	[image: C:\Users\frankde\Desktop\GCT-HLogo_Cemetery Signs_Jpeg.jpg]
	
Safe Work Method Statement: 15 March 2017 







	Company Name: Geelong Cemeteries Trust

	Sites: All Cemeteries under the Administration of Geelong Cemeteries Trust.

	Work Activity/Task: Working off ladders
	Manager Approval: Frank de Groot       Sign:
OH & S Rep: Luke Tamplin                   Sign:     



	Resources	Staff Involved: Grave diggers, backhoe and excavator operators, Construction Workers.
	Equipment Used: portable ladders
	Maintenance checks: Daily visual inspection of ladder prior to use 
	Materials Used: ………………………………………………………………………………………………………………………………………………………	



	Comply with the relevant State OH&S Act and OH&S Regulations.  
Comply with all relevant Codes of Practice and Guidelines that have been developed by the state authority applicable to the work being carried out.  
Where applicable comply with relevant manufacturers assembly requirements and recommendations for tasks being undertaken.

	Risk Score Calculator
Likelihood / Consequence
Risk Class
The hazard has the potential to:
· permanently disable or kill
· cause major damage to the structure
· have significant impact on the surrounding population and environment
1
The hazard has the potential to:
· temporarily disable or seriously injure
· cause minor damage to the structure
· breach the site boundary and pollute local environment
2
The hazard has the potential to:
· cause minor injury
· be contained within the site boundary
3


	
	Consequence

	
	Disaster 
	Very Serious 
	Serious
	Substantial
	Minor

	Almost certainLikelihood

	1
	1
	1
	2
	2

	Likely
	1
	1
	2
	2
	2

	Possible
	1
	2
	2
	2
	3

	Remotely Possible
	2
	2
	2
	3
	3







	Item
	Job Step
Break the job down into steps
	Potential Hazards
Identify the hazards associated with each step. Examine each to find possibilities that could lead to an accident or adverse environmental impact
	Risk Class
	Controls
Using the previous two columns as a guide, decide what actions are necessary to eliminate or minimise the hazards that could lead to an accident, injury or occupational illness or environmental impact
	Person Responsible

	
	
	
	
	
	

	1




	
Check for access options
	
Fall from height
	2
	
Ladders are generally used for access above or below ground level or to gain access to a difficult work area, prior to use of a ladder all other safer alternatives must be ruled out as practicable alternatives
	Gravedigger/ supervisor

	2
	Ladder selection
	Fall from ladder / ladder falling / ladder failing
	2
	All ladders used on construction sites must be rated for industrial use, be free of defects in accordance with WorkCover requirements and have a minimum load rating of 120 kgs.               

	Gravedigger/ supervisor 

	
	
	
	
	Ladders should be inspected at regular intervals for defects or deterioration. Defective ladders are to be removed from site until they are repaired by a competent person. If the ladder can not be repaired it should be rendered unusable by cutting into lengths of not more than 2 rungs 

	Gravedigger/ supervisor 

	
	
	
	
	The ladder must be of sufficient length to provide at least 1M beyond the height of the task or the level being accessed
	Gravedigger/ supervisor 

	

	
	
	
	Step ladders are only to be used in the fully open position 
	Gravedigger/ supervisor




	Item
	Job Step
Break the job down into steps
	Potential Hazards
Identify the hazards associated with each step. Examine each to find possibilities that could lead to an accident or adverse environmental impact
	Risk Class
	Controls
Using the previous two columns as a guide, decide what actions are necessary to eliminate or minimise the hazards that could lead to an accident, injury or occupational illness or environmental impact
	Person Responsible

	2
	Ladder selection continued
	Fall from height
	2
	Where a ladder is used for working at height a ladder with a work platform and hand rails is recommended
	Gravedigger/ supervisor 

	
	
	Electrocution 
	1
	Where electrical hazards exist the ladder used must be made of non conductive material ie; fibre glass or timber
	Gravedigger/ supervisor 

	3
	Ladder use (general)
	Unstable / uneven footing causing the ladder to fall
	2
	When used on soft ground it will be necessary to place boards or planks under the ladder feet to prevent the ladder from sinking
	Gravedigger/ supervisor 

	
	
	
	
	Ladders should only be used on level ground, packing up the ladder with a board may be acceptable in some cases but the packing used should be stable and much wider than the ladder feet to prevent the ladder feet from falling off.
	Gravedigger/ supervisor 

	
	
	Slippery surfaces causing the ladder to slide or fall
	2
	The ground surface must be assessed, if the ground is found to be slippery further controls may be required to ensure the ladder will grip the surface
	Gravedigger/ supervisor 

	
	
	
	
	All feet of the ladder must have slip resistant feet made of rubber or other similar non slip material
	Gravedigger/ supervisor 





	Item
	Job Step
Break the job down into steps
	Potential Hazards
Identify the hazards associated with each step. Examine each to find possibilities that could lead to an accident or adverse environmental impact
	Risk Class
	Controls
Using the previous two columns as a guide, decide what actions are necessary to eliminate or minimise the hazards that could lead to an accident, injury or occupational illness or environmental impact
	Person Responsible

	3
	Ladder use general continued
	Fall from ladder
	2
	3 points of contact ie 1 foot and 2 hands or 2 feet and 1 hand must be maintained at all times whilst on the ladder
	Gravedigger/ supervisor 

	
	
	
	
	When on a ladder the user must be facing the ladder at all times
	Gravedigger/ supervisor 

	
	
	
	
	Always ensure that the ladder is positioned to avoid overreaching from the ladder, all work should be in easy reach to avoid overbalancing and subsequent falls.
	Gravedigger/ supervisor 

	
	
	
	
	No more than one person shall be on a ladder at any time.
	Gravedigger/ supervisor 

	
	
	
	
	Any tools or equipment to be carried up the ladder must be in a backpack, tool belt or other means to ensure that the users hands remain free
	Gravedigger/ supervisor 

	
	
	
	
	Prior to getting on a ladder the user must ensure that his shoes are fully enclosed and free of mud, grease or other contaminants that would make his shoes slippery
	Gravedigger/ supervisor 

	
	
	Back injury
	1
	2 persons shall be used to carry ladders that are in excess of 20 kgs
	Gravedigger/ supervisor 

	
	
	
	
	Use ladders made of light weight material where possible
	Gravedigger/ supervisor 





	Item
	Job Step
Break the job down into steps
	Potential Hazards
Identify the hazards associated with each step. Examine each to find possibilities that could lead to an accident or adverse environmental impact
	Risk Class
	Controls
Using the previous two columns as a guide, decide what actions are necessary to eliminate or minimise the hazards that could lead to an accident, injury or occupational illness or environmental impact
	Person Responsible

	
	Straight ladders
	Fall from ladder / ladder falling
	2
	The ladder must be secured at the top and bottom, the top secured at the stiles not the rungs and the bottom secured by a suitable block fastened to the floor
	Gravedigger/ supervisor 

	
	
	
	
	For short term use only or while securing the ladder a second person shall foot the ladder whilst in use
	Gravedigger/ supervisor 

	
	
	
	
	The ladder must be positioned at a slope of 4 in 1 ( for every metre in height the base of the ladder should be set back 250 mm
	Gravedigger/ supervisor 

	5
	Step ladders
	Fall from height
	2
	Use of a step ladder with a platform and handrails is recommended
	Gravedigger/ supervisor 

	
	
	
	
	If using a ladder that has no platform and handrails the user must not go on or above the 2nd step from the top
	Gravedigger/ supervisor 

	6
	Working near handrails
	Fall from height
	2
	When working near a handrail on a ladder a safe distance must be maintained at all times from the handrails.
	Gravedigger/ supervisor 

	
	
	
	
	In cases where the ladder must be used at an edge it may be possible to increase the height of the handrail or install a screen to prevent falls over the rails
	Gravedigger/ supervisor 




		
	Personnel qualifications and experience required to complete the task:
	Specific training required to complete this task:
	Engineering Details/Certificates/WorkCover Approvals:

	Cemetery industry experience- 3 months
	Staff induction
	

	Grave digging procedures manual
	Grave set up training
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