Hazard Identification, Risk Assessment, Control and Evaluation Policy and Procedure


Delete the highlighted information below before issuing this document
This is a Confined Spaces Procedure template for use in schools. Changes can be made by individual schools depending on the circumstances and individual processes in place at the school. However, if making significant changes, please contact the OHS Team on (03) 9267 0431 or via email <ohs@cem.edu.au>. 
It is important to ensure you consult with your staff prior to implementing this procedure. The School should ensure that a copy of this procedure is made available to all new staff during their induction and that copies are readily available to relevant staff, such as via the School intranet or Staff Handbook / Manual.
Confined Spaces PROCEDURE

Aim of this Procedure
To describe the potential hazards of confined spaces, the precautions required in ensure the safety of personnel and procedures to follow for entry into a confined space.
Definitions

	Competent Person
	A person who has through a combination of training, education and experience, acquired knowledge and skills enabling that person to perform correctly a specified task.

	Confined Space
	A confined space is defined as:
· an enclosed or partially enclosed space with restricted entry and exit
· an oxygen concentration outside the safe oxygen range
· a concentration of airborne contaminants that may cause impairment, loss of consciousness or asphyxiation
· a concentration of flammable airborne contaminant that may cause injury from fire or explosion
· risk of engulfment in any stored substance (e.g. grain, sand or saw dust), except liquids
E.g. storage tanks, silos, pits, degreasers, pipes, sewers, tunnels, shafts, ducts.

	Contractor
	A contractor is a person, organisation or business, other than an employee, who is engaged to perform work at a workplace. A contractor can include, but is not limited to plumbers, electricians, builders, cleaners, instrumental music tutors, canteen staff, sports coaches, gardeners, maintenance workers, IT consultants and allied health professionals such as psychologists, occupational therapists, speech pathologists etc.

	Personal Protective Equipment
	Personal protective equipment (PPE) is clothing or equipment designed to be worn by someone to protect them from the risk of injury or illness.



Responsibilities

<Insert school name> leadership team is responsible for:

· Making sure only competent persons enter a confined space.
· Identifying all confined spaces within the school that they have management control over.





Employees and Health and Safety Representatives (HSR’s) are responsible for:

· conforming to this procedure.

Contractors are responsible for:

· conforming to this procedure.

Procedure

Identification

<Insert school name> leadership team will ensure that it identifies all confined spaces within the school premises under their control which have the potential to endanger any person entering such spaces due to the following conditions:

· atmospheric Contamination.
· oxygen Deficiencies or Excesses.
· temperature Excesses.
· accidental operation of machinery or services.

Where areas have been identified, they will be assessed and signposted as appropriate under the relevant regulations, as well as marked on a map for easy identification.
Hazard Assessment

For any identified confined space that entry has been deemed as necessary, the <Insert school name> leadership team will review the following:

· status of the work environment with particular attention to illumination, communication, climatic conditions and time factors
· suitability of training and exposure of those persons intending to enter the confined space
· atmospheric testing that needs to be undertaken and assessed prior to an entry permit being issued by a competent person
· type of work to be done (i.e. hot work or chemical cleaning)
· special needs of the individual workers who intend to enter the confined space
· availability and adequacy of appropriate Personal Protective Equipment required to be worn
· appropriate signage for the confined space
· the need for additional protective measures to preserve safety of personnel
· positive detailed arrangements for the rescue of those entering the confined space.

Risk Control

[bookmark: _GoBack]To ensure the health and safety of persons working in a confined space, risk control measure must be implemented. A risk assessment must be completed by a competent person to identify and document what can be put into place to reduce the risk of harm when working in a confined space, including the option of eliminating the risk if the work can be undertaken outside the confined space.

Emergency Procedures

The <Insert school name> leadership team will ensure that any person entering a confined space to carry out works has emergency and first aid procedures in place prior to commencing the work. 
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Relevant Legislation and Guidance
Occupational Health and Safety Act 2004 
Confined Spaces – CECV website
Risk assessment template and guide
Confined Spaces: Safety basics - WorkSafe
Confined Spaces Compliance Code – WorkSafe
Your health and safety guide to Confined spaces – WorkSafe
Confined Spaces – SafeWork Australia website
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