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1

INTRODUCTION

1.1 SHOALHAVEN STARCHES’ BUSINESS AND OUR APPROACH TO SAFETY IN THE
WORKPLACE
Shoalhaven Starches is an integrated Wheat Gluten / Starch / Glucose and Ethanol plant situated on the
banks of the Shoalhaven River at Bomaderry NSW. It processes Wheat and Wheat Flour into Dry Gluten,
Dry Starch, Liquid Glucose and Ethanol in a 24/7 continuous operation. It employs approximately 350
people.
Shoalhaven Starches have developed a Safety Management System (SMS) based upon the requirements
and guidance of:





Hazardous Industry Planning Advisory Paper (HIPAP) No 9 -Safety Management.
NSW Work Health Safety Act 2011.
AS/NZS 4801 – OHS Management System.
Consultation with the Shoalhaven Starches Workforce.

The SMS is also based on the aims and objectives of the Manildra Group Safety, Quality and
Environmental (SQ&E) Policy (POL013). In summary these aims are:





to provide a safe working environment
seek to achieve continuous improvement in work health and safety performance through the
progressive development of more effective management systems and processes
identify risks and eliminate or minimise their impacts
take the time to perform work safely

This policy is the over-arching document of the SMS and is shown in figure 1.
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FIGURE 1 – MANILDRA GROUP SAFETY, QUALITY AND ENVIRONMENTAL POLICY
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The Manildra Group policy POL013 is signed by the Managing Director and approved in consultation
with Shoalhaven Starches’ senior management team. Shoalhaven Starches communicates its
commitment to safety though this policy to all employees, contractors and others. This is achieved
primarily through site induction processes, noticeboards, and health and safety plans. Other
communication mechanisms are used to support these processes such as health and safety
representatives, toolbox talks and shift/departmental production meetings.
The documentation describing the Shoalhaven Starches SMS includes:





The Shoalhaven Starches SMS;
Statements of Responsibility & Authority;
Standard Operating Procedures (SOPs); and
Safe Work Method Statements / Job Safety Analyses.

Shoalhaven Starches enforces a fundamental requirement that in the performance of its day-to-day
operations, that the personal safety of everyone who is on-site, be they workers, contractors, consultant
or visitors, is our number one priority.
At Shoalhaven Starches we believe we should not harm people, the environment and property All
personnel have a fundamental right to a healthy and safe work environment and expect to finish work
at the end of the day safe and well.
Implementation and ongoing application of the SMS ensures that work, health and safety risks are
identified and controlled by the application of safe systems of work across all Shoalhaven Starches
activities. This document is an integral component of the overall SMS.

2

SAFETY MANAGEMENT SYSTEM (SMS)

2.1 OVERVIEW
The Shoalhaven Starches SMS comprises of a Safety, Quality and Environmental (SQE) Policy signed by
the Managing Director and this document outlining the Management System itself and the Core
Elements of the SMS in compliance with HIPAP 9 – Safety Management. The structure of the SMS is
illustrated in Figure 2.
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Health & Safety
Legislation

Manildra Group SQ&E Policy
Shoalhaven Starches SMS

Core Elements

Management System

 Hazard ID and Risk
Assessment;
 Operating Procedures;
 Process Safety Information;
 Contractor Management;
 Pre-Start Up Safety Review;
 Equipment Integrity;
 Safe Work Practices;
 Management of Change;
 Accident / Incident Reporting;
 Training and Education;
 Procurement;
 Emergency Planning; and
 Security and Access Control.

 Objectives and Targets;
 Accountabilities and
Responsibilities;
 Consultation;
 Communication;
 Document Control;
 Monitoring and Measurement;
 Auditing; and
 Management Review.

FIGURE 2 - SMS SYSTEM STRUCTURE
This document sits directly under the Policy and provides details of Shoalhaven Starches’ Work Health
and Safety (WHS) management system to assist and guide all employees, contractors and workers on
site. It also identifies the health and safety practices and standards that have been set by the Shoalhaven
Starches Senior Management Team to be applied across the entire site and associated entities. It details
the responsibilities and accountabilities, together with the relevant procedures, documents and systems
that provide consistency to health and safety across the entire facility. These standards are the
mandatory requirements for health and safety compliance and are applicable to all personnel on the
Shoalhaven Starches site.
To emphasise Shoalhaven Starches’ commitment to safety, a set of safety rules have been developed
which, if not complied with, will constitute serious breaches to the SMS System. These safety rules must
be adhered to by all personnel and are detailed in Section 4 of this document.
The SMS applies to all employees, contractors and others involved in work on the Shoalhaven Starches
site and associated business activities. Compliance with this document is mandatory.
This document is to be reviewed every three years and updated as necessary and any consequent
amendments are to be approved by the Shoalhaven Starches’ Senior Management Team.
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2.2 SMS
The Shoalhaven Starches SMS defines the systems, processes and procedures that have been developed
and have been implemented use to manage all aspects of safety on site. This management system
comprises of the following;









Objectives and Targets;
Accountabilities and Responsibilities;
Consultation;
Communication;
Document Control;
Monitoring and Measurement;
Auditing; and
Management review

2.2.1 OBJECTIVES AND TARGETS
Shoalhaven Starches WHS Team and Management Team has established performance targets using lead
and lag indicators as well as a number of specific key initiatives and actions. Table 1 below defines the
safety activities for the coming year.
TABLE 1 – WORK HEALTH & SAFETY ACTIVITIES
Objective

Frequency

Workplace Audits

Monthly

HSR meetings

Monthly

Management Safety meetings

Weekly

Emergency Response Training

Weekly

Fire Extinguisher training

Upon engagement then every 24 months

Safety Inductions - Employees

2 Year

Safety Inductions - Contractors

12 month

Risk Assessments

As required

High Risk Licence training

5 years up to expiry

Lead indicators include, but are not limited to:




Safety Walkthrough/ Workplace Inspection occurrences
Corrective actions overdue
Training compliance
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TABLE 2 – SHOALHAVEN STARCHES LEAD INDICATOR TARGETS
Performance Indicator

Frequency

Safety Walkthrough
Inspection Occurrences

/ Calendar Year

Corrective
Overdue

Objective / Target

Actions Monthly

>20

<20

Training compliance

Monthly

80%

Near Miss reporting

Calendar Year

>20

The aim and objective of the Manildra Group is to achieve zero injuries. Key performance indicators
(KPIs) are selected and set as short-term targets to drive safety performance improvement throughout
Shoalhaven Starches. Lag indicators and their targets in comparison to the 2018 financial year are listed
below in table 3.
WHS objectives are reviewed each year by the management team and new objectives and targets are
set as a result of this review. The safety management plan which describes the objectives, is maintained
by the WHS manager and is reviewed and updated as required throughout the year
TABLE 3 – SHOALHAVEN STARCHES LAG INDICATOR TARGETS
Performance Indicator

2018 Financial Year

Target

Lost Time Injuries

1

0

Medical Treatment Injuries 6

0

First Aid Injuries

1

0

Total Recordable Injuries

7

0

Days lost for injuries in 15
period

0

Near Miss

>20

14

2.2.2 ACCOUNTABILITIES AND RESPONSIBILITIES
The New South Wales Work Health and Safety Act 2011 places obligations and duties on both Manildra
and Workers at Shoalhaven Starches under the Act. This is a shared responsibility to ensure the health,
safety and wellbeing of all personnel on site, and is a fundamental element of Shoalhaven Starches SMS.
All managers and workers are accountable and responsible for safety performance in their area of
responsibility and are able to call upon the expertise of the Shoalhaven Starches WHS Team to assist
them in meeting their responsibilities.
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2.2.3 CONSULTATION
The NSW WHS Act 2011 requires that consultation occurs in the workplace on health and safety related
issues (Part 5 Consultation, Representation and Participation).
The WHS Act 2011 requires Shoalhaven Starches to have elected workplace Health and Safety
Representatives (HSRs). HSRs are elected to represent workgroups within the workplace. Approved
training is required to perform in these roles.
Each workgroup or department shall have a HSR who is elected for three years. HSRs represent the
workers within their workgroup, but can also represent other workgroups if a HSR is not available. HSRs
and management representatives regularly consult to ensure consistency of communication and
application of health and safety procedures, instructions and processes. Various forums such as toolbox
meetings and committee meetings have been established to facilitate effective consultation.
2.2.3.1 Health and Safety Representative (HSR) Committee
Shoalhaven Starches has adapted the Health and Safety Representative (HSR) model that consists of the
following personnel:





Health and Safety Representative (HSR) from each department or workgroup;
If no HSR is available a worker representative will represent the workgroup;
Management representative(s) by invite; and
Work Health and Safety team member(s) or specialist; as required.
HSRs are elected by the worker groups that they represent according to a nomination and
election process. The HSR committee is responsible, in consultation with WHS and Senior
Management team members, for monitoring health and safety standards, involvement in the
development of policies and procedures, promoting health and safety and acting as an advisory
body to managers and supervisors. Recommendations from the HSR committee are presented
to site management for approval and, if authorised, are to be implemented via the committee.

Shoalhaven Starches employees will be made aware of whom their HSRs and associated support staff
are, by way of notice boards posted in accessible locations around the site. These can also include the
names and photographs of;




Workplace Health and Safety Representatives;
Workplace and Site First Aid Officers; and
Workplace and Site Emergency Response Team Members.

2.2.3.2 Committee Functions
The functions of the HSR Committee are:








Assist in the resolution of health and safety issues at the workplace.
Act in an advisory capacity to the site manager or relevant supervisor;
Create and maintain and active interest in health and safety;
Facilitate employee consultation when changes to the workplace are being considered;
Consider opportunities for training and education in the promotion of health and safety;
Review recent work injuries, hazards and risks identified at the workplace and make any
necessary recommendations;
Assist in conducting workplace health and safety inspections as prescribed in this document.
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2.2.3.3 Meetings
The HSR committee shall meet on a monthly basis and will hold at least ten (10) meetings per year with
minutes and action items recorded and distributed. The committee will address the following matters
at each meeting.
These matters will include:







Review of incidents;
Discuss trends in relation to lead and lag safety statistics and indicators as supplied by the WHS
Department;
Provide feedback on issues raised by other employees;
Assist in reviewing relevant policy and procedures for implementation as well as Australian
Standards, Codes of Practices and other relevant guidelines;
Business initiative and Projects being implemented; and
Provide an avenue to raise potential safe system of work improvements.

2.2.4 COMMUNICATIONS
The dissemination of safety information is achieved through open communication links between
Management, Health & Safety Representative (HSR) Committee and all personnel across the site.
Shoalhaven Starches commitment to health and safety is demonstrated through strong communication
using such methods as:















Company SQE Policy is displayed and communicated throughout the workplace;
The SQE Policy is reviewed annually;
Senior management representation at Health Safety Representative Committee Meetings;
Demonstrating hazard corrective action and rectification as soon as practicable in accordance
with established timeframes;
Where delays in resolution of an identified health and safety hazard are expected, the workplace
hazard will be made safe until corrective actions and control measures are implemented. Where
this occurs, the progress on the mitigation of the risk or hazard will be communicated to the
area’s Health and Safety Representative (HSR) for communication to the workforce at regular
intervals;
Management will visibly and by demonstration, support all Work Health Safety policies, plans
and procedures and will lead by example;
Non-compliance with safety policies and procedures may result in disciplinary action being
initiated under provisions contained in Shoalhaven Starches’ Enterprise Bargaining Agreement
(EBA);
Safety will be an agenda item at all prescribed or regular meetings;
A copy of this document will be made widely available throughout the workplace;
Regular inductions, toolbox talks, safety observations and workplace inspections will be carried
out at all workplaces;
Distribution of safety alerts, plant notices and other applicable communication aids;
Incident and Injury reports are completed in a timely manner; and
Appropriate resources will be allocated to carry out all health and safety practices mentioned
and documented in this document.
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2.2.4.1 Toolbox Talks
Toolbox talks are formal meetings held to communicate health, safety, environmental and operational
matters and to reinforce the importance of being safe. The aim of these meetings is to communicate a
clear and consistent message about business initiatives, changes to process (management of change)
and any other proactive matter that impacts on health and safety, to enhance each person’s
understanding of their work and ensure a consistent and safe approach in undertaking work.
A manager, supervisor or leading hand shall lead the meeting and encourage open discussion between
all attendees.
Each attendee shall sign onto an attendance register for record of attendance. The record shall be held
and scanned onto the safety management database by the WHS Administration Officer and included in
monthly health and safety statistical reporting as a lead indicator.
All senior managers and departmental managers have a responsibility to ensure information is
disseminated to all personnel across the site.
2.2.4.2 Safety Walkthrough / Observations
A safety observation is a semi-formal assessment of particular work activities done in consultation with
a worker or workgroup. The goal is the reduction of at risk behaviours and the reinforcing of correct and
safe behaviour. These behaviours shall be recorded, and positive feedback and discussion is encouraged
from the learning outcome and any subsequent actions that are required.
Findings shall be recorded and provided to the WHS Administration Officer for inclusion in the safety
management database and for monthly health and safety statistical reporting as a lag indicator.
A workplace inspection is an assessment of the workplace area of the Shoalhaven Starches facility to
identify unsafe conditions, hazards and compliance to procedures / permit conditions / work processes
or plant safety critical matters.
The aim of a workplace inspection is to provide a safe working environment for all persons at Shoalhaven
Starches through the identification of hazards / unsafe work conditions and subsequent corrective
actions that eliminate or minimise risk to as low as reasonably practical.
All managers and supervisors, including operators and Health and Safety Representatives (HSRs) are to
participate in a roster that covers all work areas at least twice a year, which equates to one inspection
per month. Findings shall be recorded and provided to the WHS Administration Officer and shall be held
and scanned onto the safety management database. Findings shall be included in monthly health and
safety statistical reporting as a lag indicator.
2.2.4.3 Safety Alerts
Safety Alerts shall be prepared and distributed to all departments in response to events to enable
personnel to be aware of potential risks being present because of varying plant integrity, process and
procedural issues or any other issue presenting abnormal risk.
Safety Alerts are approved by the WHS Manager in consultation with the Plant Manager and will be
distributed to other Manildra Group sites.
2.2.5 DOCUMENT CONTROL
The development, review, revision and dissemination of health and safety documentation will be
controlled. This shall include the use of a standard numbering system ensuring version control. The
numbering system shall follow a standard convention.
The controlled copy of this document and related documents shall be maintained in the document
control system.
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To manage and review documentation reliably, the Manildra Group / Shoalhaven Starches utilises a
document control system. Controlled documents receive unique document numbers, details of which
are retained in a document register. All controlled documents have been reviewed prior to approval.
Once approved, a master copy is retained on file, both electronically and in hardcopy. Superseded
documents are removed from circulation and the revision numbers indicates the latest revision.
TABLE 4 -DOCUMENT REVIEW
Document

Review Period

Policies, Manuals and Plans

Every 3 Years

Procedures

2 Years

Work Instructions

2 Years and by Change Management

Forms

As required and to align with relevant
procedures

To maintain the currency of the documents, periodic reviews are carried out. Table 3 provides a guide
as to the frequency of review periods for documents. This may be varied dependent on drivers such as
changes to legislation, policy directions change, incident report findings, or the direction of Senior and
Executive Management. Record management aspects are also covered, in part, in the document control
procedure with critical equipment safety records and inspection records captured in the MainPac
maintenance database.
2.2.6 MONITORING AND MEASUREMENT
2.2.6.1 Procedural Monitoring
Shoalhaven Starches shall monitor the effectiveness of plans, procedures and other supporting
processes to ensure control measures remain effective. Work Health and Safety team members in
addition to Environmental technical personnel monitor these procedures as they relate to use on site.
Compliance with the procedures shall be further monitored as part of the internal audit program.
2.2.7 AUDITING
Shoalhaven Starches has an established SMS audit programs that consists of three levels.
1. Hazard Audit - to be conducted by NSW Department of Planning approved consultants. To take
place every three years, or as directed by the Department.
2. External Audits - to be conducted by a third-party within or external of the Manildra Group on
an annual basis.
3. Internal Audit - to be conducted by personnel internal of Shoalhaven Starches. Preferably by
personnel external of the area or department being audited.
The type of audit conducted shall vary depending on the group conducting the audit. The audit plan is
to be included in the annual site Work Health and Safety Plan. Each core element plus the SMS will be
audited every two years.
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2.2.7.1 Compliance Reviews
Periodic reviews such as Safety Walkthroughs and Project Safety Audits (when applicable) will be
undertaken to ensure adherence to Shoalhaven Starches policies, procedures and statutory obligations.
These reviews will be conducted and administered by Work Health and Safety team personnel. Audits
of compliance checks may be conducted by external audit personnel from within the Manildra Group.
2.2.8 MANAGEMENT REVIEW
A review of this document detailing Shoalhaven Starches SMS will be conducted on an annual basis by
senior management and on a monthly basis by the Shoalhaven Starches Management Team as
scheduled.

3

SAFETY MANAGEMENT SYSTEM CORE ELEMENTS

Within the Manildra Group there are 13 Core Elements which outline the Work Health and Safety
requirements at Shoalhaven Starches.
These Core Elements are as follows:
Core Elements
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Hazard Identification, Risk Assessment and Control
Operating Procedures
Process Safety Information
Contractor Management
Pre Start Up Safety Review
Equipment Integrity
Safe Work Practices
Management of Change
Accident / Incident Reporting and Investigation
Training and Assessment
Procurement
Emergency Planning
Security and Access Control

3.1 RISK ASSESSMENT, HAZARD IDENTIFICATION, AND CONTROL
3.1.1 RISK REGISTERS
Risks identified in safety management studies, risk workshops or via Hazard and Operability Studies
(HAZOP) and Hazard Identification (HAZID) make up the site risk register. The risk register is a living
document and any new or changed hazards and risks, along with control measures for their mitigation
are added to the risk register as they are identified. Management responsibility for the development,
implementation and completion of the risk registers for each department and workgroup is by the WHS
Manager. Approval of the risk register is the responsibility of the Site Manager.
Results of HAZIDs and HAZOPS are stored on the WHS Server and Risk Assessments that are either standalone or linked to HAZIDs or HAZOPS are included, stored and managed in the SMS database.
Access to risk registers can be obtained from the WHS Manager or delegated deputy.
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3.1.2 HAZARD IDENTIFICATION
All Shoalhaven Starches employees and contractors are required to report hazards and unsafe
conditions within the workplace. The hazard shall be reported to your immediate supervisor or the
supervisor responsible for the area so that control measures can be implemented to eliminate the
hazard or minimise its risk to personnel or operations.
These can be entered directly into the SMS database via the Portal available in all control rooms, offices
and maintenance workshops. Pending incidents will be reviewed by WHS Team members for further
investigation, control measures and corrective actions(s).
If a person is unsure on the incident reporting requirements they refer to their supervisor or leading
hand for assistance in submitting the report.
All hazards are managed in accordance with the risk management process detailed in the Work Risk
Management Procedure MG-OHS-0100. Risks shall be reported on a functional level and if the risk is
deemed to be too high it shall be managed by a formal risk assessment contained in the SMS database.
The three main areas of hazard identification from these studies are:
1. Hands-on work activities
2. Process specific, and
3. Business specific
3.1.3 RISK ASSESSMENT AND CONTROL
Shoalhaven Starches’ risk management process aligns with AS/NZS ISO 31000: 2009 – Risk management
– Principals and guidelines to manage risk across not only the facility, but also the Manildra Group as a
whole. This document deals specifically with the operational and production safety risk management
and change management processes. It aims at controlling hazards to an acceptable level or developing
appropriate control strategies and measures to minimise the level of risk. Risks shall be managed using
a hierarchy of control.
Each functional department will develop and maintain a risk register detailing the health and safety
hazards and corresponding risk mitigation measures.
3.2 OPERATING PROCEDURES
Operating procedures are designed to provide a safe system of work by detailing the processes to carry
out the work in a safe manner. Control measures are built into the procedures to minimise the risk of
injury, illness, environmental impact, plant damage and potential loss of supplies. These measures are
also defined for the application of the task.
The procedures that have been developed at Shoalhaven Starches outline the minimum standards that
need to be applied within all departments and work areas. The standards meet legislative requirements
and those that have been deemed by the management team to be fit for purpose and in line with
industry best practice.
All departments and work areas are required to implement and apply those procedures that are
applicable to their areas of responsibility. Where it is determined that additional site specific detail and
knowledge is required to safely and effectively complete a task, a work instruction or safe work method
statement can be developed by the department to supplement the procedure.
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Documented procedures include procedures for:






Start up, normal operation, shutdown and emergency shutdown;
Safe operating limits within designed parameters and specifications of equipment;
Procedures for
o Environmental Emergency Incident Response,
o Fire and other Emergency Response, and
o Operation of the Emergency Plan.
Safe work method statements (SWMS) and other forms of job safety analyses have been
developed by the electrical and mechanical maintenance departments to supplement
procedures by detailing additional information about site specific hazards with methods to
control risks from these hazards.

3.3 PROCESS SAFETY INFORMATION
The Manildra Group – Shoalhaven Starches SMS is supported by accurate and up to date information on
materials, processes, equipment and facilities. This information is used as the basis of decisions within
the SMS and the risks and controls relating to people and the working environment of the facility.
The objective of process safety information is to ensure that relevant personnel have access to relevant
and accurate information that will allow them to identify and understand the hazards involved in the
process and analyse and manage the risks.
3.3.1 PROCESS SAFETY INFORMATION PROCEDURES AND ACTIVITIES
Aspects of process safety information that are covered include:








Equipment data sheets;
Dangerous Goods stored and processed;
Materials used in construction, equipment and piping specifications, relevant design codes and
design base of any pressure relief or vent system(s);
Hazardous area classification;
Details of 'safety critical equipment';
Piping & Instrumentation diagrams (PIDs;
Shoalhaven Starches processes are monitored and controlled by the SCAN system

3.4 CONTRACTOR MANAGEMENT
Since contractors can introduce unsafe conditions, processes, practices, standards, and/or materials
they need to be subject to comprehensive safety controls to ensure their practices do not jeopardise
facility safety. This being the case, the Manildra Group – Shoalhaven Starches has put in place rigorous
controls as documented in the Manildra Group Contractor Management Procedure.
Effective management of contractors at Shoalhaven Starches are covered in the following sections.
3.4.1 CLASSIFICATION OF CONTRACTORS





Category 1 - Construction Projects / Principal Contractors
Category 2 - Major Contracts
Category 3 - Minor Contracts
Emergency works
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3.4.2 DETERMINATION OF CONTRACTORS WHS REQUIREMENTS
Prior to the selection and engagement of contractors, a pre-approval process is initiated including the
completion of a prequalification questionnaire. This is to ensure the level of risk created by contractor’s
tasks/activities is identified and managed.
Requirements include:




Have suitable experience and be fully competent to perform the planned tasks
Possess all the necessary licenses, permits, registrations and insurance required to perform the
work safely and in compliance with appropriate regulations
Understand the health and safety requirements associated with the work and Manildra Group
requirements.

In addition, all new contactors must satisfy the specific WHS requirements relevant to the contract
classification as documented in the Contractor Management Procedure (MG-HR-0033).
3.4.3 CONTRACT DEVELOPMENT
Contractor agreements clearly define the WHS responsibilities for all parties involved to ensure clarity
of responsibilities for the scope of works performed. This includes requirements for compliance with all
relevant sections of the NSW WHS Legislation, relevant Codes of Practice and Australian/New Zealand
Standards and Manildra Group WHS Policies and Procedures. It will also identify specific responsibilities
for supervision, monitoring and corrective actions for each party
3.4.4 CONTRACT SELECTION AND EVALUATION
When selecting contractors, the submitted WHS documentation is reviewed against the Contractor
Requirements documented in the Procedure. Factors considered include:





The responses provided in the Prequalification Questionnaire
Hazards and control measures identified in tender or contract documentation
Submitted Project Risk Assessment
Contractor WHS documentation

The WHS Department will assist Contract Managers to evaluate WHS aspects of the tender process as
required.
3.4.5 APPROVED CONTRACTOR REGISTER
The Site Engineering Manager maintains an approved Contractor Register that lists the details of
Contractors that have satisfied the Manildra Group’s pre-approval process outlined in Section 3.3 of the
Procedure. This includes:




Specifying up-to-date details of the contractor name, type of service, type of contract (major or
minor), induction date, expiry of pre-qualification and details of any non-conformance
Registering new contractors that have successfully completed the evaluation process
Suspending previously approved contractors that no longer meet requirements

3.4.6 MANAGING, SUPERVISING AND MONITORING OF CONTRACTORS
To ensure adequate communication, consultation, supervision and monitoring of contractors and
contract work, the following are the processes undertaken to achieve this:
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3.4.6.1 Pre-Start Meeting
A pre-start meeting is conducted between the Site Engineering Manager and the Contractor
Representative prior to any Contractor commencing work on Major Contracts and Minor Contracts. The
objective of the meeting is to review the requirements outlined in the Contractor Pre-Start Checklist and
to make any final arrangements regarding the implementation of WHS Management Plans, SWMS and
other requirements.
3.4.6.2 Contractor Induction and Induction Records
All Contractors (including subcontractors) engaged by Shoalhaven Starches must complete Shoalhaven
Starches On-Line Contractor Induction. The Contractor Induction is valid for a period of twelve (12)
months following which a contractor must be re-inducted.
Shoalhaven Starches supervise and monitor Contractors (including subcontractors) to ensure:




Compliance with Shoalhaven Starches procedures and related documentation
Conformance with the SWMS, risk assessments and permits to work (if applicable)
Compliance with the NSW WHS Act and Regulation 2011, relevant Codes of Practice and
Australian/New Zealand Standards

The extent of supervision and monitoring, including the type (e.g. formal meeting, site inspections, etc.)
and frequency will depend on factors associated with the works including:




Nature of hazards/risks
Level of interaction with other parties
Type and duration of the contract

Shoalhaven Starches determines the supervision requirements for each contract and ensures there is
appropriate monitoring of Contractors’ WHS performance by:





Undertaking regular inspections of contractor work tasks/activities
Reviewing WHS documentation (including inspection, injury, incident, near-miss and hazard
reports)
Reviewing WHS performance at any contract review meetings
Maintaining notes on supervisory visits and discussion with the Contractor

3.4.6.3 Contractor Performance Review
For long duration contracts or where applicable, contractors are required to complete and submit
monthly reports using the Contractor Review Report. These reports will be used to document WHS key
performance indicators as well as non-conformance and corrective action status. They can also be used
to record any incidents including injuries, damage to property or environment and near misses

3.4.6.4 Record Keeping
The Site Engineering Manager/WHS/HR Department keeps and maintains records of compliance in
accordance with the Manildra Group document management and control procedures. This includes
keeping documentary evidence of Contractor pre-approval and management processes to demonstrate
due diligence.
The Engineering Manager/WHS/HR Department ensures that for the duration of each contract, the
documents listed below are consolidated and retained in the contract file located on document
management system. After the conclusion of the contract, these records are to be kept for a minimum
of five (5) years. If an incident or personal injury has occurred record keeping requirements will be
longer.
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The types of records to be kept include:













Contractor Prequalification Questionnaire
Contractor Pre-Start Checklist
Contractor Site Inspection Checklist
Contractor Review Checklist
Contractor Non-Conformance Report
Work Health and Safety Management Plans
Contractor Risk Assessments and SWMS
Contract Documents
Contractor Induction Records
Employee Induction Records
Prequalification Record
Project Risk Assessment

TABLE 5. SUMMARY OF CONTRACTOR WHS REQUIREMENTS

Minimum Requirements

Category 1
Construction
Projects / Principal
Contractor

Category 2

Category 3

Major Contract

Minor Contract

Scope of Works
Evidence of a WHSMS
Project/Site Specific WHS Plan

Required
Required
Required

Required
As Required
As Required

Required
Not Required
Not Required

Site specific risk assessments

Required

As Required

Not Required

Safe Work Method Statements

Required

Required

Required

Insurances
 Workers compensation
 Public liability ($50 Million)
 Others as defined

Required

Required

Required
**
Labour
Hire
covered
through
provider



As Required

As Required

As Required

As Required

Not Required

Required

Required

Professional Indemnity

Specific Risk Control Plans
 Asbestos, Demolition, Traffic, As Required
Control, Other
Licences, permits, certificates of
Required
competency, authorities
Manildra Group Induction

Required

Required

Required

Contractor supplied Induction

Required

Not Required

Not Required

Arrangements for the following are to be agreed to between Manildra Group and the contractor, based
on the nature of the work, type of contractor and duration of the work:






Consultation
Incident Reporting
Monitoring and Supervision:
o Manildra Group Audits and Inspections
o Contractor-supplied Audits and Inspections
Contract Performance Reports
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3.5 PRE STARTUP SAFETY R EVIEW
Pre-start-up safety reviews ensure that new plant, capital equipment or processes are checked against
safe design, construction and process specifications before operation is allowed to commence.
This includes inspections and checks that are undertaken before bringing a plant on line following
downtime for maintenance, breakdown, or other reasons. These procedures assess the work
undertaken during the shutdown period and ensure that all temporary changes are reversed so that the
plant is in an appropriate state before operations are commenced.
3.5.1 PRE-START-UP SAFETY REVIEW ACTIVITIES
Pre Start-up safety reviews used at Shoalhaven Starches include processes and procedures to ensure
that;







Written procedures, including safety, operating, maintenance and emergency procedures are in
place;
All pre-commissioning procedures, including physical inspections and leak and pressure testing,
have been completed and the results have been carried out and documented;
All agreed measures arising out of HAZOPs and other hazard identification studies, as well as
other pre-construction and pre-commissioning safety studies, have been implemented;
New processes and significant modifications to existing processes have been carried out in
accordance with the management of change procedures;
Employees have been appropriately involved in the review process; and the qualification and
training of relevant employees is adequate for safe operation.
Pre start-up checks and checklists ensure that the control system has not been corrupted or
inadvertently modified during shut down, and that temporary bypasses of trips and other safety
equipment are all reversed. They also consider relevant issues such as (but not limited to) the
following:









Isolation/de-isolation of protective equipment;
Drain and vent valve positions;
Spades and Blanks installed/removed;
Leak checks;
Pressure checks;
Ventilation checks;
Purging requirement checks; and
Insulation checks.

Some examples of start-up procedures and checklists that have been developed for operating plants
include; the Pellet Mill Pre Start Checks (PM-P-001); the Start Up and Shut Down of #3 Boiler (BH-P0004); Waste Water Treatment Plant Start Up & Operational Procedures (EN-P-252); the Ethanol Plant
– Stage 1 Start-up (ET-P-0314); and the Flour Mill ‘A’ Start Up Procedure (FL-P-0001).
Reference: FMMA021 1.0.E – Plant Modification Form and Safety Assessment Checklist
3.6 EQUIPMENT INTEGRITY
The Manildra Group – Shoalhaven Starches facility has a system to monitor and maintain the integrity
of the process and all plant and equipment, where failure could contribute to a loss of control, major
accident or near-miss. This being the case, an equipment integrity program is followed that focuses on
the maintenance of existing plant and equipment as well as ensuring that newly installed equipment
meets the design criteria and standards.
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3.6.1 PROCESS AND EQUIPMENT INTEGRITY
The process and equipment integrity systems utilised by Shoalhaven Starches specifically take into
account identified hazards and their associated risks. Elements that are considered in the equipment
integrity program include:










Identification of equipment to be tested/inspected/maintained, such as:
o pressure vessels;
o storage tanks;
o critical piping systems;
o relief and vent systems and devices;
o control systems (monitoring devices, sensors, alarms, interlocks); and
o emergency shut-down systems;
Identification of ‘safety critical equipment' and definition of associated monitoring
requirements;
Arrangements for planned maintenance;
Procedures for undertaking equipment repairs;
Frequency of inspection and testing;
Inspection and testing records and documentation;
Monitoring and reporting of equipment defects, faults and degradation;
Materials and equipment design specifications.

All critical safety procedures and work instructions are located on the maintenance management system
(MainPac).
3.7 SAFE WORK PRACTICES
Shoalhaven Starches has developed several tools and processes that provide safe systems of work when
performing work activities. The tools and processes used vary depending on the level risk that apply to
each of the risk categories.
3.7.1

MAJOR RISK CATEGORIES

The major risks and associated hazards that are present within the facility include the following
categories:

















Electrical;
Plant and equipment;
Workplace design;
Isolation of energy sources (Lock Out/Tag Out);
Confined spaces;
Working at heights;
Hot works and hazardous areas;
Hazardous substances and dangerous goods;
Dust explosions;
Digging and excavation;
Manual handling;
Load shifting;
Vehicle and Rail Incidents;
Contractor and construction work;
Gas safety; and
Asbestos.

These areas present potential risk within work areas if not managed effectively. Risk registers assist in
providing details to effectively control risks for the above categories.
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Shoalhaven Starches shall manage safety risk on an operational level for tasks that are performed across
the organisation and at a process level of safety and critical safety risks that are inherent in production
processes, systems, plant and equipment.
3.7.1.1 AUTHORITY TO WORK
Shoalhaven Starches utilises an Authority to Work (ATW) permit process to ensure that work occurs with
the appropriate level of safety to reduce exposure to risk in a systematic, planned and approved manner.
The ATW process provides a mechanism for employees, contractors and/or other relevant third parties
to identify, schedule, evaluate and review works before proceeding with the activity. All employees will
be instructed in the ATW process during the Induction process and additional training will be provided
to the relevant employees on an on-going basis.
The ATW process must be followed under all circumstances. All control measures, isolations and any
subsidiary work permits or procedures must be implemented before work commences. These can
include:









Accessing operational plant;
Electrical and mechanical isolations;
Hot Work;
Working at Heights;
Confined Spaces;
Excavation and digging;
Live electrical work; and
High voltage access and work.

When an activity has an approved procedure, an ATW may not be required. Check with the relevant
manager and supervisor if unsure.
3.7.1.2 Job Safety and Environment Analysis (JSEA)
Job Safety and Environment Analysis (JSEAs) are undertaken and reviewed by relevant managers,
supervisors and members of the work team conducting the job of work or project to ensure all relevant
controls are identified for all job tasks. In the case of a JSA for a specific task or single job of work, these
must also be prepared and reviewed prior to applying for an Authority to Work Permit.
Further consultation between supervision and members of work teams and work groups is to take place
prior to commencing the work to ensure relevance of the planned method and also to confirm
understanding of the hazards and required controls by team members.
Safe Work Method Statements are managed and controlled by maintenance supervision and the
maintenance planner and reside within the maintenance management system (MainPac).
3.8 MANAGEMENT OF CHANGE
A formal system for the management of change has been implemented at the Manildra Group –
Shoalhaven Starches facility to ensure that changes are not introduced which could inadvertently
compromise the safety of the plant and impact on employees, the community, and the environment.
Mechanisms have been established to ensure that proposed technological, facility or organisational
changes are reviewed and implemented following strict procedures for identifying the impact on safety,
assessing the risk, and taking the necessary action to manage that risk.
Systematic and critical examination of any proposed changes are undertaken to ensure understanding
of the process safety implications. Changes could be organisational, procedural or technical, temporary
or permanent. Changes in technology may include process or equipment, introduction of new materials,
changes in operating conditions, procedural changes through to adjustments in the order of addition of
materials.
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3.8.1 MANAGEMENT OF CHANGE PROCESS AND PROCEDURE
Formal, written management of change procedures have been implemented that include a clear
description of the type and magnitude of changes that will cause the procedures to be invoked.
Particular attention is given to the handling of major projects.
For each type of change the procedures define:














Overall responsibilities for management of change;
o Documentation requirements for the proposed change, including:
o A description of the proposed change and its need;
o Whether the modification is temporary, and if so, its duration, or permanent;
o The technical, procedural and organisational basis for the change, including the design
basis for the change;
o Employee consultation in formulating the proposed change;
o The identified impact of the change and the basis on which those impacts have been
assessed (e.g. HAZOP, formal risk assessment, review of human factors, etc.); and
o Any necessary procedural and documentation changes;
The evaluation and authorisation levels for the various types of change;
Safety reviews which must be carried out before and after the change;
Construction safety;
Procedures for informing/training employees about the change. The training should include:
o The principles of change management
o Risk assessment processes (such as HAZOP, FMEA and structured group. What-If
processes)
o Shoalhaven Starches’ specific change management system and procedures, including
authorisation procedures.
Mechanisms for updating the Process Safety Information before implementation, including
updating Process Flow drawings and Piping and Instrument diagrams, as applicable;
Mechanisms for updating the operating procedures before implementation;
Mechanisms for updating emergency plans and procedures before implementation;
Mechanisms for pre-start-up safety review after the change; and
Mechanisms for keeping up-to-date with legal requirements, new Standards, new technology
and industry best practice.
Management of change at Shoalhaven Starches applies to:
o All capital projects
o All modifications of existing facilities
o The design, modification and installation of “vendor package” equipment
o All changes of operating conditions outside the standard working parameters
o All instrument changes such as control valve trim adjustments and changes of control
parameters, set points and alarm settings.
o Any maintenance activity that does not involve replacing “in kind” equipment, parts etc.
o Mothballing, decommissioning, abandonment, demolition and site clean-up.

The Shoalhaven Starches Management of Change procedure is contained within QA-P-0404 – MOC
Procedure. Part of the procedure is the use of a Modification Completion Check List (FMSA023) which is
designed to mitigate the risks involved with changing or adding to operational processes.
3.9 ACCIDENT / INCIDENT REPORTING
Accident and Incident management and reporting is an integral element of Shoalhaven Starches’ SMS.
It is the process of managing an incident should the risk control measures fail. The management of
incidents includes immediate actions, reporting, recording, investigation and corrective actions
associated with Work Health and Safety, the Environment, Operational and Process Safety, and
Transport incidents.
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Management actions taken in response to an incident are initially undertaken to protect and minimise
the impact on personnel, the environment, facilities, production units and off-site communities.
Corrective measures (actions) implemented following an incident reduce the likelihood of recurrence
and in some cases the impact (consequence).
The incident management process commences when the incident occurs and includes:







Providing initial injury treatment, if applicable;
Recording of the incident;
Conducting an incident investigation;
Determining the root causes;
Implementing corrective actions; and
Reporting – either internal, or external to a regulator.

3.9.1 IMMEDIATE ACTIONS
Whenever an incident or accident occurs, appropriate and immediate action should be taken by
personnel on the spot (e.g. first aid, firefighting, contain spills, etc.). This also applies to incidents that
have not resulted in injuries. The immediate action should mitigate the risk to personnel.
3.9.2 REPORTING OF INCIDENTS AND INJURIES
All incidents and injuries must be reported immediately or as soon as practicable. The person involved,
including eye witnesses and injured parties must report the incident to their supervisor immediately.
The supervisor or the individual involved in the incident or injury will then complete an online form using
the safety management database portal that is located in all control rooms and maintenance workshops
across Shoalhaven Starches in accordance with SA-P-231 Incident / Injury / Hazard Notification.
All work must stop for incidents and injuries requiring investigation. For serious incidents and injuries,
the site is to be made safe as much as practicable and work must not restart until the site is deemed
safe by the WHS department. If employees are unsure if the incident or injury is serious, they are to
contact the WHS department for clarification. For notifiable incidents all work must stop and the site is
to be preserved immediately.
3.9.2.1 NOTIFIABLE INCIDENTS
A notifiable incident is to be reported to the SafeWork regulator immediately after becoming aware it
has happened by health and safety professionals on site. The regulator may require written notification
within 48 hours of the incident or the site to be preserved until the inspector arrives. A notifiable incident
is




The death of a person
A serious injury or illness, or
A dangerous incident

Serious injuries include immediate treatment as an inpatient for: amputation: serious injury to the head
eyes, spine; serous burns or lacerations; loss of bodily functions, gloving or scalping; or medical
treatment due to exposure to a hazardous substance.
An injury does not need to occur for an incident to be notifiable. A dangerous incident includes:






an uncontrolled escape, spillage or leakage of a substance
an uncontrolled implosion, explosion or fire
an uncontrolled escape of gas or steam
an uncontrolled escape of a pressurised substance
electric shock for example minor shock resulting from direct contact with exposed live electrical
parts (other than ‘extra low voltage’) including shock from capacitive discharge
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the fall or release from a height of any plant, substance or thing
the collapse, overturning, failure or malfunction of, or damage to, any plant that is required to
be design or item registered under the Work Health and Safety Regulations, for example a
collapsing crane
the collapse or partial collapse of a structure
the collapse or failure of an excavation or of any shoring supporting an excavation
the inrush of water, mud or gas in workings, in an underground excavation or tunnel

A dangerous incident includes both immediate serious risks to health or safety, and also a risk from an
immediate exposure to a substance which is likely to create a serious risk to health or safety in the
future, for example asbestos or hazardous chemicals.
3.9.3 INJURY MANAGEMENT
In the event of an incident involving injury the area is to be made safe and priority given to providing
immediate treatment to the injured party.
Shoalhaven Starches has over 50 personnel trained and certified in Senior First Aid and First Aid coverage
exists on all shifts and in all operational areas. If further treatment is required, arrangements will be
made to transport the injured party offsite for specialised and emergency medical treatment.
All injury related incidents are managed in accordance with SA-P-130 Injury Management.
3.9.4 INCIDENT INVESTIGATION
The purpose of an incident investigation is to ensure that:





An accurate and consistent record of events is documented;
The root causes(s) of the incident are identified;
Corrective actions are recommended to enable informed decisions by management to
implement control measures that will eliminate or reduce the risk of the incident recurring; and
Management is consulted on the progress of the investigation by way of verbal or written
reports.

Once an accident or incident has been reported, the process commences whereby the appropriate level
of investigation is conducted.
3.9.5 INCIDENT CORRECTIVE ACTIONS & LESSONS LEARNT
As a result of the Incident investigation, Manildra Group management team members will authorise
control measures and corrective actions to prevent a recurrence of similar events in the future.
Corrective action measures must be implemented at the earliest opportunity and be assigned to specific
individuals to ensure they are acted upon. The lessons learnt from this event will be shared with other
Manildra Group sites to prevent a recurrence at other sites.
The WHS Manager and in consultation with the Plant Manager is responsible for the efficient and
effective implementation of corrective actions within the specified timeframes. Corrective action status
is a key performance measure of the Shoalhaven Starches’ SMS.
Shoalhaven Starches recognises that behaviours, both good and bad are sometimes identified during
the investigation process and may be subject to further action. However, this will only be based on
factual information or data that has been collected from a thorough investigation.
The focus of the investigations are predominantly centred on identifying and addressing system,
operational, organisational contributing factors and related causes.
The minimum health and safety standards for critical risks assist Shoalhaven Starches in identifying
specific areas where sound safety practices and behaviours are required to eliminate incidents.
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3.10

TRAINING AND EDUCATION

A high level of safety awareness is a reflection of the level of competency of Shoalhaven Starches
employees and the training they have been provided.
All Shoalhaven Starches employees must participate in training and be assessed as competent to
perform their duties. This is achieved through internal training and via nationally recognised and
accredited training organisations.
3.10.1 TRAINING NEEDS ANALYSIS
A training needs analysis shall be coordinated annually by the site’s Work Health and Safety section in
conjunction with Group directives, policies and procedures to ensure training goals are met and the
competency requirements are current for employees across the site. The employee health and training
matrix is managed by the Training Manager and is input and stored on the SMS database.
3.10.2 TRAINING AND COMPETENCY
Shoalhaven Starches ensures that any person under its control who performs tasks and operates
equipment that may impact on WHS, is competent on the basis of appropriate education, training, or
experience. Shoalhaven Starches identifies training and competency requirements associated with the
work being undertaken and risks associated with that work and is documented within the competencies
required for the position.
3.10.3 TRAINING SCHEDULE
Shoalhaven Starches has developed a training schedule where specific competencies that require
refresher training or periodic renewal of licences and recertification, are identified in the site training
schedule and training register located on the SMS database. Expiring licences and certifications are
escalated by the SMS database via emails and reports at predefined dates prior to the expiration.
Technical areas such as electrical and mechanical maintenance maintain their training schedules and
register on the SMS database.
3.10.4 STATUTORY TRAINING
Certain positions and tasks that are performed throughout Shoalhaven Starches require a minimum
level of training prescribed under legislation. Compliance with statutory training is a key performance
measure for Work Health and Safety. This training must be conducted by a Registered Training
Organisation and typically involves high risk work such as rigging, transporting dangerous goods, forklifts
and cranes.
3.10.5 INDUCTIONS
Site safety inductions and/or specific work inductions shall be undertaken by all employees, contractors
and visitors before commencing work or on upon entering the site. For details refer to the following
procedure numbers:
3.10.5.1

Employee Induction

All Shoalhaven Starches employees are to receive an employee induction into Shoalhaven Starches’
health, safety and environmental requirements. This induction is valid for 2 years from the induction
date.
The expiry date is also linked to the site access control card which will prevent the employee from
entering the site if their induction has expired.
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Employee inductions differ from the Contractor Induction in that they discuss payroll and workers
compensation procedures and processes.
3.10.5.2

Contractor Induction

All non-employee personnel including contractors and consultants will receive an induction into
Shoalhaven Starches’ health, safety and environmental requirements. This induction takes one (1) hour
to complete. The General Induction is valid for 1 years from the induction date. The expiry date is also
linked to the site access control card (if issued) which will prevent the contractor or consultant from
entering the site if their induction has expired.
3.10.5.3

Transport Induction

Transport operators who pick-up or deliver goods and various freight on more than two occasions per
week shall receive an induction informing them of the general site safety requirements, including
transport specific safety and operational procedures and processes.
These operators will also be issued with a site induction and access control card to enter Ethanol or
Western (Weighbridge) electric gates.
3.11

PROCUREMENT

Safety considerations are incorporated into the Shoalhaven Starches procurement procedures and
contracts to ensure safety risks associated with the procurement of goods and services are minimised.
Considerations for the procurement of goods will include:







Compliance – such as Australian Standards conformance, and plant registration;
Design safety risks, e.g. - noise, vibration, dust emissions and control;
Information, e.g. - operating instructions, inspections and maintenance of plant and equipment;
Human factor risks, e.g. – operational or maintenance complexity and product / packaging
weights;
Inherent product risk, e.g. - dangerous good, material / product data sheets and safety data
sheets (SDS); and
Miscellaneous risks such as storage requirements, lead times for critical spares and calibration.

Health and safety considerations will also be incorporated into the process for engaging contract
personnel and professional service providers. This will be commensurate with the safety risks provided,
the scope of the works or project and the length of the contract under management.
Refer to: Procurement Procedure; QMS-P-0050
3.12

EMERGENCY PLANNING

Emergency planning is critical for health and safety management at Shoalhaven Starches. In the event
of a control measure failure and / or associated emergency, Shoalhaven Starches has in place competent
and fully trained emergency response teams on each shift.
3.12.1 EMERGENCY RESPONSE PLAN
The Shoalhaven Starches Emergency Response Plan:






Has been developed to cover all functional areas and locations of the facility;
Takes into consideration credible emergency scenarios at the facility;
Has response capabilities commensurate with the credible emergencies at the facility;
Has a response capability to monitor and control most incidents until the arrival of emergency
services responders, initially from the Shoalhaven Local Government Area (LGA);
Details equipment and response infrastructure to support emergency services, including
communications;
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Includes clear responsibilities for key roles that are required for the plan to be effective; and
Has in place planned drills to practice the effectiveness of the plan at a frequency of at least
once every twelve months

When an emergency occurs on site, each person has responsibility for their safety and that of their
fellow workers. When an emergency occurs it must be reported immediately that may result in the
Emergency Plan (SA-P-235) being activated in response to the appropriate emergency scenario.
The Emergency Plan also includes the requirement for a site evacuation. A site evacuation drill is
performed and tested as required to:







3.13

Facilitate a smooth and orderly evacuation;
Ensure that the warning system (EWIS – Early Warning and Intercommunication System) is
working and that it is seen and heard by everyone on site;
Ensure that everyone is aware of the emergency evacuation assembly areas;
Ensure the exit paths and walkways are clear at all times;
Ensure that there is a process for the accounting of all workers, contractors and visitors at the
site; and
Emergency response team (ERT) members are notified as required and perform their designated
tasks.
SECURITY AND ACCESS CONTROL

Shoalhaven Starches has systems in place to monitor and control security and legitimate access to the
site. Chemical and hazardous storage facilities are all contained internal of the perimeter. Electronic
access control systems control access by a combination of CCTV systems, access control cards and card
readers on perimeter entry and egress portals using slide and swing gates for vehicular access and
personnel gates. User access authorisation is managed by the Work Health Safety team.
3.13.1 BASIC SECURITY REQUIREMENTS
Basic security requirements that are undertaken by Shoalhaven Starches include:





4

Vehicle access control;
CCTV systems;
Regular Security patrols; and
Security system inspections and audits.
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AS/NZS ISO 31000: 2009 – Risk management – Principals and guidelines
Contractor Management Procedure (MG-HR-0033).
Emergency Plan (SA-P-235)
Emergency Plan (SA-P-235)
Incident / Injury / Hazard Notification - SA-P-231
Injury Management - SA-P-130
MOC Procedure - QA-P-0404
Modification Completion Check List (FMSA023)
NSW WHS Act 2011
Plant Modification Form and Safety Assessment Checklist - FMMA021
Procurement Procedure; QMS-P-0050
Safety, Quality and Environmental (SQ&E) Policy (POL013)
Work Risk Management Procedure MG-OHS-0100
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