’s best to work from ground level
whenever possible.
• Consider alternatives to a ladder, such as scaffolding or an elevated work platform.
Choose the right ladder for the job. It should meet Australian standards and the load requirements of the job.
A non-conductive ladder (e.g.: wood, fibreglass, or reinforced plastic) will be used in conjunction with all
electrical works performed (including light globe maintenance tasks):
• An A-frame or extension ladder may be appropriate for some tasks, but a platform ladder is safer.
• Inspect the ladder for damage before each use.
• Only use a ladder if you are physically capable of doing so.
• Always set up the ladder on a flat, stable surface. If this isn’t possible then use a ladder that includes
ladder safety devices like leg levellers, anti-slip gutter guards and stabilisers.
• Always maintain three points of contact when climbing or descending the ladder. This means two
hands and one foot, or two feet and one hand.
• Only take small items up or down a ladder – never large or heavy items such as building materials.
Only carry items that allow you to maintain three points of contact.
• Never lean or reach away from the ladder while using it.
• The combined weight of the person using the ladder and any items or tools should never exceed the
working load limit on the ladder.
• A-frame ladders should only be used when locked in the fully open position.
• If you’re using an extension ladder, secure it at the top, bottom, or both. If this isn’t possible then have
someone hold the ladder in place while in use.
• Extension ladders should be angled at a ratio of 1:4. That is, position the base of the ladder 1 metre
away from the structure for every 4 metres of height.
• Do not climb or work past the second-last rung of a ladder, and never straddle the top of an A-frame
ladder.
• When climbing down, remain facing the ladder and climb to the bottom rung before stepping off.

Platform Ladder

Scaffolding
Scaffolding used to access high work must be erected and dismantled by qualified tradespeople with
appropriate certificates of competency and insurance cover.
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When work is being performed at height, there is a risk of falling objects, so people are to be kept away from
the work area. If there is a requirement for a person to be working at ground level in this circumstance, they
are to wear a hard hat.

KITCHEN AND FOOD SAFETY
Introduction
The most common causes of sickness and injuries associated with kitchens and food are:
• Manual handling incidents
• Slips, trips, and falls
• Burns and cuts
• Chemical ingestion
• Food poisoning

Procedure
Churches have a duty of care to act with all reasonable care when handling food for morning tea and lunch,
supper, food at camps, Lord’s Supper and when food is being given or sold to the public (e.g., food ministries
or a sausage sizzle at a carols event).
For larger churches and those involved in food ministries it is recommended that one person present is trained
in safe food handling (see www.training.gov.au).
The following is required:
Personal hygiene: No symptoms of sickness or sores. Washing and thorough drying of hands. Clean utensils
and clean sanitised surfaces. Use of gloves and hair net.
Food management: Raw and cooked products are to be separated. Food is to be cooked at 75oC or above and
thawing only to be undertaken in fridge or microwave. Gloves or utensils are to be used to serve food. For
more information see www.foodstandards.gov.au
Allergies: Common food allergens are to be known and declared (e.g., food labeling). Common allergens are:
milk, eggs, nuts, sesame, seafood, soy and latex. First aid trainers will be trained in use of EpiPen. Banning
peanuts is not always recommended. For more information see: www.allergyfacts.org.au, www.allergy.org.au
Kitchen Maintenance: List and check fridges, ovens, cooktops, exhaust, air conditioning, water purification.
Bins are to be labeled, emptied and cleaned and sanitised as required.
Burns: Make kitchen a child free zone or ensure children are at least 1 metre away from cooking spaces.
Supervise older children during cooking activities. Cook on the back burners of the stove and turn pot handles
away from the edge. Keep urns, hot foods and liquids away from the edge of counters and tables. Consider
having a separate table for children’s morning tea to separate them from urns. Discuss hot drink management
(hold or store away from children’s reach) particularly for play time/mainly music type ministries.
Sharp equipment: Use drawer catches, corner drawer locks, safety clips etc to protect children from access to
knives and other dangerous equipment.
Children and Chemicals: Accidents with poison are very common – almost 40 Australian children a week are
admitted to hospitals because of poisoning. Many substances around the church are poisons for example,
dishwashing powder is extremely harmful if it’s swallowed or gets into eyes.
If you think a child has swallowed something poisonous, immediately take the container and the child to the
phone and call the Poisons Information Centre on 131 126 for first aid advice – 24 hours a day, 7 days a week,
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Australia Wide. If the child needs urgent medical help, call an ambulance – phone 000.
Store chemicals and cleaners up high in a locked cupboard, safely out of reach and out of sight of children. The
cupboard should be at least 1.5 m high and should have child-resistant locks. Some chemicals need to be
located under the bench e.g., detergent and rinse aid which self feeds into commercial dishwashers. In this
situation child proof locks must be installed on these cupboards. Lock medicines, chemicals and cleaners away
in their storage place immediately after you’ve finished with them. Leave all chemicals and cleaning products
in their original containers. Never transfer poisons into food or drink containers. Don’t put chemicals like
detergents, paint thinners and weed killers into empty soft drink or juice bottles. Clean out chemical cupboard
regularly. Get rid of unwanted chemicals and cleaning products. Rinse empty chemical containers with water
before you throw them out.

Childproof devices are to be used to prevent opening of doors, drawers and ovens.

HAZARDOUS SUBSTANCES
Safety Data Sheets (SDS)
A safety data sheet (SDS), previously called a Material Safety Data Sheet (MSDS), is a document that provides
critical information about hazardous chemicals. For example, an SDS includes information on:
• the chemical's identity and ingredients
• health and physical hazards −
• safe handling and storage procedures −
• emergency procedures, and −
• disposal considerations.
An SDS is an important tool for assessing and managing the risks associated with the use of hazardous
chemicals in churches.
Legislation
WHS Regulation Part 7.1. For the specific laws about working safely with hazardous chemicals, see clauses 328
- 391 of the Work Health and Safety Regulation 2017. There are also general work health and safety laws that
will apply to you in any situation, including when working with hazardous chemicals.
For more specific information about exposure standards, safety data sheets, health monitoring and emergency
plans, see the Code of Practice for Managing Risks of Hazardous Chemicals in the Workplace.
For information about label elements, special labelling situations, updating labels and hazardous pictograms,
see the Code of Practice for Labelling of Workplace Hazardous Chemicals.
Note: a person conducting a business or undertaking (PCBU) who packages or relabels a hazardous chemical
with their own product name is considered to be a manufacturer and therefore has the same obligations as a
manufacturer under the WHS Regulation to prepare an SDS.
An SDS is not required for domestic products used at church when the products are used in the church in the
same manner that a consumer would use them, i.e.; where the duration and frequency of use (and therefore
exposure) is not greater than what the typical consumer would experience. For example, if a surface spray
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cleaner is used in small quantities like in a domestic situation an SDS is not required. However, if dishwasher
powder or glass cleaner, for example, is used at church in greater quantities than in a home situation, SDS
should be obtained.
Preparing and providing an SDS is mandatory where a substance, mixture or article is a hazardous chemical.
However, the WHS Regulation does not require an SDS to be prepared for hazardous chemicals in the
following circumstances which may be relevant to churches (although the duty of care requirements under the
WHS Act still apply):
• Chemicals in batteries while they are incorporated in plant
• Fuel, oils or coolants in a container that is fitted to a vehicle, vessel or aircraft, mobile
plant, appliance or other device, where the fuel, oils or coolants are intended for use in
its operation
• Fuel in the fuel container of a domestic or portable fuel burning appliance where the
quantity of fuel does not exceed 25 kg or 25 litres
• Hazardous chemicals in portable firefighting or medical equipment for use at a workplace
• Hazardous chemicals that form part of the integrated refrigeration system of refrigerated
freight containers.
Procedure
• Obtain and provide safety information: If using a consumer or domestic chemical for its usual purpose
(for example, washing dishes in the kitchen) you will not need to obtain an SDS.
• For all chemicals (e.g., cleaning chemicals, industrial dishwasher chemicals, photocopier toner,
herbicides, etc) other than domestic chemicals get a current Safety Data Sheet before you use any
hazardous chemical and, when a hazardous chemical is first supplied to your church. If this has not
taken place the church must contact the Manufacturer and obtain SDS sheets. You must ensure your
workers, emergency services personnel or anyone who asks is provided with the SDS.
• All Chemicals are to have their SDS sheet available in an obvious location where the chemical is stored.
The sheets are to be laminated or stored in a plastic sleeve/folder.
• Keep a Chemicals Register: Keep a register that lists all the hazardous chemicals used, stored and
handled at your church. It must include the current safety data sheet for each chemical listed. Make
sure everyone affected by the hazardous chemicals can view the register.
• Check labels and clean containers: Make sure hazardous chemicals are always properly labelled, even
after they have been transferred from the original container. Once emptied, clean the container
before use.
• Issue Personal Protective Equipment. Safety equipment must be given to anyone who needs it as
required by the SDS.
• Since manufacturers and importers of hazardous chemicals are required to update their SDS at least
every five years, you will need to obtain a new SDS from the chemical supplier periodically to ensure
you have the most up-to-date and current SDS.
For further information see NSW Government (2019) Code of Practice: Preparation of Safety Data Sheets for
Hazardous Chemicals.
SDS's must be maintained on site (including electronic access methods). SDS's must be readily accessible and
stored with a Hazardous Chemical Register.

Hazardous Chemical Register
Introduction
A hazardous chemicals register is a list of hazardous chemicals at your church, accompanied by the current
safety data sheet (SDS) for each of those chemicals.
Legislation
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A hazardous chemicals register is required under the Work Health and Safety Regulations to be prepared and
kept up-to-date so that people can easily find information about chemicals stored, handled or used at the
church.
Procedure
The hazardous chemicals register must be readily accessible to all workers involved in the use, storage and
handling of the hazardous chemicals and to anyone else who is likely to be affected by the chemical at the
church.
Registers and SDS may be kept electronically (for example on an intranet) provided workers have ready access
to a computer. Otherwise, a hard copy should be kept in the location where chemicals are mostly used.
Consumer products include hazardous chemicals used the church kitchen (e.g., dishwashing powders and
some chemicals) maintenance areas (including herbicides, fuels and paints etc) and in the office (e.g., printer
toner and whiteboard cleaners).
A template for a ‘Hazardous Chemical Register’ can be found at ‘Resources’ at pcnsw.org.au.

EQUIPMENT AND MAINTENANCE
Introduction
There is a wide range of equipment used throughout the Church. The Church recognises all equipment risks
must, so far as is reasonably practicable, be risk assessed to ensure appropriate controls are implemented.
To ensure all equipment used within the Church is used safely by workers and volunteers and maintained
appropriately to prevent and minimise injury to workers and other persons.
The Church recognises that the use of equipment provides vital services for maintaining Church sites. The
Church aims to provide equipment for all workers to use where reasonably practicable, however it recognises
that some worker owned equipment is used in some Church related activities. This procedure applies to any
equipment, including leased or hired equipment, used at any Church site by a worker or volunteer, regardless
of ownership.
Equipment is here defined as ‘machinery, equipment, appliance, container, implement or tool, and includes
any component or anything fitted or connected to any of those things’. In relation to Church work activities,
this may include but is not be limited to:
•
Vehicles
•
Power tools
•
Computers, printers, projectors, and office equipment
•
Music and sound equipment
•
Mowers, brush-cutters, and whipper-snippers
•
Kitchen implements and appliances
The Church has identified the following tasks as using equipment:
•
Food preparation
•
Services and social events
•
Using power tools for maintaining Church property
•
Using powered equipment for maintaining Church grounds or working bees
•
Driving on church business or for pastoral care etc.
•
Administration
Whilst the Church has a primary duty of care to ensure a safe and healthy workplace, there are specific duties
that apply to a PCBU with management or control of fixtures, fittings, and plant at a workplace.
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The Church aims to ensure that contractors engaged for complex work involving anything other than minor
plant must have a robust WHS Plan developed and provided to the Church before the work can be approved.
These projects will be approved and managed at a higher level within the Church.
The Committee of Management and Church Offices must be consulted before any high-risk work involving
plant is undertaken including:
•
Commissioning plant
•
Making changes to or altering the design of plant
•
Decommissioning, dismantling, and disposing of plant
Should any of the following plant be planned to be used by a worker on a Church site, the Site Manager and/or
Committee of Management must be contacted immediately and prior to its use.
•
Pressure equipment
•
Plant that lifts or suspends loads
•
Powered mobile plant (i.e., forklift)
•
Crane
•
Earth-moving machinery
•
Tractor
•
Scaffolds

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
Managing Risks of Plant in the Workplace Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0019/52156/Managing-the-risks-of-plant-in-theworkplace-COP.pdf
Demolition Work Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0015/52161/Demolition-work-COP.pdf

Procedure
Site Managers, Work Coordinators, or other persons in control of a Church must identify any equipment to be
used at a Church site.
Step 1: Identify any hazards associated with the plant. (See clause 204 of the WHS regulations – Control of
risks arising from installation or commissioning)
Consideration should be given to how the plant is to be used. This may include installation, operation,
inspection, maintenance, repair, transport, storage and dismantling. (See clauses 204 to 213 of the WHS
regulations)
Hazards relating to plant and equipment may include, but not limited to:
•
The condition of the plant: e.g., its age, its maintenance history, how frequently the plant is used, is it old
and missing safety features found on new plant? Is it reliable or often needing emergency maintenance?
•
The suitability of the plant: e.g., is it actually being used for its intended purpose?
•
The location of the plant: e.g., what is its impact on the design and layout of the workplace and are
workers able to access the plant without risk of slips, trips or falls to the worker or visitors?
•
Abnormal situations: e.g., what abnormal situations, misuse or fluctuation in operating conditions can
you foresee?
Step 2: A risk assessment must be conducted on the identified hazard(s) associated with the plant using the
Church’s risk methodology.
Other factors to consider that will be considered as part of the risk assessment include:
•
Environmental conditions the plant will be used in: e.g., muddy or dusty environment
•
Other people or items of plant in the vicinity of the plant and what effect will this have
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•
•
•
•

Where and when access required during the installation, operation or maintenance of plant and in an
emergency?
What safe work procedures exist in relation to the plant safety
What information, instruction and training supervision are provided to workers and other persons who
may be exposed to plant
Does the plant’s safety depend on the competency of its operator?

Step 3: Control the risks associated with the plant, using the hierarchy of control (see clause 36 of the WHS
regulations – Hierarchy of control measures)
Risk should be eliminated or removed where reasonably practicable as the first option. If the risk cannot be
eliminated, then the Presbytery/Charge/Committee will utilise the hierarchy of control (as outlined below) to
determine the most appropriate action.
The diagram below provides examples of possible plant control options. A combination of controls may be
suitable.

Step 4: The Safety Officer/Ministry Leader is responsible for ensuring the safe work procedure/risk
assessment, based on the hierarchy of controls, is specific to their particular site/activity’s requirements. This
must be done in consultation with all workers who use the plant. (See section 27 of the WHS Act – Duty of
Officers)
Step 5: All workers who work with plant shall be provided with adequate information, instruction and training
on the developed safe work procedure/risk assessment. (See section 47 of the WHS Act – Duty to consult
workers) This will include information relating to:
•
The use of guarding and other control measures
•
How to safely access and operate the plant
•
Who may use an item of plant
•
How to carry out inspections, shut-down, cleaning, repair and maintenance
•
Testing and tagging requirements of any plant in used in an environment which is likely to result in
damage to the plant or a reduction in its lifespan (i.e., woodwork areas)
•
Emergency procedures
Step 6: Confirm workers (including volunteers) ability to perform tasks. (See section 39 of the WHS regulations
– provision of information, training, and instruction.)
Make sure the worker:
•
Is physically fit for the task they are being asked to perform
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•
•
•

Be certain that the worker has an appropriate trade background and qualifications (if required) for
the work they are performing
Has the appropriate tools or safety equipment for the task they are to perform (It is the Church’s
duty to see they are provided with the equipment needed)
Is not working alone

If there is any doubt about their ability to complete a task safely do no let them proceed.
Step 7: Each Safety Officer/CoM shall retain records of any information, instruction and training provided to
workers.
Step 8: Plant Inspection (see clause 213 of the WHS regulations – Maintenance and inspection of Plant).
Regular plant inspections will be conducted to identify any:
•
Potential problems
•
Deficiencies in plant associated with use of plant, for example wear and tear, corrosion and damaged
plant parts
•
Adverse effects of changes in processes or materials associated with plant
•
Inadequacies in control measures that have been previously implemented
Step 9: A preventative maintenance register and inspection checklist will be maintained at each site. It will
include information on:
•
•
•
•
•

•

Allocated responsibilities for persons dealing with inspections
Any standards against which plant should be inspected (such as manufacturer
instructions)
The frequency of inspections
Critical safety instructions to be followed during inspection as per manufacturer
instructions
The procedures for particular types of inspections, including:
periodic inspections
specific tests
repaired or modified plant
plant taken out of service
Any variations from normal operation or dangerous occurrences and any trends that
may be occurring.

Step 10: Plant maintenance, repair and cleaning (see clause 213 of the WHS regulations – Maintenance and
inspection of Plant). Plant will be maintained and repaired according to the manufacturer’s specifications or, in
the absence of such specifications, in accordance with a competent person’s recommendations. For example,
ensure fluid levels and pressures are correct and ensure brakes are functioning properly.
Plant must be isolated before maintenance or cleaning commences.

CONTRACTOR MANAGEMENT
Introduction
The Church recognises that whilst work can be contracted to others, the process for managing hazards and
risks associated with the work performed by contractors and other duty holders is a shared responsibility.
The Church aims to outline the health and safety requirements and expectations of contractors engaged to
perform work at any Church site.
The Church is committed, so far is as reasonably practicable, to implementing a formal system when:
•
Tendering and implementing contracts for services at the Church
•
Assessing the level of risk involved in the work for which the contractor is engaged
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•
•

Managing risks associated with high risk, construction, and structural work
Reviewing the performance of contractors during and following contractual engagement with the Church
and actively managing any non-conformance behaviour

The Church will also, so far as reasonably practicable, ensure:
•
Relevant information, instruction, training, and supervision are provided to protect all persons from risks
to their health and safety arising from work carried out.
•
Active consultation, cooperation and coordination with contractors and other duty holders’ where their
work activities overlap with that of the Church.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
See section 19 – Primary duty of care, Section 46– Duty to consult with other duty holders
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
See clause 309 of the WHS regulations – Management plan-preparation
Work Health and Safety Consultation, Cooperation & Coordination Code of Practice 2019
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0013/50071/Work-health-and-safety-consultation,cooperation-and-coordination-COP.pdf

Procedure
The Need for a Contractor is Identified
The Committee of Management may determine the type of work to be conducted at Church sites that requires
the engagement of qualified specialist contractors. If a worker identifies the need for contracted work, the
issue must be escalated to the Site manager or Work Coordinator who will consult with the Committee of
Management. The Safety Officer must be informed of the requirement for contracted work.
Subject to the scope of work to be undertaken, the decision to engage a contractor will be made by the Church
Assembly or Committee of Management. Minor works may be decided at site level, subject to delegated
authorisation.
Determination of Requirement for Contracted Work
If the contracted work is required, the Committee of Management will ensure that an assessment of the level
of risk associated with the work is conducted by an appropriate person.
Contractors may be engaged to perform:
•
General or routine work
•
High risk work
•
Construction or structural work
•
High risk construction work
•
Construction projects
The Assembly/Committee of Management is responsible for oversight of major project and construction work.
WHS requirements must be addressed as part of the tender/engagement process.
General Work
The Committee of Management may arrange for paid contractors to undertake various repair and
maintenance work across Church sites. Prior to engaging any contractor to undertake ‘minor’ works, the
Committee of management must ensure that the contractor is appropriately competent, licenced and insured.
Contractors shall be assessed on:
•
General experience and ability to perform work
•
Past performance when performing contractual work for the Church
•
Evidence of the currency of insurances and licenses
•
Evidence of safe systems via safe work method statements, risk assessments or job safety analysis
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Many higher risk activities are not covered under our public and product liability insurance unless contractors
or suppliers have public liability insurance for a minimum of $10,000,000 (request evidence and retain on file).
Contractor to be Inducted and Perform Work
The Safety Officer must ensure the contractor undergoes the General Site Induction and is periodically
monitored for the duration of the work. The Safety Officer should maintain open communication and
consultation with contractors regarding health and safety issues e.g., requirement to report all incidents, near
misses and hazards, site restrictions, first aid facilities, extinguisher locations, as required, throughout the
duration of contracted services.
The safety Officer must ensure that the work is not undertaken when the church is being used by people. If
this is not possible, they are to consider movement of people and safe ministry considerations as part of the
safety plan.
Contractor Non-conformance
Contractors should be subject to an ongoing review process whilst performing work with the Church.
Contractors will be issued non-conformance reports if unsafe work is observed on site. Repeat nonconformance may result in termination of the contract.
The Safety Officer must advise the Committee of Management/General Manager of any identified
nonconformance.
Major Works
Approval of major projects is the responsibility of the General Manager through the Assembly. The process for
approval is also subject to, but not limited to:
•
Evidence of their WHS Management Systems
•
Past performance when performing contractual work for the Church
•
Evidence of safe systems of work via safe work method statements, risk assessments or job safety
analysis
•
Evidence of any relevant and in-date insurance, license, certificate of competency and registration (copies
to be retained) required for the work
•
Evidence of training and supervisory for all workers, including any sub-contractors
•
Price alone will not be the only determining factor when assessing a contractor’s suitability.
Prior to commencement of any construction or structural contractual work, the contractor is required to
provide documentation showing the contractor’s minimum compliance and ability to comply with contractual,
licensing and legislative requirements.
The level of detail to be provided by contractors in relation to their WHS Management System will be relative
to the risk of the work they have been contractually engaged to complete.
Contractors will be required to provide evidence of their own WHS Management System complying with the
minimum legislative requirements. Additional requirements for construction project work may include
appointment of a Principal Contractor or development a WHS Management Plan (JHA, SWMS or equivalent).
Contractor Induction and Sign in and Out
The Safety Officer or relevant Church representative will ensure the contractor undergoes the Contractor Site
Induction.
As far as reasonably practicable, adequate supervision of contractual work will be facilitated or coordinated by
the Church with the contractor.
Contractors must demonstrate that adequate supervision will be provided, where applicable, by persons in
management or supervisory roles for the duration of the work.
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The minimum requirements for management of contractors on site are:
• Maintenance of the Site ‘Contractor Register’(See ‘Resources’ pcnsw.org.au)
• Safety Induction ‘Safety Induction Record’ or ‘WHS Induction Attendance Sheet’ (See ‘Resources’
pcnsw.org.au)
‘Contractor Sign in and sign out Register’ can be found at ‘Resources’ pcnsw.org.au
Consultation, Cooperation and Coordination
Engagement of contractors to undertake work at Church sites does not absolve the Church or its ‘officers’ of
their primary ‘duty of care’. A ‘duty of care’ under the WHS Act cannot be assigned.
To ensure compliance with the WHS legislation, the Church representative (e.g., Safety Officer or other person
in control of the workplace) must consult with other duty holder(s).
Information to be shared between the Church and contractor(s) (other duty holders) may include, but is not
limited to:
• What each will be doing, how, when and where and what plant or substances may be used;
• Who has control or influence over aspects of the work or the environment in which the work is being
undertaken;
• Ways in which the activities of each duty holder may affect the work environment;
• Ways in which the activities of each duty holder may affect what others do;
• Identifying the workers that are or will be involved in the activity and who else may be affected by the
activity;
• What procedures or arrangements may be in place for the consultation and representation of workers,
and for issue resolution;
• What information may be needed by another duty holder for health and safety purposes;
• What each knows about the hazards and risks associated with their activity;
• Whether the activities of others may introduce or increase hazards or risks;
• What each will be providing for health and safety, particularly for controlling risks; and
• What further consultation or communication may be required to monitor health and safety or to
identify any changes in the work or environment.
Methods for consultation, cooperation and coordination with contractors may include, but are not limited to:
•
Toolbox talks;
•
Site induction programs/checklists;
•
Daily/weekly meetings.
Management of Non-Conformance
Contractors will be subjected to an ongoing review process whilst performing work with the Church.
Contractors can be issued non-conformance reports if unsafe work is observed on site.

MINISTRY AREAS
Introduction
Each church must ensure, so far as is reasonably practicable, the provision of adequate facilities for workers
and volunteers, including toilets, drinking water, ventilation, adequate lighting, noise management, eating
facilities, washing facilities, accommodation during work in remote locations, personal storage areas. These
facilities must be in good working order, clean, safe, and accessible. For information on the design, access,
facilities, gender required numbers etc see Codes of Practice: ‘Managing the Work Environment and facilities’
and ‘Hazardous Manual Tasks’ (WorkSafe August 2019) and WHS Regulation clause 41 Duty to provide and
maintain adequate and accessible facilities.
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The layout of work areas should be designed to provide clear space between furniture, fixtures and fittings so
that workers and volunteers can move about freely without strain or injury and also evacuate quickly in case of
an emergency. Space for aisles, passages and access to other areas is needed in addition to the space around
workstations.

Floors and Other Surfaces (Preventing Slips, Trips and Falls)
There is great potential for slips, trips and falls, particularly in churches, particularly in older properties. Where
congregations utilise hired premises for Church activities, a responsible person must undertake a risk
assessment to ensure participants in the activity are not exposed to avoidable risk.
As far as is reasonably practicable, floors and other surfaces must be designed, installed and maintained to
allow access without risk to health and safety.
Floors must be inspected regularly and maintained to eliminate or minimise slip and trip hazards. Common
examples of hazards include trailing cables, uneven edges or broken surfaces, gratings or covers, loose mats or
carpet tiles. Floor surfaces should have enough grip to prevent slipping, especially in areas that may become
wet or contaminated.
Cleaning methods should also take account of the potential for slips, which may be increased by the use of
some cleaning agents.
Generally, carpet is preferred in office areas to provide a comfortable walking surface and to reduce noise,
reflected light from polished floor surfaces and the risk of slips and falls. Selection of wool mix carpets reduces
the build-up of static electricity which can give a mild electric shock. Carpets should be properly laid without
loose edges or ripples and should be well maintained.
Mats should be available to cover temporary cables, or these are to be secured to the floor to prevent trips
and falls.

Mats should be available to lay over temporary cords to prevent slips, trips and falls.

For more information see: NSW Government (2019) Code of Practice: Managing the Risk of Falls at
Workplaces

Housekeeping
An untidy church or storage area can cause injuries, in particular injuries resulting from slips and trips,
therefore good housekeeping practices are essential. For example:
•
•
•
•

spills on floors should be cleaned up immediately
walkways should be kept clear of obstructions
ministry materials should be neatly stored, and –
waste should be regularly removed.
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It will be much easier to keep the workplace clean and tidy if it is well laid out with space for storage and for
the movement of people.
Containers for waste should be conveniently located and regularly emptied. While it may be reasonable to
expect workers and ministry groups to leave their immediate work area in a clean and tidy condition at the
end of the working day, other options for carrying out the general cleaning of the workplace should be
considered, for example engaging cleaners.

Hot Water and Urns
Hazards associated with hot water for morning tea at church, and any other event where hot drinks are
available relates to:
• Burns when filling cups from the urn or adding top-up water to the urn
• Unsupervised children accessing water from urn
• Moving or emptying the urn or handling the urn to reach the reset button
Keep urns, hot foods and liquids away from the edge of counters and tables. Ensure all cups can fit under the
urn to avoid awkward access. If the boil dry switch keeps tripping during the boil seek maintenance.
Consider having a separate table for children’s morning tea to separate them from urns. Discuss hot drink
management with participants (hold or store away from children’s reach) particularly for play time/mainly
music type ministries.

Heaters
Gas heaters
Never use an unflued gas heater in a small room with no permanent ventilation because harmful toxic gases
can build up inside. If your gas heater doesn’t have a flue, service it regularly and make sure the room is well
ventilated. Always check your gas heater is working correctly. It should be serviced every 2 years by a licensed
gas fitter. Signs that something is wrong include difficulty lighting it, yellow flames, unusual smells or noisy or
inoperable fans.
Electric heaters
Electric heaters should be checked for obvious damage such as rusted reflectors (especially on older heaters).
The power cord should also be checked for any damage. An electrician or service technician should do any
repairs. Don’t leave portable heaters in places where they can be accessed by small children. Keep curtains,
tablecloths and bedding away from portable heaters. Use just 1 appliance per power point and switch them off
when you’re not using them. Heaters consume a lot of power and may overload the supply, which can cause a
fire.
Portable outdoor gas heaters
Never use a gas heater designed or marketed for outdoor use inside the building. Portable outdoor gas heaters
can cause fires if they are incorrectly stored, not properly maintained and placed too close to overhead
coverings, such as awnings, or to other flammable materials. Outdoor heaters need regular safety checks and
should be serviced every 2 years. Warning signs that a heater is not working well include gas flames and
radiant panels that burn yellow or produce soot.

Candles
Never leave burning candles or any open flame unattended or accessible by children. Ban candles in sleeping
areas on youth camps. Never burn a candle on or near anything that might catch fire (e.g., curtains, tablecloths
etc). Store matches and lighters in a safe place, out of reach of young children.

Windows
To prevent children from falling out of windows, any window accessible by children (including via furniture etc)
located more than two metres above a surface below, must not allow a 12.5cm sphere (round ball) to pass
through it.
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Plate Glass
Plate glass must have presence-of-glass indicators (decals), or some other visual barrier across the panel to
reduce the risk of someone mistaking the glass panel for an opening. It is important that this risk is assessed at
all residential premises at which church events are held e.g., Bible study, youth group gatherings etc.
Replacement glass must be Australian Standards marked ‘AS/NZS 2208’ accompanied by the Australian
Standards Mark ‘assurance of quality’. This marker ensures compliance with the Australian Standard AS 12882006.

Workstations
Ministers and staff should be provided with ergonomic workstations, designed so they can carry out their work
in a comfortable, upright position with shoulders relaxed and upper arms close to the body. Different workers
require different working heights. The church must provide workstations suitable for the person and the task,
for example, by providing adjustable workstations. Many tasks are best done in a seated position, for example
screen-based work. For tasks undertaken in a seated position, workers should be provided with seating that:
• Provides good body support, especially for the lower back
• Provides foot support, preferably with both feet flat on the floor, otherwise a footrest should be
provided, and
• Allows space for leg clearance and freedom of movement.
Chairs should be fully adjustable to accommodate different-sized workers with seat height, back rest height
and back rest tilt adjustments and should not tip or slip—a five-point base is the most stable. Castors should
be used on carpet and glides or braked castors on hard surfaces.
The computer monitor should be set so that the top of the screen is below eye level. If a laptop is being used it
should be raised on a frame or shoebox etc and a separate keyboard and mouse used. The monitor should be
positioned to eliminate excessive glare or reflections from windows and lighting.
A separate keyboard and mouse are to be used with the keyboard placed in a position that allows the
forearms to be close to the horizontal and the wrists to be straight
A well-designed mouse should not cause undue pressure on the wrist and forearm muscles. A large bulky
mouse may keep the wrist continuously bent at an uncomfortable angle. Pressure can be reduced by releasing
the mouse at frequent intervals and by selecting a slim-line, low-profile mouse. Keep the mouse as close as
possible to the keyboard, elbow bent and close to the body.
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Ergonomic Desk Set-up

For more information see NSW Government (2019) Code of Practice: Managing the Work Environment and
Facilities.

Home Offices
Many church workers undertake work in their own homes. The Church is to undertake an assessment of an
employee’s home residence workstation. The minister and staff members are to undertake their own
assessment of the workstation using ‘Home Office WHS Checklist’ (See ‘Resources’ pcnsw.org.au)
Where necessary, provision of equipment e.g., chair, telephone headset, document holder, footrest etc. is to
be purchased and provided.
A workstation assessment will be conducted when there is a new minister or staff member and there are any
reports of discomfort associated with performing work at the workstation.
A ‘Working from Home WHS Checklist’ is to be completed by the minister and staff and provided to the Safety
Officer/CoM including a photo of their workstation and steps taken to make any necessary improvements. This
form can be found at ‘Resources’, see pcnsw.org.au. It is a requirement that workers are consulted when
carrying out a workstation assessment.

Ventilation
Churches must be ventilated to allow worship and work to be carried out without risk to health and safety.
Fresh, clean air should be drawn from outside, uncontaminated by discharge from flumes or other outlets, and
be circulated throughout. Spaces inside buildings may have natural ventilation, mechanical ventilation such as
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fans or extraction units, or air-conditioning. Natural ventilation should consist of permanent openings,
including windows and doors.
An air-conditioning system assists in providing a comfortable environment in relation to air temperature,
humidity and air movement.

Heat and Cold
Worship, ministry activities and work should be carried out in an environment where a temperature range is
comfortable Air temperatures that are too high or too low can contribute to fatigue and heat or cold-related
illnesses. Thermal comfort is affected by many factors, including air temperature, air movement, floor
temperature, humidity, clothing, the amount of physical exertion, average temperature of the surroundings
and sun penetration. Optimum comfort for sedentary work is between 20 and 26 degrees Celsius, depending
on the time of year and clothing worn. People involved in physical exertion usually prefer a lower temperature
range.
Hot environments If it is not possible to eliminate exposure to extreme heat, the risk of heat-related illness
must be minimised so far as is reasonably practicable. For example: increase air movement using fans, install
air-conditioners or evaporative coolers to lower air temperature, use mechanical aids to assist in carrying out
manual tasks, and alter work schedules so that work is done at cooler times.

Noise
Noise is defined as any unwanted sound or vibration that may damage a person’s hearing. Ideally, noise levels
should be below:
• 50 dB(A) if the work requires high concentration or effortless conversation
• 70 dB(A) if the work is routine, fast-paced and demands attentiveness, or if it is important to carry on
conversations.
The church must manage the risks of hearing loss from exposure to noise on employees, volunteers,
contractors and visitors by following a systematic process that involves:
• identifying sources of noise that may cause or contribute to hearing loss
• if necessary, assessing the risks associated with these hazards
• implementing risk control measures, and
• reviewing risk control measures.
Six easy ways to help you keep noise levels low:
• buy quiet – look for the quietest plant and machinery for the job – ask the manufacturer/supplier for
information about noise levels
• change the way you do the job – e.g., glue don’t hammer, weld don’t rivet, lower don’t drop
• reduce noise levels at the source – e.g., fit suppressors to exhausts, turn down the volume, change fan
speeds
• isolate the source of the noise – e.g., use barriers, remote controls or sound-proof covers
• reduce exposure levels – e.g., restrict access to noisy areas, provide quiet areas for rest breaks, limit
time spent in noisy areas
• use personal hearing protection, but only as a last resort.
The church will provide and insist that appropriate ear protection will be used when working with noisy
machinery e.g., lawn mower, whipper-snipper, electric drills and electric saws etc.

VEHICLE SAFETY
A vehicle used for business is considered to be a workplace. In NSW, almost 30 per cent of workplace fatalities
are a result of road crashes, and around one in four deaths on NSW roads are people driving for work. Road
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safety risk can be reduced by eliminating travel through flexible working, such as working from home, or
substituting driving through the use of public transport.
The best way to avoid driving tired is to make sure you have enough sleep before driving, regardless of the
length of your trip. Drivers can avoid fatigue crashes by recognising the early warning signs e.g., yawning, poor
concentration, sore/tired eyes, drowsiness, slow reactions and oversteering. Include rest breaks for every 2
hours of driving and plan to stay overnight if driving/working long days e.g., in regional areas. Do an online
test: www.testyourtiredself.com.au
Rest areas allow drivers and motorcyclists to park safely, walk around and refresh themselves before
continuing their journey. Service centres, petrol stations, parks and country towns are other places you can
stop and take a break from driving. Pull over and stop when it is safe to do so, as soon as you experience any of
the warning signs. Have a nap (20 minutes works best) or stop for water or a hot drink if you are on a short
trip.
Churches are to:
• Monitor and supervise work-related travel
• Pay for overnight accommodation if staff is required to drive long distances and work long hours e.g.,
to regional areas. This is to be discussed by Manager and employee prior to travel.
• Ensure as far as possible that workers are competent to travel and are not impaired
• Schedule work to account for driving within speed limits and managing fatigue
• Ensure workers are not expected to make or respond to calls when driving
• Review and address all crashes and near misses relating to work-related travel
It is recommended that:
• All vehicles used for off-site work purposes will hold comprehensive insurance and have up to date
registration and maintenance.
• Vehicles used for work purposes have the latest safety features:
- Seatbelt reminders and pre-tension devices
- Driver, passenger and side curtain airbags
- Electronic Stability Control (ESC)
- Brake Assist Systems (BAS)
- Autonomous Emergency Braking (AEB)
- Lane support systems such as Blind Spot Monitoring, Lane Keeping Aid and Lane Departure
Warning
- Reverse collision systems such as reversing camera, Rear Cross Traffic Alert (RCTA) or parking
sensors
- Ensure maintenance and safety checks are carried out regularly.
Drivers are to:
• Stay alert and be capable of operating a vehicle to keep themselves and other workers safe.
• Avoid driving when tired and avoid being distracted
• Not hold and use a mobile phone when driving.
• Travel on the safest route
• Not drive while affected by alcohol or drugs
• Travel at safe speeds
• Take care around heavy vehicles.
• Maintain a healthy work life balance
• Check with their doctor about their medications with regards getting behind the wheel of a car and
longer trips
• Share driving where possible
• Take regular rest breaks and check self for signs of fatigue
• Ensuring access to suitable facilities for rest/sleep and plan to stay overnight if working in regional
areas (discuss prior with Manager)
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•

Contact their Manager to secure funding for accommodation/food if they find themselves fatigued and
unsure about driving home.

Pre-Start Check:
As a driver, you should:
• Always inspect the vehicle before starting any work
• Complete any required pre-start checklist and confirm the vehicle is safe and roadworthy
• Check the vehicle is equipped with appropriate equipment (tyre changing etc) and they are in good
working order
• Check the vehicle has appropriate first aid supplies
• Check to ensure previously identified and reported maintenance issues have been actioned
• Have the contact details for approved repairers and roadside assistance in the vehicle
• Document and report any safety or mechanical issues immediately to your supervisor and/or company
representative.
• If attending a remote or isolated location, ensure you have an effective means of communication.
Breakdowns and Unscheduled Maintenance
• Where possible park the vehicle off the road on a flat hard surface in a designated parking bay, rest
stop or other safe area.
• Turn on the vehicle’s hazard lights
• Immobilise the vehicle with the park brake
• Ensure the ignition is turned off and the keys are removed from the vehicle
• Where possible, ensure high visibility clothing and PPE are worn
• Consider the use of wheel chocks if the vehicle is on a slope
Vehicles and Mobile Phones
NSW Centre for Road Safety (see roadsafety.transport.nsw.gov.au) provides information on mobile phone use
(Last Updated 27 July 2021)
Use or Function

Unrestricted licence holders

Make or receive audio phone call
Use music or audio functions

Yes, ONLY if the phone is either:
- Secured in a cradle fixed to the vehicle; or
- Can be operated without touching any part
of the phone, (e.g., Bluetooth controls)
Yes, ONLY if the phone is secured in a cradle
fixed to the vehicle

Use as a driver's aid (e.g.,
navigation, Speed Adviser app or
dispatch system)
Access a Digital Driver Licence
Use wallet functions (make a
transaction, show a coupon or
voucher, or to access an area)

Learner and provisional
licence holders
No.
No.

No.

Yes, ONLY after a police officer has asked you to do so.
Yes, ONLY if the vehicle is:
-Stationary; and
-Off the road (such as in a carpark, driveway or drive thru)

WORKING BEES
Working Bees are considered a hazardous activity. In the past at working bees in our churches, there has often
been little to no WHS systems or risk-adverse attitudes to working at heights, using chainsaws, lifting etc There
has often been no induction, requirement for appropriate clothing and PPE or sign on sheet. The Church can
never endorse any unsafe work practice, even if this results in the work not being done or being halted. New
safety management processes are necessary for all Church working bees, where the equivalent of a Safety
Officer (rather than just the traditional job allocator) is necessary to ensure that:
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•
•
•
•

•
•
•
•
•

Eldership and CoM are aware of the working bee (See form ‘Request to Eldership to Conduct a
Ministry Activity’ at ‘Resources’, pcnsw.org.au)
People are told to wear closed footwear and sun safe clothing and bring gloves, food and
water prior to the event.
Hazardous tasks are considered, and a job safety analysis is conducted with particular
attention to power equipment (chain saws etc), tree trimming, working on ladders, manual
handling tasks.
There is an appropriate induction and particular consideration of persons under 18 (See
‘Church Working Bees-Safety Induction Template’ at ‘Resources’, pcnsw.org.au). This can
happen in a group at the start of the day and all additional people who arrive late are inducted
by the Safety Officer.
Following Induction all persons sign on to the Safety Induction Form (See “Safety Induction
Record” or ‘WHS Induction Attendance Sheet’ at ‘Resources’, pcnsw.org.au)
The correct personal protective equipment (PPE) is provided/worn. Access is made available to
gloves, sun cream, toilets and soap and water.
All equipment used is of approved quality; and
The person undertaking the work is capable of carrying out the work in a safe and healthy
manner and aware of people in the vicinity.
Neighbours are alerted to the work when noisy, involves vegetation or is in close vicinity.

REMOTE OR ISOLATED WORK
Remote or isolated work is work that is isolated from the assistance of other people because of the location,
time or nature of the work being done. Assistance from other people includes rescue, medical assistance and
emergency services. Remote and isolated work includes:
•
•
•
•

Volunteers conducting church maintenance work
Minister, staff, Elders or Pastoral Care team working in isolation with members of the church or public.
Workers and visitors at Presbyterian Inland Mission Sites
Short term mission trips

The church must manage the risks associated with remote or isolated work, including ensuring effective
communication with the worker carrying out remote or isolated work.
A person may be isolated even if other people may be close by, for example a cleaner working by themselves
at night. In other cases, a person may be far away from populated areas.
Assessing the risks
• Is there an increased risk of violence or aggression when workers have to deal with people by
themselves?
• What is the person’s level of work experience and training? Is the person able to make sound
judgements about his or her own safety?
• What forms of communication does the person have access to?
• Are there procedures for regular contact with the person?
• Will the emergency communication system work properly in all situations?
• If communication systems are vehicle-based, what arrangements are there to cover the person when
he or she is away from the vehicle?

Controlling the risks
• Buddy system—some jobs present such a high level of risk that workers should not work alone, for
example jobs where there is a risk of accusation, violence, working at heights or where high-powered
tools or equipment may be used.
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•

•

•

•

•

•
•

•

Communication systems—the type of system chosen will depend on the distance from the base and
the environment in which the worker will be located or through which he or she will be travelling.
Expert advice and local knowledge may be needed to assist with the selection of an effective
communication system.
Movement records—knowing where workers are expected to be can assist in controlling the risks, for
example call-in systems with supervisors or colleagues. Satellite tracking systems or devices may also
have the capability of sending messages as part of a scheduled call-in system, and have distress or
alert functions.
Training, information and instruction—as a PCBU you have a duty to provide information, training and
instruction suitable for the nature and risks of the work and the controls being put in place to manage
the risks. Workers need training to prepare them for working alone and, where relevant, in remote
locations. For example, training in dealing with potentially aggressive clients, using communications
systems, administering first aid, obtaining emergency assistance, driving off-road vehicles or bush
survival.
First aid— as a PCBU you have specific obligations under the WHS Regulation in relation to first aid
requirements in the workplace. If a worker is working alone in a workplace that has a telephone,
communication via the telephone is adequate, provided the worker is able to reach the telephone in
an emergency. In situations where a telephone is not available or may not be accessible during an
emergency, a method of communication that will allow a worker to call for help in the event of an
emergency at any time should be provided, for example: −
Personal security systems or personal duress systems—being wireless and portable, these systems are
suitable for people who move between different work locations such as health care workers visiting
clients or security guards checking otherwise deserted workplaces. Personal security systems need to
be able to activate an appropriate safety response. Some personal security systems include a nonmovement sensor that will automatically activate an alarm transmission if the transmitter or
transceiver has not moved within a certain time.
Radio communication systems—enable communication between two mobile users in different
vehicles or from a mobile vehicle and a fixed station. These systems are dependent upon a number of
factors such as frequency, power and distance from or between broadcasters.
Satellite communication systems—enable communication with workers in geographically remote
locations. Satellite phones allow voice transmission during transit, but their operation can be affected
by damage to aerials, failure of vehicle power supplies or vehicle damage. − Distress beacons can
provide pinpoint location and to indicate by activation that an emergency exists. Distress beacons
include Emergency Position Indicating Radio Beacons (EPIRB) used in ships and boats, Emergency
Locator Transmitters (ELT) used in aircraft and Personal Locator Beacons (PLB) for personal use.
Mobile phones—cannot be relied upon as an effective means of communication in many locations.
Coverage in the area where the worker will work should be confirmed before work starts.
Geographical features may impede the use of mobile phones, especially at the edge of the coverage
area, and different models have different capabilities in terms of effective range from the base station.
Consult the provider if there is doubt about the capability of a particular phone to sustain a signal for
the entire period the worker is alone. If gaps in coverage are likely, other methods of communication
should be considered. It is important that batteries are kept charged and a spare is available.

YOUTH CAMPS AND SHORT-TERM
MISSION
There are safety and health implications for off-site Church activities e.g., Youth or church camps, short-term
mission trips, day excursions, pastoral care etc. These should be addressed by undertaking a risk assessment
of the activities and developing an approved plan before the activities commence.
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Short-term mission trips are to be carefully planned in consultation with a sending agency or with advice from
Australian Presbyterian World Mission (APWM). See also APWM (2020) Workplace Health and Safety Policy.
See ‘Youth Camp Hazard Analysis Template’ and ‘Short Term Mission Hazard Analysis Template’
(‘Resources’, pcnsw.org.au) for some worked risk assessments to use as a basis for safety plans to assist with
analysing hazards associated with these ministry activities and to induct leaders and participants.

Safe Ministry
Camps are to be conducted according to Breaking the Silence 2020 policy and procedures including:
• Requirement for anyone over 18 years of age working with young people in any capacity to complete
Breaking the Silence Foundation training every 3 years and complete Top-Up Training each year inbetween.
• Be fully aware of the Breaking the Silence requirements, in particular the Code of Conduct.
• Notify the CPU in any situation that relates to possible abuse and follow advice given. CPU Contact
details: 02 9690 9325 cpu@pcnsw.org.au
• You will not conduct a camp or other activity involving overnight accommodation without appropriate
“camp parents” (ideally a married couple over the age of 25 years, of known maturity and Christian
commitment) approved by the supervising body.
• You will not provide any form of accommodation for any reason where there is not strict segregation
by sex, with the exception of married couples and families. Supervision of children and/or young
people must be provided by a person of the same sex.
• You will ensure that any activity involving children and/or young people is open to observation by
parents and other adults with a legitimate interest
• You will not condone or participate in bullying behaviour, where bullying is the repeated seeking out
or targeting of an adult, child or young person to cause them distress and humiliation or to exploit
them, including using exclusion from a peer group, intimidation and extortion.
• You will not participate in or allow nude swimming or other such activities.
• You will not participate in or allow initiations and secret ceremonies.
• You will not allow a child to sleep in close proximity to an adult, other than a parent or guardian,
unless there is a significant separation, and privacy of all parties is respected.
• You will not allow an adult to share accommodation with one child or young person only unless they
are a parent or guardian of that child or young person.
• You will not drive a child or young person unaccompanied.

Preparation and Registration
•
•
•
•
•

Seek permission from Eldership for Camp (See ‘Request to Eldership to Conduct a Ministry Activity’ at
‘Resources’, pcnsw.org.au)
It is recommended that overnight Youth Camps are restricted to participants aged 11 or older
Consider leader to participant ratio e.g., of 1:10 for age 15 and older, 1:8 for age 11-14
Parental permission including consent form, emergency contact information, allergies (including
requirement for modified diet), current medical problems, medication requirements
Specific forms for hazardous or risky activities. See Hazardous activities forms at ‘Resources’
pcnsw.org.au):

Form A – Higher Hazard Risk Event Form
Form B – Risk Warning Form
Form C – Letter to Adult Participants
Parental permission for Swimming and ability to swim more than 100 m (for beach, lake/dam, pool, boating
facilities etc. See ‘Resources’, pcnsw.org.au ‘Letter to Parents/Guardians of Child Participants under 18’.
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Safety Plan
Prepare a Safety Plan with other leaders considering each aspect of the camp including registration, transport,
leader: participant ratios, safe ministry, medication, allergies, safe food management, first aid and hazardous
activities. Give special attention to swimming and other water-related activities. They present the greatest
danger. (See ‘Resources’, pcnsw.org.au ‘Youth Camp Hazard Analysis Template’)

Swimming
All programs that have pools or other swimming activities whether on-site or off site must have a Waterfront
Supervisor in charge of the swim area. This person is to have qualifications in First Aid and preferably lifesaving
and be provided with the Camper Swimming Ability information provided by parents/carers.

Medication
Appropriate person e.g., Leader or First Aid manager to keep and administer prescription medication. Discourage
parents/carers from sending non-prescription medications but if children do bring these, they must be handed over
and taken under supervision. Medications are to be kept in a secure area at all times (e.g., locked cabinet except
when required to be kept by a child on his or her person for frequent or emergency use). All medications must
be labelled, i.e., have all information appearing on the prescription affixed to the container. Record the date,
time, dosage and name of the medication; and the name of the person supervising and dispensing the
medication.

First Aid
First aid kit – fully stocked and access to ice/ice pack. There may be the requirement for two first aid kits if the
group is divided for activities e.g., bush walking option. Snake bite kits should be considered for activities in
bushland during summer. Sunscreen and bug spray should be made available.
There is to be 1 fully qualified First aid officer for every 50 campers or immediate access to medical assistance.

Transport
•
•
•
•

Consider transportation, including licence requirements, insurance, vehicle maintenance etc.
Never have more passengers than there are functioning seat belts
All drivers must be licensed preferably with their full license. Provisional licensed drivers will be clearly
stated on the permission note so that parents can make an informed decision.
Drivers must be aware of their responsibility to provide safe transport and take every precaution to
ensure passengers are safe.

Leader Induction
•
•
•
•
•
•
•

Leaders should tour the camp facilities, including off-limit areas, hazardous areas.
Safe Ministry guidelines
Give leaders complete instructions on how to exit assembly areas and sleeping areas. Instruct staff on
the location where campers are to assemble after exiting a building.
Discuss management of first aid and medications.
Discuss transport, licencing, seat belts,
Discuss safety plan including swimming and other high-risk activities, how to report incidents,
accidents, near misses and hazards.
Sign on to induction and safety plan (’WHS Induction Attendance Sheet’ or ‘Safety Induction Record’
at ‘Resources’, pcnsw.org.au)

Camper Orientation
Prepares an orientation for participants that includes:
• Camp Rules and Regulations
• Facilities and activities that are not permitted
• Safe Ministry guidelines
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•
•
•
•
•
•
•

Discuss safety plan including swimming and other high-risk activities,
Policy on alcohol, tobacco and illicit drug consumption
Fire management and Emergency evacuation procedures (including muster point)
Prohibit cooking and candles of any kind in sleeping areas.
How to report injury, illness or near miss.
How to report a hazard
Sign on to induction and safety plan (’WHS Induction Attendance Sheet’ or ‘Safety Induction Record’
at ‘Resources’, pcnsw.org.au)

PSYCHOLOGICAL HEALTH AND
WELLBEING
Work Related Stress
The Presbyterian Church will, as far as reasonably practicable, reduce the risks to the health and safety
associated with workplace stress for employees and volunteers and will consult with employees and
volunteers on this issue. Employees and volunteers have a responsibility to take reasonable care for their own
health and safety including asking their employer/manager for workplace solutions and support and taking
care of their own wellbeing.
Workplace stress is the physical or emotional reaction to unrelieved and intense pressures in the workplace
environment. It creates a risk to personal and workplace health and safety. The more obvious forms of stress
are severe stress reactions from exposure to trauma and/or violence at work however sometimes in the
course of everyday work people are unintentionally exposed to work pressures beyond those that can
reasonably be expected to be managed. Such pressures can affect health causing anxiety, depression and
physical ill health. The following are known risk factors for work related stress:
•
•
•
•
•
•
•
•
•
•

Unrealistic workloads and deadlines
Long or poorly defined work hours
Job insecurity
Lack of understanding of the job
Lack of control over workload
Poor communication between management and employees
Working with persons who are sick, injured or dying
Handling complaints and/or dealing with abusive people
Poor job placement or job match
Lack of job satisfaction / repetitive unstimulating tasks.

The role of a minister, staff, and pastoral carer, involves a number of risk factors for work related stress
including long and/or poorly defined work hours, some lack of control over workloads, dealing with people
who are unwell or in personal crisis, and managing complaints and relationships within the church.
Preventing Stress
General guidelines for preventing work related stress:
• Assist people to feel part of a team, to know they make a valuable contribution that is
appreciated
• Ensure people know exactly what their job involves, what is expected of them
• Enable a degree of autonomy appropriate to their role,
• Ensure consultation where possible/appropriate,
• Provide a variety of tasks,
• Provide adequate instruction and training and regular feedback,
• Allow for social interaction,
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•
•

Ensure there is not too much and not too little work,
Clear pathways for raising concerns and reporting problems, and an accommodating culture
that encourages and supports early reporting.

For churches that employ staff, The Session (Minister and Elders) are responsible for:
• Designing and delegating work with referenced to the principles and guidelines above,
• Reviewing and evaluating work practices regularly with reference to the principles above,
• Creating a culture of early reporting of difficulties and concerns
Reporting Stress
Work related stress is to be reported immediately (See ‘Public and Products Liability Incident Report Form at
‘Resources’ pcnsw.org.au). Early reporting and management of work-related stress is essential. This allows
early consideration of risk factors relating to the work/job, the person involved, and what strategies could be
implemented to address specific risks or issues identified. A work plan is to be developed with the aim of
addressing early concerns before they are significantly impacting on function, health, and wellbeing.
Debriefing/Counselling and Ongoing Support
The other area of risk in relation to work related stress is involvement in a single, serious violent or distressing
incident. Some people may be inclined to ‘shrug off’ aggressive or upsetting incidents. However, in recognition
of the long-term effect such incidents may have, the following procedures will always be followed after any
serious violent or distressing incident.
Debriefing/Counselling assistance provided will be determined on a case-by-case basis. In all cases a discussion
will be undertaken with the person affected in order to monitor their reaction and assess the need for further
assistance. Following serious incidents an external professional may be required to lead a further meeting,
and/or counsel people individually. Associated costs may be covered by workers compensation insurance.
The effects of a serious incident do not stop after the initial discussions or meeting. Everyone will react
differently to being involved in, or witnessing, a violent or distressing event. Some people may experience
post-traumatic stress symptoms such as:
• disturbed sleep patterns and/or frightening dreams
• fear of returning to work
• increased heart rate
• muscle tension
• agitation and/or exaggerated startle reactions,
• re-playing the event over and over in their mind,
• anxiety and/or depression development of unreasonable fears, grief and/or guilt.
Post-traumatic stress symptoms are a normal reaction to a traumatic incident and should be addressed
through qualified counselling.
The following table provides some contact details for further mental health assistance.
Mental Health Support Services
Police and Ambulance: 000
Jericho Road Counselling Service: Justine: 1800 818 133, jjenner@jerichoroad.org.au
Ministry and Mission: mmpcnsw.org.au
Mental Health Line (links you with local Assessment Teams): 1800 011 511
Australian Human Rights Commission: www.humanrights.gov.au 1300 656 419 or 02 9284 9888
Beyond Blue: www.beyondblue.org.au 1300 224 636
Black Dog Institute: www.blackdoginstitute.org.au
Fair Work Commission: www.fwc.gov.au
Headsup: www.headsup.org.au
Lifeline: www.lifeline.org.au 13 11 14
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SANE: www.sane.org 1800 18 7263
Suicide Call Back Service: www.suicidecallbackservice.org.au 1300 659 467
SuperFriend: www.superfriend.com.au 1300 799 675

NSW Quitline: 13 7848 (13 QUIT) www.icanquit.com.au
Alcoholics Anonymous Australia: aa.org.au 1300 222 222
Narcotics Anonymous: na.org.au 1300 652 820
Gamblers Anonymous: gaaustralia.org.au 9727 5519
Overcomers Outreach: overcomersoutreach.net

Ministry Support for Ministers and Ministry Workers
It is recognized that ministry is extremely demanding, and good-hearted leaders are running themselves
ragged trying to keep up with what they believe is expected of them. Christian leaders are dropping out of
ministry at an alarming rate and a large percentage of those who remain in ministry suffer from various
degrees of stress and burnout (Lewis, R 2009, p. 69-70).
All Ministers, staff and pastoral workers are to make themselves familiar with Ministry and Mission (see
website: mmpcnsw.org.au), watch the video “Smorgasbord for Health” and consider what is relevant to their
position. It is recommended that all ministers and staff have a Professional Supervisor, or a Mentor at the very
least, and complete the ‘Wholistic Care Plan’. Be familiar with other assistance including: Spiritual Renewal
Groups, Refresh Camo, Transition Conversations/Support, Counselling, Workers Compensation, Personal
Connection/Visits/Phone Calls and Pastoral Support.
Counselling is available for all Pastoral personnel, their wives/husbands and dependent children. You will be
connected to the closest Christian Counsellor with relevant expertise. This is organised by Jericho Roads
Presbyterian Counselling Service. Contact Justine on Freecall 1800 818 133 or email
jjenner@jerichoroad.org.au
All staff are expected to take their 4 weeks annual leave every year to ensure appropriate rest. An employee
may be asked to take a period of annual leave for a shutdown period (e.g., Christmas to New year) or if an
employee has excessive annual leave balance. An annual leave balance is considered ‘excessive’ if an
employee has more than 8 weeks of annual leave (Fair Work Ombudsman 2017). See Fair Work
www.fairwork.gov.au, 131394 for more information.
It is recommended that each staff member meets with two of the Elders on a 6 monthly basis. Where possible
one of the Elders should be changed in this role every 6 months. This meeting is aimed at creating a safe and
honest discussion, separate to the Minister/Manager to discuss past work, future directions and any concerns.

SMOKING, DRUGS AND ALCOHOL
Smoking and using e-cigarettes are banned in all enclosed public areas and certain outdoor public areas, under
the Smoke-free Environment Act 2000 and the Smoke-free Environment Regulation 2016. Smoking is banned
within 4 metres of a pedestrian entrance to or exit from a public building in NSW. These bans protect people
from harmful second-hand tobacco smoke. There is no safe level of exposure to second-hand smoke.
The Presbyterian Church will, as far as reasonably practicable, provide a site that is free from the effects of
direct and passive smoking and will ensure that direct smoking and the smoke caused by smoking is prohibited
in smoke free areas. All buildings owned and controlled by the Presbyterian Church have been deemed smoke
free environments. It is the responsibility of all employees, volunteers, visitors, and contractors to adhere to
the church’s smoke free directives.
The Presbyterian Church will, as far as reasonably practicable, prevent all consumption of illegal drugs, within
all church buildings, grounds and places of work, including vehicles.
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Employees, volunteers, visitors, and contractors are not to attend work/volunteering if their ability to
undertake their work/volunteering is being influenced by the consumption of alcohol or drugs.
All reasonable confidentiality and privacy requirements shall be adhered to at all times should employees,
volunteers, visitors, and contractors wish to discuss any personal alcohol and/or drug consumption issues
It is the responsibility of all employees, volunteers, visitors, and contractors to report their reasonable
suspicion of others, who may be under the influence of alcohol, illegal or non-prescription drugs whilst
working on Church property.
It is recognised that that some Church events which include offering alcohol to adults 18 years and older e.g.,
women’s and men’s ministry nights. In this instance organisers must ensure that:
• No alcohol is stored on the premises outside of the event
• All alcohol is managed to be kept out of reach of children,
• A non-alcoholic alternative is offered,
• Nobody consumes alcohol greater than the driving limit

RETURN TO WORK POLICY
The Presbyterian Church is committed to the prevention of injury by providing a safe & healthy working
environment. In the event that injury occurs however the church will ensure that return to work activities
commence as soon as possible after injury & shall make every effort to provide suitable & meaningful duties
that are consistent with the nature of work performed and the medical conditions of all injured employees.
The church will not prejudice injured employees and shall ensure consultation occurs between employees,
insurers and any other stakeholder so as to both minimize the effects of injury and to ensure that return to
work processes are a normal practice and expectation.
See Ministry and Mission (mmpcnsw.org.au) for more information about returning to work management.
All workplaces that employ staff are to display the poster “If You Get Injured at Work Poster” (See ‘Resources’
pcnsw.org.au)

WHS AUDIT AND REVIEW
Introduction
The Church recognises that a key strategy in ensuring the effectiveness of its WHS Management System is
implementing a robust audit and review program.
The Church understands that a key element of its obligation to exercise ‘due diligence’ is the requirement for
PCBUs to ‘have appropriate processes for receiving and considering information regarding incidents, hazards
and risks and responding in a timely way to that information’.
The Church aims to maintain continual improvement and effectiveness of the WHS Management System by
implementing:
•
Scheduled site inspections and reporting
•
Management review of the WHS Management System at least every two years.

Legislative Requirements
WHS Act 2011 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2011-010
WHS Regulations 2017 (NSW) https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2017-0404
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Procedure
Site Inspections
Each Church/CoM is responsible for conducting:
• Scheduled site safety inspections and annual internal site safety audits (See ‘Church Safety Audit
Checklist’ in ‘Resources’ pcnsw.org.au)
• Annual reporting to Church Offices (via WHS survey, incident reports and by other means)
• Commissioning specialised inspections (e.g., Testing and tagging, emergency planning, fire safety
equipment, electrical inspections and management etc.)
General site inspection checklists, incident, accident, near miss and hazard reports should be utilised to
identify compliance with statutory obligations or established practices and allocate responsibilities for action
items to the Committee of Management. (See section 19 of the WHS Act – Primary duty of care)
Annual WHS Survey
The Committee of Management is responsible for ensuring that the annual WHS Survey sent from Church
Offices is completed for all sites within their area of responsibility. Findings, actions and improvements will
enable Church ‘officers’ to satisfy their statutory duty to exercise ‘due diligence’ to ensure the Church complies
with its primary duty of care as a PCBU. (See section 19 of the WHS Act – Primary duty of care).
The Church Assembly is also responsible for implementing a suitable external audit program that is
appropriate to the Church’s activities. These external audits may be targeted at specific elements of the WHS
Management System as deemed appropriate by the Assembly.
WHS Management Review
The WHSE Manager, Church Offices, should ensure that the WHS Policy and Management System (and WHS
Procedure Manual) is reviewed and evaluated annually to ensure it remains appropriate to the Church’s needs.
The WHSE Manager is responsible for establishing reporting protocols that ensure that the WHS information
and data provided is adequate to allow the Trustees and Assembly to determine:
•
The extent to which the Church’s objectives and targets have been met
•
The continuing suitability of the WHS Management System in relation to changing conditions or
information
•
Concerns of relevant Church stakeholders.
The Review should consider:
•
WHS performance reports
•
Incident reports
•
Hazard identification
•
Statutory performance
•
Corrective action reports
•
Community expectations

APPENDIX 1: Index of WHS Forms and Templates (See ‘Resources’ pcnsw.org.au)
Policy
Policy Work Health and Safety Template
WHS Responsibilities and Continuous Improvement
Understanding WHS Responsibilities
WHS Action Plan Template
Induction and Training
Staff, Elder, CoM Safety Induction Template
WHS Induction Checklist for Staff, Elders and CoM
WHS Induction Attendance Sheet
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Church Working Bees- Safety Induction Template
Safety Induction Record
Training Record Register
Accident, Incident, Near Miss and Hazard
Public & Products Liability Incident Report Form
Public & Products Liability Investigation Report Form
Hazard Report Form
Incident, Accident, Near Miss and Hazard Register
Emergency and Other Contacts Poster
Medical Emergency Poster
If You Get Injured at Work Poster
First Aid
Record of First Aid
First Aid Kit Contents Check Sheet
DRSABCD Action Plan
Request and Consent for Ministry Activity
Request to Eldership to Conduct a Ministry Activity
Form A – Higher Hazard Risk Event Form
Form B – Risk Warning Form
Form C – Letter to Adult Participants
Letter to Parents/Guardians of Child Participants (under 18)
Risk Assessment and Planning
Audit and Reporting
Church Safety Audit Checklist
General Risk Assessment
Risk Assessment Form
Risk Management
Risk Register
Risk Assessment Matrix and Risk Register
Job Safety Analysis template
Working from Home WHS Checklist
Risk Assessment- Worked Examples
Church Events WHS Checklist
Working at Heights Safe Work Method Statement.
Pre-School Ministry Activity Hazard Analysis Template
Children’s Ministry Activity Hazard Analysis Template
Youth Camp Hazard Analysis Template
Short Term Mission Hazard Analysis Template
Hazardous Manual Task Identification Template
Maintenance and Contractor Management
Required Maintenance Report
Contractor Sign In and Sign Out Register
Contractor Entry Log
WHS Meetings
Health and Safety Committee Meeting Agenda Template
Health and Safety Committee Meeting Minutes Template
WHS Documentation and Actions Priorities Table
Registers
Risk Register
Asbestos Register
Hazardous Chemical Register
Risk Assessment Matrix and Risk Register
Incident, Accident, Near Miss and Hazard Register
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Training Record Register
Psychosocial
Biblical Conflict Resolution Leaflet
Staff Team Covenant
Posters
Policy Work Health and Safety Template
Emergency and Other Contacts Poster
If You Get Injured at Work Poster
DRSABCD Action Plan
Fire Extinguisher Chart
APPENDIX 2: WHS Codes of Practice and Guides and Other References
NSW Government: Safe Work Australia, SafeWork NSW, WorkSafe Victoria Documents
Code of Practice: Managing the Work Environment and Facilities
Code of Practice: First Aid in the Workplace
Code of Practice: How to Safely Remove Asbestos
Code of Practice: Preparation of Safety Data Sheets for Hazardous Chemicals
Code of Practice: Managing the Risk of Falls at Workplaces
Model Code of Practice: How to Manage Work Health and Safety Risks
Model Code of Practice: Work health and safety consultation, co-operation and co-ordination
Model Code of Practice: Hazardous manual tasks
Guide: How to determine what is reasonably practicable to meet a health and safety duty Interpretive
Guideline: The meaning of 'reasonably practicable'
Guide: Preventing and responding to workplace bullying
Guide: Work-related psychological health and Safety: A systematic approach to meeting your duties.
Guide: Dealing with workplace bullying – a worker’s guide
Guide: Managing the risk of fatigue at work
Guide: Fatigue Management – a Workers’ Guide
The Principles of Good Work Design Handbook
Comparison of Workers Compensation Arrangements in Australia and New Zealand
Taking Action: A Best Practice Framework for the Management of Psychological Claims in the Australian
Workers’ Compensation Sector.
Disability services- Occupational Health and Safety Compliance Kit. WorkSafe Victoria. Worksafe.vic.gov.au
Comcare (2012) “Participating in Effective Health and Safety Committees: A Guide for Committee Members”
comcare.gov.au
Other References
APWM (2020) Workplace Health and Safety Policy. Australian Presbyterian World Mission. Christ College,
Burwood, NSW.
Fair Work Ombudsman (June 2017) Annual Leave and the National Employment Standards.
Lewis, R (2009), Mentoring Matters: Building strong Christian leaders, avoiding burnout, reaching the finishing
line. Marston Book Services Ltd, Oxfordshire.
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Presbyterian Church of Australia in NSW/ACT (2020). Breaking The Silence Foundations Training Workbook.
Conduct Protocol Unit, Jericho Road.
Presbyterian Church NSW Property Trust (2018) Insurance and Claims Procedures Manual: Gallagher
Transport for NSW Centre for Road Safety (2021) Know the Rules-Staying Safe- Mobile Phone Use. See
roadsafety.transport.nsw.gov.au Updated 27 July 2021.

APPENDIX 3: WHS Suppliers
Safety signs and labels, visual warnings,
lockout and electrical safety, ladders,
traffic and parking supplies, manual
handling and storage, fire safety
equipment, PPE, matting
First Aid kits, supplies, defibrillators,
EpiPens

•
•
•
•
•
•
•
•
•
•

First Aid Courses e.g., first aid and CPR,
Defibrillator, mental health, workplace
infection control, first aid for babies and
children, CPR and Anaphylaxis, Asthma
and Anaphylaxis, Caring for kids etc
Electrical Testing and & Tagging
Playground equipment
Fire and Emergency: extinguishers and
blankets, hydrants and hose reels, fire
panels, drencher and sprinkler systems,
emergency and exit lights, detector and
alarm systems, fire safety training,
evacuation plans
Stone Masonry

•
•
•
•
•
•
•
•
•
•
•
•
•

Sefton Australia: sefton.com.au, 1800 651 173
SafetyQuip: safetyquip.com.au 4966 1102
SafePak safepak.com.au 1300 054 515
Ultimate Safety Supplies ultimatesafety.com.au 1300 732 965
See local ‘Safety Suppliers’
St John NSW: stjohnnsw.com.au 1300 360 455
First Aid Kits Australia: firstaidkitsaustralia.com.au,
1300789 541
Vital First Aid Supplies: vitalfirstaidsupplies.com.au,
1300 356 350
First Aid Distributions: firstaiddistributions.com.au,
(03) 5443 2239
Defibrillators Australia: defibrillatorsaustralia.com.au,
1300 331 193
St John NSW: stjohnnsw.com.au 1300 360 455
CBD College: cbdcollegefirstaid.edu.au, 1300 628 299
Vital First Aid Training Services: vitalfirstaid.com.au,
1300 880 343
See local training providers including TAFE
See local ‘Test and Tag’ suppliers and electricians
Playtest: playtest.com.au, 1300 884 949
Contact local preschools to get local contacts
Chubb Fire & Security chubbfiresecurity.com 13 15 98
Wormald: wormald.com.au 13 31 66
First 5 Minutes: first5minutes.com.au, 1300 321 120
See local ‘Fire protection suppliers’ and ‘Emergency
Management Suppliers’
Bradley Rimmer (Stone Masonry and Heritage Services)
Sydney and South Coast: 0401 337 629
bradleyrimmer@hotmail.com
See local stone masonry services
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