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1. INTRODUCTION
Burke Management Services Pty Ltd are experienced in specialised heavy movements in
Australia and Internationally. There are many reasons why Burke Management Services Pty
Ltd is successful in the transport industry; the main undoubtedly, is our genuine
commitment to superior customer service. Our customers are our number one priority.
This Induction handout is designed to provide employees and contractors with general
information regarding the terms and conditions of employment along with an overview of
our policies. Section 2 of the document provides information on Occupational Health and
Safety highlighting our commitment to the health and safety of our employees.
We at Burke Management Services believe in total quality performance and commitment to
the principles of Total Quality Management (TQM). Our service objective is – “To deliver all
freight on time, in full and damage free”.
2. CUSTOMER SERVICE COMMITMENT
Customers remember excellent service. As employees within a competitive service industry,
we must be consistent in our delivery of service excellence by providing a positive and
enthusiastic response to customer needs.
An efficient telephone manner and a clean and tidy appearance are important tools in
assisting to promote a professional company image.
3. TERMS OF ENGAGEMENT
Employment may be on the basis of weekly, monthly, casual or temporary engagement. For
employees covered under an award, conditions of employment are contained in the
appropriate award and agreement and can be accessed at www.fairwork.gov.au.
Conditions of employment for other employees are set out in their Letter of Appointment.
Employment
Supervisors and managers are to ensure that all employees:

12 of the HR Manual;
and

All employees are bound by company policy which forms part of the contract of
employment. Notice of termination of service by either the company or respective
employee must be in accordance with the appropriate Statutory Award or the employee’s
Letter of Appointment.
In the case of serious misconduct in breach of Company Policy, instant dismissal will apply.
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Dismissal
In the case of gross/wilful misconduct, Burke Management Services Pty Ltd reserves the right to
dismiss an employee immediately without notice.
Further, you may give cause for dismissal if you:

ment;
consume alcohol or drugs on duty, or carry alcohol or drugs in/on company equipment when
they are not noted on the load manifest;
gear;

accident;
Permit unauthorized drivers to operate the company vehicle;

company or our customers;

upply a copy of your license history when requested by management;

private use without authorization;
n your possession an illegal drug, or be trafficking in illegal drugs, on company
premises/vehicles or other property;

equipment;
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PERSONAL RECORDS
It is important to provide current details of your address, dependants, telephone numbers, next
of kin etc. Please advise your supervisor/manager in writing as soon as possible should a change
occur.

5. PAYMENT OF WAGES AND SALARIES
Net salaries or wages are paid by electronic funds transfer into an employee nominated bank
account. Deductions from gross wages for employee superannuation, credit union, medical
benefits, life insurance, social club and other approved deductions can be requested.

6. TIME RECORDING AND ABSENCE FROM WORK
It is important that employees are punctual for work. Please advise your supervisor/manager as
soon as possible if you cannot commence work on time or are running late for a particular job
you have been allocated.
At most work locations a time card is issued at the commencement of each week for the
purpose of calculating time worked for that week and employees are required to clock the card
at the beginning and end of each shift.
No employee is permitted to clock another employee’s time card for any reason. Clocking
another employee’s time card or allowing another employee to clock your time card is
misrepresentation and will generally result in instant dismissal.
The absence of an employee from work for a continuous period exceeding three working days
without the consent of Burke Management Services Pty Ltd and without notification to Burke
Management Services Pty Ltd will be considered as abandonment of employment resulting in
termination of the employment contract.

7. PARKING
Vehicle parking facilities are available on site in designated areas. Indiscriminate parking in
unauthorised areas is not allowed. The company will not accept responsibility for loss or
damage to vehicles or other personal property.

8. PERSONAL APPEARANCE AND UNIFORMS
Well-groomed employees assist in promoting a professional company image. All permanent
operations staff will be issued with a full set of company clothing after a one-month qualifying
period. The issue is for a minimum of 12 months. The clothing will be renewed after this period
taking into account reasonable wear and tear. Employees are required to maintain the provided
clothing in good condition.
The clothing shall remain the property of the employer. Employees leaving Burke Management
Services within 12 months are expected to return the clothing provided. Personal protective
equipment (PPE) is clothing, equipment or substances designed to be worn to protect you from
risks of injury or illness. Thongs, slippers, sandshoes or gumboots are not acceptable forms of
footwear. Safety boots must be worn in operational areas and when specified, by a customer as
a condition of access to their premises.
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9. LEAVE ENTITLEMENTS
Annual Leave
Employees are entitled to four weeks annual leave for each 12 months completed service.
Leave arrangements will be approved in consideration of workloads and seasonal holiday
periods. Accrued annual leave entitlements will be forfeited if not utilised within a twelve
month period.
Personal Leave (Bereavement, Sick and Carer’s Leave)
Personal leave entitlement is covered under the appropriate award of your employment.
Information can be accessed at www.fairwork.gov.au. For other employees whose contract is
not covered by an award, entitlements will be set out in their letter of appointment.
Special Leave Without Pay
When absence from work is unavoidable due to urgent or unusual circumstances, employees
may request leave without pay from their Supervisor or Manager. A written application must be
completed stating the reason for absence and expected duration.
Long Service Leave
Long Service Leave entitlements accrue in accordance with the appropriate federal or state
awards. Please ask your supervisor about your entitlement.

10. PROBLEM RESOLUTION
If you have a grievance or problem of any kind, please raise the issue with your supervisor or
manager. Matters of a personal nature will remain confidential between you and management.

11. CODE OF CONDUCT - GENERAL REQUIREMENTS OF ALL EMPLOYEES
INTRODUCTION
The purpose of this document is to define the duties and obligations of all employees within
Burke Management Services Pty Ltd with respect to their employment. It does not address
conditions of employment which are set out in personal contracts, awards or agreements. The
content conveys the standard of conduct required of employees by their employer.
Employee’s who have queries regarding the content of this document or wish to seek further
clarification in how their job is affected by the content, should raise the matter with their
manager or supervisor.
GENERAL POLICY
Employees are expected to always act in the best interests of the Company. This requires
performing their duties professionally, honestly, ethically and within the law. All employees are
representatives of the Company and must not indulge in any activity that could damage the
Company’s reputation. Any employee who is aware of or who suspects impropriety by others,
should advise their manager or supervisor. A more senior manager can be contacted if
necessary. Employees should be aware that breaches of the standards required could lead to
dismissal.
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COMPLIANCE WITH THE LAW
As per general policy, employees are required to conduct all their activities within a legal
framework.
While employees are not expected to have a detailed knowledge of the law, they should
familiarise themselves with legislation affecting their jobs, including occupational health and
safety, equal opportunity, harassment, chain of responsibility, compliance and enforcement,
etc.
PRIVACY
The manner in which personal information is managed within the Company is regulated by
federal privacy legislation applying to the private sector, specifically private sector provisions of
the Privacy Act 1988. Details of the requirements as well as the rights and obligations of the
Company and its employees are contained in the Employment Policies and Procedures Manual.
Further information can also be accessed online at www.privacy.gov.au - the web address for
the Office of the Australian Information Commissioner.
PRIVATE USE OF COMPANY COMMUNICATIONS SYSTEMS
Company provided communications systems (email, internet, facsimiles, telephones etc) must
not be utilised for any other purpose other than legitimate business purposes. While occasional
private use is accepted, any usage that can be regarded as offensive or illegal will/may result in
termination of employment. The company monitors the operation of its communications
systems and any recorded content.
LICENCES
Employees must ensure that they hold a valid licence for the operation of company equipment
that necessitates the operator to be licenced. Employees whose licence is cancelled must inform
their supervisor immediately. Employees should be aware that any loss of licence could lead to
dismissal.
DUTY OF CARE
There is a principal occupational health and safety Act in each State that gives wide-ranging
responsibilities to workplace individuals. The key principle in each Act is the ‘duty of care’ which
imposes obligations on employers to ensure the workplace health and safety of employees at
work. This obligation extends to employees, contractors and visitors in ensuring their own
workplace health and safety and that of others. Employees must be committed to co-operate
with employers on workplace health and safety matters.
CONFLICT OF INTEREST
Should employees be aware of a potential conflict of interest between their obligations to the
Company and their personal activities or interests, please advise management. The existence of
a conflict of interest may not in itself be evidence of wrongdoing however taking advantage of a
position within the Company or use of company information/knowledge for personal
benefit/gain will be considered improper.
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COMPLIANCE WITH TRADE PRACTICES LEGISLATION
In accordance with the Company’s Trade Practices Policy all employees must comply with
regulations within the Competition and Consumer Act 2010 (formerly the Trade Practices Act)
which promotes competition and fair trading. The Act covers anti-competitive conduct and
unfair market practices such as price fixing, which result in decreased competition or
disadvantage to customers and consumers. The Act can be accessed online at www.accc.gov.au
PROTECTION OF COMPANY PROPERTY
Employees are not permitted to avail themselves of Company property for personal use without
seeking prior approval from their manager or supervisor. Company property includes but is not
limited to, vehicles, trailers, computer hardware, networks and software. Employees are
required to take reasonable care of company property utilised in their jobs or entrusted to
them.
CONFIDENTIAL INFORMATION
Employees must not disclose to any person or organisation confidential information or
information which may be regarded as sensitive to the Company’s interests, without prior
authorisation of their manager or supervisor. Intellectual Property remains an asset within the
company at all times.
INDUCEMENTS AND GIFTS
Under the Code of Conduct, decisions or activities must not be influenced through the offering
or acceptance of inducements or gifts.
BUSINESS RECORDS AND DOCUMENTATION
All business, employment records and documentation must be prepared accurately. Any
procedures associated with the preparation of documentation must be strictly adhered to.
Deliberate falsification of any submission or document may lead to dismissal whether or not
there is any gain to the employee(s) concerned.
THEFT/MISAPPROPRIATION
Theft/misappropriation of Company property or funds will result in instant dismissal and the
matter will be referred to the police. Theft of personal property of employees or a third party
whilst on Company premises will also be dealt with in this manner.

12. OUR OBLIGATIONS WITH RESPECT TO EQUAL OPPORTUNITY AND
BEHAVIOUR IN THE WORKPLACE
As part of its duty of care, the Company must ensure that all of its employees are aware of our
mutual obligations with respect to equal opportunity matters and the standard of behaviour
required of us while in the course of our employment.
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The Company’s Employment Policy, which is displayed in all depots, states:
“The Company undertakes to provide a safe and healthy workplace free from unfair
discrimination or harassment. It is a condition of employment that all employees observe this
commitment and any legislation pertaining to these matters. The Company further undertakes
to educate employees in such matters to assist compliance with the law.
The Company also undertakes to provide equal opportunity for all employees in selection,
retention, development and promotion.”
Harassment involves intimidation occurring through unwanted and unsolicited actions, requests
or comments being made. Examples of harassment range from bullying, threats of violence,
repeated foul language, racial taunts, etc. at the extreme, to more subtle situations such as
unwanted attention, touching, suggestive remarks, etc.
Unfair discrimination comprises unfair or unreasonable distinctions being made between people
to the advantage of some and the disadvantage of others. Examples of unfair discrimination
include failing to hire and or promote someone because of their race, religion, age, sex, marital
or parental status, physical status, colour or ethnicity, pregnancy, etc. Broadly speaking,
harassment or unfair discrimination on any of the above grounds is unlawful.
Please Note: The Company does have guidelines for the confidential management of problems.
These are contained in its Employment Policies and Procedures Manual – Fairness in
Employment. Should you require a copy of this section please ask your supervisor.
Our Responsibilities are as follows:
1. All of us must observe the obligations outlined above.
2. Managers and Supervisors are responsible for ensuring that harassment and unfair
discrimination does not occur in the workplace and that employees understand their
obligations.
3. Any staff involved in recruitment, development and training must ensure that all
activities are conducted fairly in accordance with this policy.
Please take the time to read this thoroughly. Should you have any concerns about this subject
or require guidance in any way, you should refer to either your supervisor or your Manager.
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13. ACCREDITATIONS, MEMBERSHIPS & LICENCES
TRUCKSAFE
Trucksafe is an industry initiative designed to deliver competitive advantages to accredited
operators. This is achieved through the implementation of systems aimed at improving the
safety and professionalism of trucking operators. Trucksafe accreditation is based on the
following four key standards:

Health and Safety requirements are met)

PACIA (PLASTICS AND CHEMICAL INDUSTRIES ASSOCIATION)
Plastics and chemicals Industries Association (PACIA) aims to improve safety performance of
chemical transport in Australia, helping to provide tangible benefits to both individuals and the
environment. The PACIA scheme aims to reduce the duplication and audit costs to carriers
associated with chemical companies complying with the “Responsible Care Transportation Code
of Practice”.
FATIGUE MANAGEMENT SCHEME
The “Fatigue Management Scheme” is designed as a tool to manage the risk of driver fatigue.
The scheme provides for greater flexibility in driving hours through the development of the
following policies and procedures:

MASS MANAGEMENT
The mass management module was developed in partnership with industry for use by operators
who, when accredited, benefit by operating in an environment of minimal interference from
government.
Mass management accreditation assists operators to manage their business more efficiently as
a result of clear procedures for ensuring trucks are not overloaded and reduces the risk of
penalties arising from mass offences. It is a quality system that demonstrates the operator can
verify that the legal mass of the vehicle is controlled. The system allows accredited operators to
use a documented assurance system to demonstrate compliance with regulations thereby
achieving commercial gains by allowed increases in weight of respect of loads.
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QUALITY ASSURANCE
Quality Assurance Systems (QAS) is the only certificate body in Australia that has the rights to
the famous five ticks mark. Burke Management Services Pty Ltd has been committed to its
Quality System accreditation since 2012 through all participating Divisions.
A Quality Management Systems is the documented system utilised by a company to manage the
processes that affect quality, where 'quality' is defined as meeting expectations of customers
and consistently delivering what you promise. The implemented system ensures compliance
with relevant regulatory requirements and monitoring and measuring of performance to
identify and implement improvements to processes and systems.
Quality Assurance has contributed to Burke Management Services Pty Ltd high standards
ensuring its professionalism as a leading national transport company.

TRAINING REQUESTS
Burke Management Services Pty Ltd actively encourages employees to undertake further
training to enhance their performance within their chosen field. Please advise Management
should you have suggestions for suitable training or assistance you believe will assist in the
performance of your duties.
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SECTION 1
GENERAL EMPLOYEE INFORMATION - SIGN OFF FORM
This form is to be photocopied and once completed handed to your Manager
to record receipt of your reading & understanding of this portion of the Burke
Management Services Pty Ltd Induction booklet.
Employee Information Booklet
I acknowledge receipt of one copy of the “Burke Management Services Pty
Ltd - Employee Information Booklet” – section 1.
I understand that I am required to read the rules and abide by them during
the course of my employment.
If there is any rule or instruction I do not fully understand, I will undertake
to ask my Supervisor or Manager the full meaning or interpretation.
Employee to complete
Received by:
Signature:
Position:
Date:
Supervisor/Manager to Complete
Issued by:
Signature:
Position:
Date:
This receipt is to be signed off only after the contents have been fully
explained to the person receiving it.
Photocopy of signed form is to be retained in the employee’s personnel file.
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SECTION 2
Work Health and
Safety (WHS)
Information

1. INTRODUCTION
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This booklet (section 2) has been put together to provide information regarding the Work
Health and Safety (WHS) Policies, Procedures, Rules and Guidelines of Burke Management
Services Pty Ltd
.
It is intended to:
Management Services Pty Ltd; and
ping the right attitude to carry out your work in a safe manner wherever
possible.
This booklet contains:

The objective of the Burke Management Services Pty Ltd Safety Program is to ensure that
SAFETY is promoted throughout all levels of the organisation and a commitment to a “No
Injuries” objective is adopted by all.
The Safety Program requires the active support and contribution by all employees at all levels.
The provided information is intended as a basis for your ongoing safety training.

2. DUTY OF CARE
Burke Management Services Pty Ltd has a legal “Duty of Care” to employees, contractors and
visitors in providing a workplace that is safe and without risk to health.
All employees of Burke Management Services Pty Ltd, contractors and visitors also have a “Duty
of Care; To not acting or fail to act in a manner which may endanger the health and safety of
themselves or others.
The following objectives have been developed to help the parties meet their respective “Duty of
Care” obligations:
1. To provide our employees with safe: Work methods, work areas, premises, plant and
equipment;
2. To safeguard employees from foreseeable and emerging hazards in existing work processes
and systems and in the introduction of new substances, plant, machinery and equipment,
processes or premises;
3. To ensure employees are aware of their own responsibilities in respect of health and safety
matters;
4. To provide general health and safety training for all new transferred employees, identify
training needs for all employees and design training programs to meet those needs;
5. To ensure health and safety instructions are carried out and that health and safety systems,
policies and procedures are followed;
6. To maintain processes for fire prevention, fire protection, fire fighting and systems of
evacuation in the event of an emergency;
7. To promote the co-operation, consultation and involvement of all employees in attaining
health and safety objectives; and
8. To liaise with local authorities and agencies in the health and safety field to ensure reciprocal
assistance is available where applicable.
17
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3. OCCUPATIONAL HEALTH AND SAFETY POLICY
The objective of the company and its directors is to ensure a safe and healthy workplace, free of
incident and/or accidents. This objective can only be achieved by close co-operation and
consultation between management, employees, contractors, the client and others.
Key pieces of new Queensland legislation that came in force on 1 January 2012 define the
responsibilities of the Employer, Employees and contractors in respect of safety and duty of care
within the workplace are as follows:
Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
The WHS Act 2011 reflects the national model WHS Act with minor amendments which enable it
to operate within Queensland jurisdiction.
The Client’s Work Health and Safety (WHS) Policies and Procedures take precedent over and
above Burke Management Services Pty Ltd Work Health and Safety Policies and Procedures.
Burke Management Services Pty ltd encourages everyone within the company (including
contractors) to participate actively in the continuous improvement of our work health and
safety, performance.

4. ENVIRONMENTAL POLICY
It is the policy of Burke Management Services Pty Ltd to consistently provide all products and
services in accordance with the customer’s specific requirements and relevant environmental
legislation and regulations.
Burke Management Services Pty Ltd policy is to ensure our employees and contractors are
adequately trained and made aware of any impacts their decisions and actions may have on the
environment. Furthermore, the environmental policy shall extend to all site visitors and subcontractors.
Burke Management Services Pty Ltd will allocate sufficient resources to minimize and eliminate
any negative impacts in carrying out its activities.
In Particular Burke Management Services Pty Ltd is dedicated to:

reduced;
necessary actions; and
g and complying with the clients environmental management systems, policies
and procedures and seek clarification of unclear instructions, plans and procedures.

5. WORKPLACE SAFETY
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While at work you have a duty to take care of your own health, that of your work mates and
others. You must make sure that your actions or failure to act never place at risk the health and
safety of others.
This is done by:
using tools, machinery and equipment in accordance with best practice and the
manufacturer’s instructions;
e danger;

Committee to make your workplace as safe as possible.
This is ensured by:
g sure that all tools, plant and equipment are safe to use;

ormation and training to employees to aid them in working in a safe & healthy
manner; and
health and safety.

6. ALCOHOL AND ILLEGAL DRUGS
The following should be observed in regard to alcohol and drugs at work:

g company equipment;
after the conclusion of the working day; and
must not be driven whilst under the influence of drugs or with a blood alcohol
level exceeding the legal limit.
Whenever you are attending the workplace you should in all instances be fit for duty. If it is
determined that you are not fit for duty, you may be asked not to work whereby a leave without
pay day will be deemed. This may be eligible to be utilised as a sick leave day however this will
be determined by the manager.
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7. ROAD SAFETY
The following should be observed when driving:

Take care on the road, the life saved might be your own!

8. NO SMOKING
Smoking is only permitted 4 metres from the entrance to buildings. Smoking is not
permitted in vehicles. Smoking is allowed only in designated areas and only during
authorised breaks. Smoking Policies may vary site to site. You should ensure you are
aware of the smoking policy applicable to your situation particularly when on a client’s site
and premises. At this point the client’s Smoking Policies are in force.

9. EMPLOYEE RESPONSIBILITIES

Burke Management Services Pty Ltd employees have the following individual
responsibilities in the area of Workplace Health and Safety:
all reasonable care in matters affecting workplace health and safety. The
employee with their employer comply with the requirements of the local Workplace Health
and Safety Act;
and
practices and recommend change when these are found to be inadequate or inappropriate;
are returned for investigation/action;
ion to remove/control and report any hazard
observed;
Managers or Health and Safety Representatives as appropriate;
afety and well-being activities and assisting
in the safe and healthy working environment for all;
in
their ability to carry out their duty;
allocated must be within the individual capabilities (training, experience, knowledge, skills
and authorisation); and
vely participate in rehabilitation and return to work programs in the event of a
worker suffering work related injury/illness.
Ultimately the person responsible for your safety is YOU!!
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10. FORKLIFT TRUCKS
Forklifts can only be operated by licenced and authorised employees. When in use the following
rules should be observed:
do not exceed this;
h speed limits while on site;

X Never leave your forklift running while unattended;
X Never park with fork tines raised;
X Never ride or stand on the forks to be raised up to reach high objects; and
X Never operate a forklift without looking in the direction you are travelling.

11. DANGER “DO NOT OPERATE” TAGS
“Danger DO NOT OPERATE” tags are used to signify to all persons that the plant or equipment
on which the tag is places is faulty, damaged or has been withdrawn from service for some
reason. At the same time the operating key will have been removed and given to the manager
thus preventing the accidental use of faulty equipment. If you are aware of plant or equipment
which is faulty don’t wait for it to cause an injury or accident, advise your manager or supervisor
and request that a tag be placed on the plant or equipment.

Under no circumstances are plant or equipment fitted with a tag to be used. Only a Manager or
Supervisor is authorised to remove a tag.

12. FATIGUE
Fatigue is often referred to as a “loss of alertness, drowsy driving - falling asleep at the wheel”.
Fatigue-related crashes tend to be severe with generally little or no avoidance action applied.
Here are some tips to both understanding and being “Awake to Fatigue”.
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13. WORKING WITH CHEMICALS
When working with chemicals, information is the key to survival. The Key document to source
information about all chemicals and dangerous substances is the Material Safety Data Sheet or
MSDS. The MSDS for each chemical will provide the following information:

fe storage and flash points;

Always read the label of all chemicals and substances carefully and then consult the MSDS.
If you still have questions about the substance or its safe use, consult your Supervisor or
Manager.

14. SUN SMART
If you are required to undertake outdoor work on sunny and hot days ensure that you observe
the following tips:
hat, which covers your face, head and neck

Utilise shade and shady areas to take a break or rest from activity.
If you require any of the above, please ask your manager or supervisor.

15. MANUAL HANDLING
Manual handling can be described as “manually; lifting, lowering, pushing, pulling, carrying or
otherwise moving holding or restraining an object.”
BE SMART – observe the following points to help reduce back injury.

S

IZE UP THE *How Heavy is it?

LOAD *How can it be best held?
*Where is it to go?
*How safe is your footing?

M

OVE CLOSE *Stand as near as possible to the load

TO THE LOAD *Spread your feet shoulder width apart
*Place one foot slightly in front of the other
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A

LWAYS BEND *Maintain your low back curve as you bend

YOUR KNEES *Get a sure grip
*Tighten abdominal & back muscles

R

AISE THE OBJECT *Keep your head up

WITH YOUR LEGS *Hold the load close to your body
*Lift smoothly and steadily while breathing out

T

URN BY MOVING *Pivot your feet

YOUR FEET *Turn shoulders and hips together
*Avoid twisting or jerking movements
Where possible ask for help and make full use of lifting equipment. When you have to
handle something, think first and see if you might be able to do the job another way or use
equipment (i.e. trolleys, forklifts, pallet jacks).
Never:
ack bent;

16. MECHANICAL LIFTING EQUIPMENT
There are a number of types of mechanical lifting equipment that may be used to lift, move
and store materials. These include:

If you are required to use mechanical lifting equipment as part of your job, the following
rules must be observed:

ing;
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17. PERSONAL PROTECTIVE EQUIPMENT
Personal Protective Clothing and Equipment (PPE) may be required for certain tasks or in
certain situations. Reasons for PPE being required may include the following:
To reduce the risk or prevent you from injuring or hurting yourself.
There are many different types of PPE. The following are the most common:
- Used to protect eyes from splashes, dust or moving particles.
- Used to protect your hands from exposure to solvents and chemicals and from
burns, cuts and bruises.
- Used to ensure visibility of personnel to mobile equipment operators.
- Used to protect your feet from injury.
When PPE is required, it will be depicted in the form of a safety sign or a safe work practice/
policy.
18. PEDESTRIAN WALKWAYS
Pedestrian walkways are marked by diagonal yellow/white lines. These walkways are not
vehicle thoroughfares. When you are driving a motor vehicle or forklift, all pedestrian
walkways should be approached and crossed with caution.

19. REPORTING OF HAZARDS IN THE WORKPLACE
Under the Occupational Health and Safety Act, the following rules apply while at work:
-workers; and

This can be done by:
Keeping your workplace safe, neat and tidy;
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Accidents and incidents are the result of unsafe acts or unsafe conditions or a mixture of
both.
It is important to always ‘ THINK SAFETY’ !! Ask yourself …..

Is it Safe?
Is there an element of risk
involved?

Engineering……

If the answer is YES, then stop what you are doing and think of another way to do it that
involves less risk.
If you still believe that there is a risk to yourself or others seek further advice from your
Supervisor, Manager or Health and Safety representative.

20. HEALTH AND SAFETY COMMITTEES
The purpose of the Health and Safety Committee is to bring management and employee
representatives together to discuss, review and resolve health and safety issues in a
proactive manner.
Who is on the committee?
At least half of the committee members must be employee representatives from different
work areas. Committee members are usually nominated or elected:
Management Representatives nominated by management;
Senior Site Manager determined by position; and
Employee Representatives or Health & Safety Representatives (HSR’s) by their coworkers.
What does the committee do?
The committee meets regularly to plan and suggest measures that will make the workplace
a safer and healthier place to work.
The committee ensures that all employees at all levels of the organisation are made aware
of health and safety rules and guidelines that must be followed.
This may be carried out by:

and task inspections;
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Developing ways of improving safe working;
supervisor/management level;
WHS in the workplace; and

21. ISSUE IDENTIFICATION FORM
If you have identified an WHS Issue or Hazard and:
cannot fix it up yourself; or

You must complete an Issue/Hazard Identification Form. You can obtain these forms from your
Supervisor.
The forms should be tabled at your local WHS Committee to ensure the issue/hazard is
addressed and where practicable resolved.

22. REPORTING OF ACCIDENTS, INCIDENTS AND ILLNESSES
ACCIDENTS: If you injure yourself at work you MUST REPORT it to your supervisor/manager
immediately and ensure an account of the injury is recorded in the on-site Incident Diary. This
applies to all injuries, even small cuts, minor burns or bruising.
ILLNESS: Should you become ill prior to starting work or during work hours you MUST REPORT it
to your supervisor/manager as soon as possible. Working when you are ill increases the risk of
accident or a workplace incident occurring.
Please note that all reported workplace incidents, injuries and illnesses will be thoroughly
investigated.
Obligations for an injured worker of Burke Management Services Pty Ltd
You should contact your supervisor/manager who will undertake the following:

– On completion, this must be submitted to the company
within 24 hours of the incident;

-injury
duties (Please refer to note below); and
form which is required within 3 days of the event and must be signed off by Senior
Management.
Note: Alternate/modified duties are available to injured employees. If your treating medical
practitioner agrees to the alternate/modified duties offered, you have the obligation to
perform alternate/modified duties whilst being unable to perform your pre-injury duties.
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23. REPORTING OF NEAR MISSES
Where an incident occurs at work causes no damage to property or to persons, the incident
must also be reported immediately.
All reported Near Misses shall be investigated, and the investigation documented using the
Burke Management Services Pty Ltd Incident Investigation Report Form.
All investigations of near misses are required within to be completed 3 days of the event
and must be signed off by Senior Management.

24. FIRST AID

All injuries requiring first aid will be treated by a First Aid Attendant, via the use of the first
aid facilities at each site.
In each instance that first aid treatment is provided, the following should be documented:

and any relevant history;

25. WORKERS COMPENSATION
If you've been injured at work you may be eligible to claim benefits from WorkCover. An
injury is ‘a personal injury arising out of, or in the course of, employment if the employment
is a significant contributing factor to the injury.’
Injuries can happen at work, travelling to and from work or while on a break from work or
visiting other workplaces or sites for the purposes of your job.
It is extremely important that any injury or illness is reported immediately to your
Supervisor. Details of your injury and a brief description of when and how it occurred
should be recorded in the incident diary.
In order to make a claim you will need to provide WorkCover with a medical certificate from
your initial consult for this injury—preferably a Q-COMP medical certificate (your medical
practitioner will be able to issue you with this).
WorkCover Qld encourages workers and employers to make a claim together. The claim can be
lodged online at www.workcoverqld.com.au. This site can also be visited if you require further
information regarding a claim.

27

Burke Management Services Pty Ltd

Induction Handbook

v1

26. RISK IDENTIFICATION, ASSESSMENT AND CONTROL
1. Identify unsafe conditions/hazards – This can be done by looking at the following:

nd
S Audits By and Inspector from the Authority.
2. Assess the risk factor – Assessing the risk factor helps to identify those hazards, which are
high risk and therefore need to be addressed first. You will need to calculate:
RISK = Severity X Frequency X Probability

3. Control the hazard – This involves putting measure in place to eliminate the risk or to
control the risk by reducing one of the above factors: Severity, Frequency or Probability.
This is achieved by utilising the hierarchy of risk control.
The ways of controlling risks are ranked from the highest level of protection and reliability
to the lowest as shown below. This ranking is known as the hierarchy of risk control. The
WHS Regulations require duty holders to work through this hierarchy when managing risk
under the WHS Regulations.
You must always aim to eliminate a hazard, which is the most effective control. If this is not
reasonably practicable, you must minimise the risk by working through the other
alternatives in the hierarchy.
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The Hierarchy of Risk Control
Highest

Most

Level 1
Eliminate the hazards

Level
Level 2

Of

Health

Reliability

Substitute the Hazard with
something safer
Isolate the hazard from people
Reduce the risks through engineering
controls

Of
Control
Measures

And

Safety

Protection

Level 3
Reduce exposure to the hazard
using administrative actions
Use personal protective equipment

Lowest
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27. ELECTRICAL INSTALLATION/EQUIPMENT
Although electricity is invisible, its effects can be felt with drastic results.
Do not take any chances with electricity!
Observe the following when dealing with electrical installations or equipment:
equipment to your supervisor;

28. DANGEROUS GOODS
Dangerous Goods are hazardous substances that are potentially hazardous to people,
property and the environment due to the possibility of a fire, explosion and the release of
toxic, flammable, or corrosive materials during a storage or handling incident.
Classification is a process used to determine if a chemical can cause harm to human health
and safety. It involves the identification and evaluation of the physical properties of a
chemical, along with its health effects.
There are currently nine classes of Dangerous goods, however those listed below are those
commonly found within the business.

1. Explosives

4.2 Spontaneously Flammable Substances

2.1 Flammable Gases

4.3 Flammable Substances if wetted

2.2 Non – Flammable

5.1 Oxidising Substances

2.3 Poisonous Gases

5.2 Organic Peroxides
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3 Flammable Liquids

6 Poisonous Gases

4.1 Flammable Solids

8 Corrosive Substances

To Note: The Work Health and Safety (WHS) Regulations introduced a new system of
chemical classification and hazard communication on labels and Safety Data Sheets based
on the Globally Harmonised System of Classification and Labelling of Chemicals (GHS). This
will replace the classification and hazard communication systems for workplace hazardous
substances and dangerous goods. It will not replace requirements for dangerous goods
transport.
It is the classification of a hazardous chemical that determines what information is
communicated on the label and the Safety Data Sheet (SDS - previously known as Material
Safety Data Sheet).
There is a transitional period for moving to the new GHS-based system. During this time,
both the hazardous substances and dangerous goods classification systems and the GHS are
recognised under the new WHS laws. All workplace hazardous chemicals must be classified
according to the GHS and labels and SDS must be updated by 31 December 2016. Further
information on classification, labelling and safety data sheet requirements under the WHS
Regulations, including transitional arrangements is available from the Safe Work Australia
website at www.safeworkaustralia.gov.au.
All dangerous goods also have a unique, internationally recognised United Nations (UN)
identification number, as well as a Hazchem Code which gives abbreviated information for
use by the emergency authorities.
Transportation Of Dangerous Goods
Dangerous goods (other than Class 1, 2 and 7) are also assigned to Packing Groups
according to the degree of risk the goods present during transport as follows:

NGER
A determination about assignment to a Packing Group will depend on the Class and the
Subsidiary Risks of the goods and on the nature of the physical hazard presented by the
goods.
Where dangerous goods present multiple hazards, they are assigned to the Packing Group
appropriate to the most severe of the hazards presented by the goods.
The Australian Dangerous Goods Code sets out the requirements for transporting
dangerous goods by road or rail. The code can be access online at www.ntc.gov.au
If you are required to load for transport or transport dangerous goods at any time
ensure that you:
cannot;
;
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Spills and Emergencies
If it’s a Dangerous Good and you are faced with a spill DO NOT attempt to clean up the spill
yourself unless you are trained to do so…. Report any spill to your Supervisor.
Ensure you are familiar with the applicable spill procedure which is in place at your site.
Know who to report spill and incidents to and who those personnel are charged with the
responsibility for responding to spill & incident reports and cleaning up spills.
29. TRANSPORTATION OF PEOPLE
You are not allowed to transport people or be transported yourself in the back of trucks or
utilities. All people in the transport vehicle must be there for work reasons only. Children
and pets are NOT ALLOWED to enter Amoco sites.
If fitted, seat belts MUST BE WORN at all times while in vehicles.
30. MOBILE TELEPHONES
As the long term effect of exposure to radiation risks through the use of mobile telephones
is unknown, it is recommended that all mobile telephone usage be kept to a minimum
wherever possible.
This can be done through:
keeping mobile telephone call times to a minimum;

Please note that mobile phones can be a source of ignition and therefore should not be
used near fuel bowsers, highly flammable substances (dangerous goods) or materials or in
petrol stations.
31. VEHICLE ACCESS AND EGRESS
To ensure you do not injure yourself getting into (accessing) or getting out of (egressing) a
truck, you should always maintain three points of contact (i.e. one foot on step and 2
hands placed on handrails). Never rush into the cab and never jump out as this ,increases
the risk of injury.
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ALWAYS MAINTAIN 3 POINTS OF CONTACT
32. SAFETY SIGNS
There are a number of different safety signs. They are designed to alert employees and
visitors of the existence of a recognised hazard and its nature.
The following are the colours and shapes of signs:

Mandatory Signs – (Blue & White on a Circle) indicates an instruction that
must be carried out. MUST DO

Prohibition Signs – (Red & White on a Circle) indicate an action or activity not
permitted. MUST NOT DO

Danger Signs – warn of hazards which may be life threatening

Warning/Caution Signs – (Yellow and Black on Triangle) warn of
hazards, which may cause injury - TAKE EXTRA CARE

Emergency Signs – (Green and White on Rectangle) indicate location,
direction of emergency facilities.
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Fire Signs – indicate location of fire alarms, equipment and facilities.

Hazchem Codes – used in identification of dangerous goods.

33. SITE SPEED LIMITS
All vehicles and motorised equipment, whilst on the site MUST obey the site speed limit.
Vehicles include:

equipment, etc)
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The SPEED LIMIT for the site should not be exceeded under any circumstances.
Entrance, exit & all directional signs must be observed at all times while on site.
Pedestrians have the right of way, so be sure you always pay attention, check mirrors where
appropriate and proceed at the speed limit or below.

34. Fire Prevention

The workplace can be prepared for an unexpected event such as a fire by the following:

ire extinguishers, electrical circuits and hose reels are regularly maintained;

In case of fire the following steps should be followed:

e – 000;
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35. EMERGENCY EVACUATION
Read and understand the Emergency Evacuation Procedure for your site.
Emergency evacuation drills will be held periodically. Know what to do where to go and
who your Fire Wardens and Co-Ordinators are.

36. CONTRACTORS
The same level of responsibility for health and safety is maintained toward contractors and
their employees as is maintained for Amoco employees. Amoco health and safety
requirements must be clearly communicated prior to the contractor or employees of the
contractor beginning any work.
Contractors will be provided with an induction prior to their beginning work on site which
outlines site specific rules and conditions. Their understanding and compliance will be
confirmed with their signature.

37. VISITORS
Visitors on-site should be accompanied at all times and be aware of and follow the safety
rules in place and applicable to them.

38. GOOD HOUSEKEEPING and OFFICE ENVIRONMENT

Housekeeping is keeping all work areas neat and tidy. You cannot work safely if materials,
tools, waste and stock are left lying around.
Rules for good housekeeping:
 Keep the floors and passageways clean and clear;
 Sweep up/pickup rubbish and place in bins;
 Always store pallets and materials in defined storage areas. They should never be
left where they block or partially block an aisle or exit;
 Stack materials so they cannot fall;
 Ensure that containers are labelled and that the labels are easily identified; and
 Clean up any spills as soon as possible after they happen
X Don’t leave tools and material scattered about the floor or bench area.
Good housekeeping is to be observed at all times throughout the working day!
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OFFICE ENVIRONMENT
Following are guidelines on how to set up your computer workspace correctly. Correct
workstation set up will assist in avoiding repetitive injuries associated with computer use.

39. REST BREAKS AND EXCERCISE
The key to preventing overuse injuries is to break repetitive work with none-repetitive
tasks or exercises and/or rest breaks. Your body was designed to perform a variety of
tasks while actively using your muscles.
Sustained muscle activity (like holding your arms up to type) robs the muscles of life
giving blood flow. It is very important to actively stretch during breaks to flush out
toxins that build up in the muscles that were used for sustained posture.
40. REST BREAKS AND KEYBOARD BREAKS
Frequent short breaks are most effective in relieving the strain associated with
keyboard work. For reasonably sustained keying activity a break should be taken for a
few minutes every half hour. During this break, operators should walk around and
perform whatever movement relieves the feeling of muscle fatigue. Movements that are
a natural response to fatigued muscles such as shrugging the shoulders are generally
the most effective in dealing with fatigue.
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EASY OFFICE EXERCISE
Stretches for Your Wrists and Arms
Wrist Stretch: Extend arm in front, palm up and grab the fingers with other hand. Gently
pull the fingers towards you to stretch the forearm, holding for 20-30 seconds. Repeat on
the other side.
Wrist & Forearm: Press hands together in front of chest, elbows bent and parallel to the
floor. Gently bend wrists to the right and left for 10 reps.
Lower Back Stretch: Sit tall and place the left arm behind left hip. Gently twist to the left,
using the right hand to deepen the stretch, holding for 20-30 seconds. Repeat on the other
side.

Lower Body Exercises
Hip Flexion: Sit tall with the abs in and lift the left foot off the floor a few inches, knee bent.
Hold for 2 seconds, lower and repeat for 16 reps. Repeat on the other side.
Leg Extension: Sit tall with the abs in and extend the left leg until it's level with hip,
squeezing the quadriceps. Hold for 2 seconds, lower and repeat for 16 reps. Repeat on the
other side.
Inner Thigh: Place towel, firm water bottle or an empty coffee cup between the knees as
you sit up tall with the abs in. Squeeze the bottle or cup, release halfway and squeeze
again, completing 16 reps of slow pulses.
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Chair Exercises
Chair Squat: While sitting, lift up until your hips are just hovering over the chair, arms out
for balance. Hold for 2-3 seconds, stand all the way up and repeat for 16 reps.
Dips: Make sure chair is stable and place hands next to hips. Move hips in front of chair and
bend the elbows, lowering the body until the elbows are at 90 degrees. Push back up and
repeat for 16 reps.
One-Leg Squat: Make sure the chair is stable and take one foot slightly in front of the
other. Use the hands for leverage as you push up into a one-legged squat, hovering just
over the chair and keeping the other leg on the floor for balance. Lower and repeat, only
coming a few inches off the chair for 12 reps. Repeat on the other side.
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Upper Body Exercises
Front Raise to Triceps Press: Sit tall with the abs in and hold a full water bottle in the left
hand. Lift the bottle up to shoulder level, pause, and then continue lifting all the way up
over the head. When the arm is next to the ear, bend the elbow, taking the water bottle
behind you and contracting the triceps. Straighten the arm and lower down, repeating for
12 reps on each arm.
Bicep Curl: Hold water bottle in right hand and, with abs in and spine straight, curl bottle
towards shoulder for 16 reps. Repeat other side.

Ab Exercises
Side Bends: Hold a water bottle with both hands and stretch it up over the head, arms straight.
Gently bend towards the left as far as you can, contracting the abs. Come back to center and repeat
to the right. Complete 10 reps (bending to the right and left is one rep).
Ab Twists: Hold the water bottle at chest level and, keeping the knees and hips forward, gently twist
to the left as far as you comfortably can, feeling the abs contract. Twist back to center and move to
the left for a total of 10 reps. Don't force it or you may end up with a back injury.
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EMERGENCY & CONTACT NUMBERS
BRISBANE

POLICE Assistance: 131444
Emergency: OOO

HOSPITAL Queen Elizabeth
11 Jubilee Hospital,
Kessels Road,
Coopers Plains. QLD. 4108
Phone: 07 32756111

FIRE DEPARTEMENT
Enquiries: 07 32478100
Emergency: OOO

BURKE MANAGEMENT SERVICES PTY LTD
John Burke
Mobile: 0418 747 403
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SECTION 2
OCCUPATIONAL HEALTH AND SAFETY INFORMATION - SIGN OFF FORM
This form is to be photocopied and once completed handed to your Manager
to record your receipt reading & understanding of this portion of the Burke
Management Services Pty Ltd Induction booklet.
Employee Information Booklet
I acknowledge receipt of one copy of the “Burke Management Services Pty
Ltd - Employee Information Booklet” – section 2.
I understand that I am required to read the rules and abide by them during
the course of my employment.
If there is any rule or instruction I do not fully understand, I will undertake
to ask my Supervisor or Manager the full meaning or interpretation.
Employee to complete
Received by: _______________________________________________________________________
Signature: __________________________________________________________________________
Position: ___________________________________________________________________________
Date: ________________________________________________________________________________
Supervisor/Manager to Complete
Issued by: __________________________________________________________________________
Signature: __________________________________________________________________________
Position: ____________________________________________________________________________
Date: ________________________________________________________________________________
This receipt is to be signed off only after the contents have been fully
explained to the person receiving it.
Photocopy of signed form is to be retained in the employee’s personnel
file.
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