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Kedge Pty Ltd Work Health and Safety Policy
Statement
GOALS
•

To provide a workplace that is free from risks to health and safety by implementing the highest
possible standards to protect workers’ health, safety, mental and social wellbeing.

•

To engage and consult with all workers and others affected by our business or undertakings to
ensure hazards are identified and the risks associated with them removed or reduced to the
greatest degree.

•

To create a workplace environment where workers and others affected by our business or
undertakings are encouraged and supported to raise health and safety issues and help reduce
and manage them.

OBLIGATIONS
Management is firmly committed to a policy enabling all work activities to be carried out safely, and
with all possible measures taken to remove (or at least reduce) risks to the health, safety and welfare
of employees, contractors, authorised visitors, and anyone else who may be affected by our business
or undertakings.
We are committed to ensuring we comply with the Work Health and Safety Act 2012, the Work Health
and Safety Regulations 2012, relevant Codes of Practice and relevant Australian Standards.

RESPONSIBILITIES
Management
Management will ensure, as far as is reasonably practicable, the health and safety of:
•

all workers engaged, or caused to be engaged by us

•

all workers whose activities in carrying out work are influenced or directed by us

•

other people, by ensuring they are not put at risk from work carried out as part of our business
undertakings.

We will also:
•

provide and maintain a work environment free from risks to health and safety

•

provide and maintain safe plant (equipment), structures and safe systems of work

•

ensure the safe use, handling and storage of plant (equipment), structures and substances

•

provide adequate facilities for the welfare of workers in carrying out work

•

provide any information, training, instruction or supervision that is necessary to protect all
people from risks to their health and safety arising from work activities

•

ensure that the health of workers and the conditions at the workplace are monitored for the
purpose of preventing illness or injury of workers arising from our business

•

consult with workers on all matters relating to health and safety
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Workers
While at work, our workers must:
•

take reasonable care for their own health and safety

•

take reasonable care that what they do, or what they do not do, does not adversely affect the
health and safety of other people

•

comply (so far as they are reasonably able to) with any reasonable instruction given by
management

•

co-operate with any reasonable policy or procedure for work health or safety that has been
communicated to them

•

not misuse or interfere with anything provided for work health and safety

•

report all incidents and near misses immediately, no matter how trivial

•

engage in consultation with management to identify, assess and control hazards and the
effectiveness of such controls

•

report all known or observed hazards to their supervisor or manager.

APPLYING THIS POLICY
We seek the co-operation of all workers, contractors, visitors and others whom may be affected by our
business or undertakings.
We encourage and support suggestions to create a safe working environment as a result of all possible
preventative measures being taken.
This policy applies to all business operations and functions, including those situations where workers
are required to work off-site.

REVIEWING THIS POLICY
Management will review this policy annually, in consultation with workers:
•

to assess the effectiveness of the policy

•

by reviewing our overall health and safety performance

•

by monitoring the effectiveness of policies and procedures.

COMMUNICATING THIS POLICY
This policy (and related procedures) shall be displayed in our workplace/s.
All workers, contractors and others affected by our business or undertakings will be provided with a
copy through their manager/supervisor.
New workers will be provided with a copy as part of their induction.

Relevant legislation
Work Health and Safety Act 2012

Work Health and Safety Regulations 2012

Authorisation

Management signature: ........................................................ Date: 28/02/2017 ....................................................

Managing Director
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In this version (1.2) there have been additions to the risks listed in the various work places, updates to
the PPE requirements and an additional section on entry into contaminated vessels. This has come about
as a part of our regular review of this document and from emerging trends in work type and places
encountered. This reflects that this is a living document. It is next due review by 28 July 2017.
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Version 1.3 incorporates feedback received from clients, as well as at the 2017 Kedge Pty Ltd toolbox
meeting, and includes a new policy designed to regularise the use of the Kedge vehicle fleet and manage
the risks associated with the expansion into Sydney. 100 Harris Street is a WeWork location and is
covered under its own provisions which will be the primary risk treatment for those staff working there. All
are to seek a site induction on the first occasion they work there.
1. INTRODUCTION
This manual provides Kedge Pty Ltd workers with specific instructions and guidance relating to the
hazards that may be encountered while carrying out vessel survey and other activities in the field, as
well as more general policies and procedures. It uses the generic term ‘worker’ to refer to
contractors/surveyors. It is derived from and acknowledges work completed in this space by the
Australian Maritime Safety Authority in 2015, which is appropriate given the Kedge area of expertise.
ZERO HARM is our aim. We want our clients’ vessels to go out and back safe and well and we want
you to too.
A safe and healthy workplace does not happen by chance or guesswork. We all have to think about
what could go wrong in the workplace and what the consequences could be. We must do whatever we
can to eliminate or minimise health and safety risks arising from our business or undertaking.
In addition- every contact leaves a trace- everything Kedge Pty Ltd contractors do and say is noted,
discussed and in many cases followed. We must at all times model best practice when attending a
location and this manual provides guidance as to how to do so.
This manual incorporates the safety related instructions and guidance as well as the information
contained in the Work Health and Safety procedures, instructions to surveyors and Job Safety Analysis
(JSAs). It is a live document which will be constantly updated.
An up to date copy of this manual shall be carried by all workers and referred to regularly. This forms
the basis of your induction and will be covered comprehensively when you come on board as well as
reviewed during toolbox meetings.
It may seem unusual that there is a mixture of policies, templates and to an extent processes placed
together in this manual but it is the view of the MD that all of these aspects and considerations
interconnect and interact- hence the deliberate decision to present them as a holistic whole. That said
many of the templates designed to be used frequently are available as separate documents.
Kedge Pty Ltd is committed to a ‘Zero Harm’ culture and takes health, safety and welfare of all
contractors and stakeholders seriously. All are required to be mindful of their personal obligations
under relevant OHS&W statutes and discharge them responsibly. This manual is under constant
review and all are encouraged to contribute to keeping it up to date and relevant at all times.

Adam Brancher MD
Kedge Pty Ltd
www.kedge.com.au
1300 89 95 96
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2. HAZARD IDENTIFICATION AND MANAGEMENT AND TRAINING
The WHS Act and Regulations require Kedge Pty Ltd to ensure that appropriate steps are taken to
identify and assess all reasonably foreseeable hazards arising from work, and ensure that those risks
are eliminated or minimised, so as far is reasonably practicable. The Health and Safety Management
Arrangements outline the work health and safety duties and responsibilities of all workers.
RISK MANAGEMENT TOOLS
Kedge Pty Ltd uses various risk management tools to identify and manage risks depending on
different contexts and circumstances. They include:
Kedge Pty Ltd standing WHS Hazard register;
Internal procedures;
Job Safety Analysis (JSA); both a standing one and one for ‘unusual’ activities The
Kedge Pty Ltd WHS Hazard Reporting procedure
We continually work on third parties’ workplaces and vessels. As a matter of course workers are to
seek information on and be inducted into these sites and are to follow all instructions and site rules in
accordance with the policies and procedures laid down by those companies.

All workers have the authority to stop work in the event hazards are not able to be managed
appropriately and the work poses a serious and imminent health and safety risk. A stop work event
must be reported to the Managing Director as soon as its practicable to do so but within 3 hours of
the event by email or telephone.
HAZARD IDENTIFICATION OR REVIEW
Hazards may be identified during everyday activities, audits, or walk around inspections. Where a
hazard is identified, the worker must report it according to the WHS Hazard Reporting procedure. This
involves notifying the PCBU or if not present the MD via email or telephone, and then putting in place
steps to investigate, if necessary report and in all instances improve processes to prevent a
recurrence.
All foreseeable hazards should be recorded and risk assessed in the WHS hazard register after
consultation between the MD and worker. The WHS hazard register will be reviewed periodically as
outlined in the WHS Risk Management procedure. The review must consider the existing measures to
control the risks associated with each hazard and determine if the residual risk rating is as low as
reasonably practicable, or whether further action is required to appropriately control the risk. Where
further action is required, the existing controls should be reviewed and/or supplemented with other
controls.
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Non-standard JSA’s
If the persons charged with assessing determine that a JSA is required to appropriately manage a risk
after considering all other practical controls, reference to that JSA will become a requirement before
undertaking the activity at all times. A JSA should be used where:
• the need is identified in the risk register;
• an abnormal or emergency task is identified; or
• as a training exercise.
For further information, refer to the JSA procedure.
Please note that the hierarchy of controls approach is to be adopted when mitigating risks identified:

Standard JSA
Kedge Pty Ltd has developed a standard JSA process which is available manually or via the Zoho App.
This has come about as a result of a focussed risk assessment conducted by MAST and adopted by
Kedge Pty Ltd to cover the regulatory and non-regulatory survey activity commonly undertaken by the
company. All workers conducting surveys are to complete this prior to any work starting. It must be
presented with survey report paperwork or lodged electronically. A copy of the master JSA is to be
found later in this manual.
Training Needs Analysis
Kedge Pty Ltd has identified and will take steps to ensure that workers and contractors have and
maintain the following training/ qualifications:
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Surveyor/Naval Architect basic training requirements:
•
•
•
•
•
•
•

Induction and reviews of this manual
Any AMSA stipulated training required in order to maintain accreditation
Senior 1st Aid Certificate
Confined Space Training
Working at heights training
HUET/BOSIET (only of offshore)
Per requirements of any specialist tasks identified in induction or as work evolves.

Other Staff
•
3.0

Per individual training needs analysis on commencement and during reviews.
Personal protective equipment (PPE)

Workers should at all times have appropriate PPE for the job at hand and ensure that the equipment
selected for use is manufactured to the appropriate Australian Standard (AS) and maintained
correctly. It is the contractors’ responsibility to provide and wear appropriate PPE for the job at hand.
It is important to remember that wearing PPE does not afford total protection. PPE will reduce the
severity of the incident but may not completely prevent injury. Workers must still work in a careful and
considered manner.

The following list of equipment is considered as a minimum for field activities.
Protective/High Visibility clothing
Appropriate protective and high visibility clothing shall be worn Examples include long-sleeved high
visibility drill shirt, drill pants and reflective vest. High visibility vests may be used when required and
when their use doesn’t constitute a hazard in itself. Long sleeves and long trousers for contractors
must be worn for all work.
Gloves
Surveyors may need to wear suitable nitrile or rigger type gloves in situations where the hazards call
for them and are to ensure they have them as part of their PPE. Workers need to be aware of any
potential allergies/reactions they might have to a particular glove material and not use them.
Safety boots
Safety boots shall be worn at all times where there is risk of foot injury, and worn prior to boarding a
vessel. The type and style of boots should be one of personal choice, but they should have a
protective toe cap (metal or composite cap) and effective non-slip soles. All must have pierce
protection on the sole as a matter of course.
Safety helmets
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A safety helmet, with a chin strap in place and fitted, should be worn in all slipway facilities, builders’
yards and where there is a risk of head injury during the task being performed. Due to the nature and
size of some vessels it may not always be practicable to wear safety helmets whilst undertaking
surveys, inspections or investigations. Workers should assess the risk and if necessary utilise the JSA
Procedure to risk asses the need. Workers should always follow local work site instructions. For low
headroom situations a bump cap may be indicated.
Eye protection
Many slipway facilities, builders’ yards and ports will not allow access to visitors who are not wearing
safety glasses or goggles. It is important to distinguish the difference between safety goggles and
glasses; the latter may not afford good protection from dust, airborne particles, fumes, liquids or
vapours. Therefore, it is good practice to always have both available for use. Safety sun glasses that
reduce UV radiation are appropriate when exposed to bright light conditions.
Clear safety goggles should be worn around cargoes like grain and dangerous liquid cargoes, where
there is a risk of eye injury from dust, airborne particles and splashing. Goggles come in a variety of
styles, many of which are suitable for wearing over normal spectacles. Workers that regularly work in
the field and wear prescription glasses may wish to upgrade to prescription safety glasses and goggles
that fit over glasses.

Hearing protection
The national standard for exposure to noise in the occupational environment is an average daily
exposure of 85 decibels. This is consistent with overwhelming scientific evidence which indicates that
exposure levels above 85 decibels represent an unacceptable risk to the hearing of those exposed.
The installation of an appropriate decibel measuring App on a workers mobile may assist in
determining the local conditions.
When exposure to loud noise is expected (such as in engine rooms, in shipyards generally and in the
vicinity of noisy machinery on deck or in the terminal), ear protection must be worn. Where possible,
ear muff attachment (with safety helmet) should be used.
Suppliers of hearing protection should be informed that the hearing protectors must conform to
Australian Standard AS 1270. Individual selection of hearing protection should be based on:
• The degree of protection required;
• Suitability for use in the type of working environment that the work is undertaken;
• The comfort, weight and clamping force of the hearing protector;
• The fit to the user; and
• The suitability for use in conjunction with any other personal protective equipment that might be
used at the same time.
While the use of ear plugs is convenient, they have some disadvantages and should only be worn
where short term exposure is expected. Each worker should determine the size of plug that is most
effective and comfortable for them. It should be noted the use of plugs can lead to ear infection if care
is not taken with respect to hygiene.
For long term exposures to noise, such as conducting comprehensive engine room surveys, ear
defenders of a suitable rating must be worn.
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Respiratory protection
Workers should use a dust mask in environments which generate dust/air borne particles such as
grain and concentrate cargoes. Depending on the nature of the environment to be encountered, it
may be necessary to have a cartridge style respirator for special use; workers should consult the
relevant Safety Data Sheet (SDS).

Skin protection
Sun screen
Workers must have a supply of sun screen for use as required prior to exposure to the sun. Field staff
should carry sun screen of SPF 50 in their personal travelling equipment.
Barrier cream
Each worker must have a supply of barrier cream for use where a dermatitis risk may exist. Such
creams are useful for application to exposed skin areas, when in the vicinity of certain chemicals and
oils.
Barrier cream is to be applied by workers prior to exposure/handling of potentially sensitising
materials such as epoxies (e.g. for FRP vessel test panels) etc. Safety data sheets indicate possible
risks and should be consulted as part of the initial risk assessment. Barrier cream is a second means
of defence- gloves should always be worn.
Head wear
Due to the hazards of exposure to the sun, workers should wear a wide brim hat or cap when
outdoors. The hazards of excessive exposure in the sub-tropics and tropical areas should always be
borne in mind.
Clothing
It is Kedge Pty Ltd policy to prohibit the wearing of short sleeved shirts and shorts for workers working
in locations where they are exposed to the sun. It is ok to travel in short sleeved gear but coveralls or
long sleeve/
Kneeling Protection
For prolonged kneeling during inspections workers are required to use appropriate knee pads.
Safety harnesses
Safety harness should always be used in accordance with the requirements of the following Safework
Australia National Code of Practice (as amended) .
http://www.safeworkaustralia.gov.au/sites/swa/about/publications/pages/cp200804preventionoffal
lsinconstruction
All surveyors must undergo working at heights training before they undertake any working at heights
or purchase a safety harnesses and snap hook assembly. Surveyors must ensure that their personal
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safety harness is suitably adjusted, properly fitted and cared for. This includes inspection by surveyor
before and after each use.
As a general rule, Kedge workers are not to climb/inspect above head height where access is not
protected until training in height access has been completed and appropriate PPE used. Examples
include the climbing of sailing vessel masts, access onto unprotected crow’s nests on purse seiners
etc.

Gas monitor
All surveyors are to have with them an in-test, calibrated and serviceable 4 gas meter if their work
involves entering confined spaces in any way whatsoever.
Portable and 4 gas meters are to be tested and calibrated at the intervals determined by the
manufacturer. Records of tests are to be maintained by the surveyor. Under no circumstances are ‘out
of date’ monitors to be used.
Third party monitors are not to be used by workers unless permission from the Managing Director is
sought and received.
Monitors are not to be used by any workers not competent in their use. It follows that confined space
entries are not to be done by workers not trained to do so.
Life jackets
It is possible that a worker could be called upon to attend a vessel at sea. Workers are to wear an
appropriate PFD (Min 150N) when attending any vessel afloat, even if not specifically required to do
so by the third party SOP.

Wet weather gear
Workers should ensure they are appropriately equipped to suit the local climatic conditions.
Torches
Every surveyor should have an intrinsically safe torch which can be used in all environments
encountered.

First aid kits
Surveyors should carry a personal First Aid kit. Information should be given to clients to let them know
what to do in the event of an injury to the surveyor.
Backpack
Workers must have a weatherproof backpack or strap bag to carry essential work tools so that hands
remain free when boarding a vessel. As a standard procedure equipment is not to be carried by hand
when boarding- it is to be passed across or a rope tied to it and hauled up if the vessel is on the hard.
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Care of equipment
Workers are responsible for ensuring that their PPE is maintained in good condition and replaced as
necessary. Specialty items such as gas monitors, safety harnesses and inflatable life jackets should
be maintained and serviced as per manufacturer’s instructions. Damaged or defective PPE must be
discarded or repaired according to the manufacturers specifications.

4. HYGIENE AND HAZARDOUS SUBSTANCES
Hygiene
A high degree of personal hygiene is expected of all workers. In high and humid temperatures clothing
should be changed regularly to minimise the risk of heat rash and other forms of dermatitis. All cuts
and abrasions should be promptly and properly treated, particularly when working in the vicinity of
livestock and animal products and waste.
Workers may be inadvertently exposed to biological hazards through contact with hazardous
substances or human/animal wastes. This can lead to skin and infection problems. Thorough washing
is required to maintain cleanliness and reduce the risk of infection. Examples include fish farm ‘morts’
which are often encountered during work.
Care must be taken to ensure that appropriate , disposable protective clothing is worn and that any
cuts or abrasions are promptly dealt with. Always exercise caution and do not hesitate to consult a
doctor should unfamiliar symptoms develop. Worn disposable PPE must be disposed of in accordance
with customers or local authorities protocols.
An important aspect of hygiene is to ensure that in travelling between farms/locations you do not
inadvertently transfer diseases/parasites etc from site to site. Make yourself aware of the protocols
required by individual companies to prevent this occurring, wash/sterilize equipment, yourself and
vehicles and in all instances seek local advice if you feel this hazard could possibly exist.
Hearing Conservation
Workers may be exposed to hazardous noise levels. It is suggested that workers undergo periodic
hearing tests to determine if any exposure is causing a deterioration in hearing capacity. Kedge Pty
Ltd does not require pre-engagement hearing assessment for contractors but does require
appropriate hearing protection to be worn for all tasks the contractor performs for the company.
Hazardous substances
It is possible in the course of carrying out a survey or compliance task that workers may be exposed
accidentally or otherwise to hazardous substances. Workers should ensure that, before using or
working near chemicals, solvents or other hazardous substances, they obtain and read the relevant
Safety Data Sheet (SDS) and use appropriate PPE at all time. .
Extreme caution should be taken to ensure that inspections involving hazardous substances are
undertaken in the best possible circumstances - good visibility and ventilation are essential. Personal
gas monitors must be used in these areas. Do not enter fumigated areas until the space has been
thoroughly ventilated and cleared for entry by the relevant authorised person.
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Eye, skin and hand protection is important. For dust producing cargoes, it will be necessary to also
wear a particle mask. Some substances may cause severe allergic reactions (similar to the response
some people have to penicillin). Examples include pencil pitch, fibre glass resins and some vegetable
products (like mould spore). For these a full-face cartridge respirator may be required if indicated.
Be alert to the possibility of these effects and seek medical assistance if required. Workers should be
aware that hazardous substances are also stored and transported at ports / terminals.
Workers with known/ particular sensitivity to a substance must make this known and if necessary
wear or carry an appropriate alerting solution to allow medical treatment to occur in the event of an
incident.
Hazardous Marine Creatures
As Kedge expands nationwide we can expect to come into environments which contain hazardous
marine creatures. These include crocodiles, jellyfish, sharks and rays- etc etc. Kedge staff are not to
enter the water in the course of their work unless specially authorised by the MD to do so. Care should
be taken handling items which come into contact with water as Irukandji, blue bottle and similar
animals may be present. Seek local briefings and heed local warnings.
5. REMOTE LOCATION TRAVEL
Contractors frequently travel to remote locations or ports. Hazards that may be encountered include:
•
•
•
•
•
•
•
•
•

road closures;
weather (flood, rain, extreme heat, fires etc.);
time of day (dusk, dawn being times of reduced visibility and increased animal activity); •
limited refuelling stops;
limited mobile telephone coverage;
heavy vehicles;
interaction with animals or roaming livestock;
uneven or damaged road surfaces;
long hours on the road; and
vehicle breakdown with no nearby repair facilities.

Workers are responsible for scheduling their driving and travel to ensure that they rest adequately and
are able to perform their duties competently on approval at the work location. Any issues or concerns
with scheduling, travel etc. are to be discussed with the MD at the earliest opportunity.
The contractor is responsible for providing their own late model, reliable, insured transportation. The
vehicle used must be suitable for the intended purpose and workers should take into account the
following:
Some considerations for safe travel include:
•
•
•
•
•

accurately estimate time of departure and arrivals;
plan travel accordingly;
ensure adequate supplies (e.g. fuel, first aid kit, food and water, PLB, Sat phone) for the
journey;
inspect the vehicle to ensure roadworthiness prior to driving to location;
check road conditions before departure;
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•
•

refrain from driving during twilight or in darkness, especially where roaming animals are
present; and
contact the relevant officer for the site that is being visited, where possible.

Additional remote work kit requirements for the contractors’ consideration:
•
•
•
•
•
•
•

Appropriate communication system, such as; satellite phone, radio or distress beacon;
a more comprehensive first aid kit;
food, water and fuel;
torch and batteries;
fire extinguisher;
clothing and personal protective equipment (PPE); and
whistle.

6. SINGLE PERSONS FIELD ACTIVITIES
The majority of field activities are carried out by a single unaccompanied worker. Sometimes this
introduces extra hazards including the potential for violent and abusive behaviours from disgruntled
persons, either connected with the client or in the vicinity.
Kedge Pty Ltd has zero tolerance for this type of third party behaviour and contractors are required to
report any such behaviour or near miss to the MD as soon as practicably possible, having first
extricated themselves from immediate danger.
Clients who abuse/assault contractors will not be provided with services in future and will be reported
to police or other relevant authorities.
In general terms during single person field activities in order to ensure their personal OHS&W the
contractors must:
• carry a mobile telephone at all times (unless not permitted in which case a standby person is to be
tasked to attend the surveyor at all times);
•exercise care when dealing with difficult and potentially volatile behaviours or situations;
• advise owner/master on appropriate actions in the event of an emergency
• contact the MD if there are any safety concerns; and
• contact emergency services if in immediate danger.
7. PORT SLIPWAYS AND BUILDERS YARDS
The entry and exit of ports, slipway facilities and builders yards is often controlled by external parties.
The wearing of essential PPE, such as high visibility clothing, long sleeve shirt/long trousers safety
boots, safety helmet, gas monitors safety glasses and lifejacket is often a pre-requisite to entering
these areas. Workers may be required to complete a safety induction course before being admitted to
a particular port or yard.
Workers must follow all reasonable requests, including but not limited to:
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• the completion of port, facility or yard safety inductions;
• security and identification checks;
• the wearing of prescribed PPE; and
• port, facility or yard safety procedures and emergency plans.
Workers must at all times remain aware of their surroundings and be vigilant of hazards that may exist
or may arise. If there is serious concern for personal safety, abort the visit or inspection and report
using the Kedge template for doing so

Common hazards
While the environment can vary from site to site, common hazards associated with accessing ports,
builder’s yards and repair facilities are:
• noise;
• weather (sun, rain, heat);
• dust, dirt and other particulates;
• moving vehicle and machinery;
• interaction with machinery and overhead cranes;
• falling objects/cargo;
• restricted walkways;
• poor illumination;
• toxic or noxious vapours and flammable materials; and
• mooring ropes and wires under tension.
Workers should be escorted and, where provided, terminal vehicles should be used.
Precautions to take when driving include:
• comply with the port, builder’s yard or repair facility traffic management policy and rules;
• follow speed limits, road markings and signage;
• avoid driving in restricted areas or in the vicinity of a vessel loader when it is moving;
• be vigilant of other traffic, pedestrian and mechanical equipment (such as forklifts, straddle
carriers)
• roaming livestock;
• livestock excretion/discharge;
• heavy vehicle traffic; and
• slippery surfaces.
Bulk loading terminal hazards
Workers should be aware of:
• dust, grit and other particulates (coal dust, alumina, sulphur, copper, grain dust etc.);
• close proximity to moving parts (rollers and belts with conveyor systems);
• remote control of loading/discharging; and
• slippery surfaces.
Workers must take the following precautions:
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• wear essential PPE (including safety goggles, dust/particle mask, gas monitor, safety gloves and
hearing protection);
• avoid areas with high dust concentration;
• observe no smoking/naked lights safety signs; and
• identify the location of safety showers and nearest eyewash stations.
Access to the vessel at some bulk ore terminals is often by means of an exposed, narrow elevated
jetty up to 20 m high and 3 km in length. Single vehicle access running parallel to the conveyor belt is
normal and safety rails are not always fitted. Modern bulk handling systems are often computer
controlled and monitoring may be remote from the discharge or loading point. Therefore, electronic
equipment (e.g. mobile telephones) may need to be switched off and handed to terminal workers at
check points.

Oil and gas terminal hazards
Workers should be aware of:
• the flammability and toxicity of petroleum products.
Exposure to petroleum gases may cause narcosis, with symptoms that include headaches, eye
irritation and dizziness. The toxicity of such gases can be influenced by the presence of relatively small
amounts of aromatic hydrocarbons (such as Benzene, a carcinogen) in refined petroleum products,
and by Hydrogen Sulphide present in crude oils. Chemical gases such as Vinyl Chloride Monomer are
also carcinogenic and strict precautions against exposure must be taken.

Workers must take the following precautions:
• wear essential PPE (including safety goggles, dust/particle mask, gas monitor, safety gloves and
hearing protection);
• surrender equipment such as mobile telephones, calculators, non-intrinsically safe battery operated
torches, matches, cigarette lighters, where required;
• do not smoke (except in clearly defined accommodation areas); and
• endeavour to keep exposures to a minimum and ensure the appropriate Safety Data Sheet (SDS) is
available.

Ship building and repair yard (including vessels undergoing major maintenance / mobilisation)
hazards
Workers should be aware of:
• hot work (grinding sparks, flashes);
• toxic fumes from welding and painting solvents;
• open and uneven flooring;
• loose equipment and machinery parts (e.g. wielding cables, pneumatic and oxy/acetylene hoses);
• unguarded rotating machinery;
• poorly illuminated areas and
• temporary scaffolding (sharp steel edges).
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Workers must take the following precautions:
• follow safety and security instructions and procedures of the yard;
• be accompanied during visit as restricted entry to certain places may be applied;
• wear appropriate PPE. This should be clearly advised and signposted. Special safety equipment
associated with the nature of the yard (e.g. ear plugs and safety glasses) is often available on site;
• do not undertake entry into confined spaces such as ballast tanks or tanks recently painted if not
required. When it is necessary to do so, workers must follow the safety procedures of the yard and
the requirements of Kedge Pty Ltd’s confined space entry policy.
• wear a personal gas monitor.
8. ONSHORE BOARDING
While the master must ensure that the means of access to the vessel provided for persons boarding
or disembarking from the vessel is safe, the primary responsibility for determining if it is safe to board
rests with the worker and care must always be exercised when boarding vessels.
Workers are to ensure all means of boarding are appropriate to the situation, ladders etc. are secure
and any equipment is either able to be safely carried. An appropriate safe ladder must be provided by
the contractor and used when necessary/when the proposed ladder is not suitable.

Gangways
Where a vessel’s gangway is used for access, it must be fully and completely erected with guard rails
and safety nets in place before it is used. Many terminals have multi–level permanently stationed
boarding arrangements, which are connected to the vessel by means of a catwalk.
When using either of these arrangements for access, follow these precautions before boarding:
• assess the condition and suitability of the gangway/brow (steepness, rigging, free of obstructions,
no slippery surfaces, safety rails and safety nets suitably rigged);
• be aware of any gangway/brow movement caused by vessel listing or surging;
• maintain three points of contact at all times;
• take your time, do not rush;
• check that the stanchions and supports are properly rigged and safe;
• wear non-slip safety footwear;
• be aware of trip hazards which may exist; and
• ensure all items are in a carry bag/back-pack, so that hands are free for holding on at all times; and
• ensure straps and other loose ends are tucked in.
If a gangway is determined to be unsafe, abort the visit and contact vessel’s agent, master or facility
to ensure that they provide safe means of access.
Timber wharf edge
Workers should ensure the following precautions are taken:
• wear 150N, in servicelife jacket (with auto inflation);
• use dedicated stairs for access to the wharf edge closest to the gangway;
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• look for loose or damaged planking on wharf edge and keep clear of it;
• keep well clear of the wharf edge; and
• check securing of the gangway and angle of bottom platform. Bottom platform should be horizontal,
if not ask duty officer to adjust before boarding.

9.0 OFFSHORE BOARDING
Boarding from a launch
Not all contractors will be fit enough to manage the physical demands of launch transfer and Kedge
Pty Ltd has no expectation that a contractor shall do so if they are not able to. In this case an
alternative should be sought.
Workers should be aware of:
• slips and trips on jetty/launch/ladder/vessel;
• falling into water;
• crush or contact injury due to relative movement of launch/ladder/vessel/wharf;
• contact with mooring lines; • seasickness; and
• sun exposure.
When boarding the launch, workers should ensure the following precautions are taken:
• ensure an induction/safety brief from the launch crew happens and as a minimum wear appropriate
PPE and life jacket (inflatable with auto inflation), and PLB;
• ensure either vessel crew or launch crew is watching the evolution;
• hold on to rails or rope;
• be aware of wet and slippery surfaces;
• follow instruction of launch staff;
• request launch master to provide adequate illumination of the boarding area;
• if possible, carry out transfer during day light hours;
• exercise caution when boarding due to sea swell and weather;
• keep both hands free and arrange for accompanying bags or backpacks to be hoisted up by rope
rather than on your person;
• look out for firm grip area and potential hazards when stepping on;
• take motion sickness medication if prone to sea sickness;
• apply sunscreen and sun protection as appropriate; and
• refrain from unnecessary moving about while on board the launch.
Boarding from a launch to the vessel can be done in three ways, using:

• a lowered accommodation ladder; or
• a pilot ladder; or
• a combination ladder if the vessel’s freeboard exceeds 9 m.
Timing of a launch boarding is critical; the transfer must be done when the launch is at the top of the
wave or swell crest, so that the launch drops away as the ladder is climbed, giving time to clear the
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danger zone. Take some time to assess the variance in relative motion and wave height before
committing to the transfer.
Unless the weather is calm, it is preferable to board using a pilot ladder, rather than a gangway. A
visual inspection of the ladder's condition, cleanliness and state of repair should be conducted from
the launch. Always note that the ladder is properly manned and fitted with spreaders with the steps
resting firmly against the vessel’s side. The ladder should hang straight and be of sufficient height
above the water to enable easy transfer, but at the same time not get crushed by the motion of the
launch.
When boarding, exercise caution and follow instruction of launch crew. The boarding should take place
from the lee side and the responsible crew member should be in attendance at the vessel’s ladder.
The use of pilot ladder manropes is a matter of personal preference. One of the methods of using the
ladder ropes to hold on to is to pass the manropes through your arms and this allows the climber to
“clamp” the ropes between their arms and body should their hand grip fail.
Under no circumstances should a worker climb a ladder which has not been properly rigged, in poor
condition and, not well illuminated at night. If workers encounter rough weather or high sea swell
conditions that increase the risk during transfer, they should not proceed and should notify their
supervisor.
The Managing Director Kedge Pty Ltd advises that contractors should exercise a ‘stop work’ approach
to all unsafe or potentially unsafe situations which applies to offshore boarding. Do not undertake
the transfer if you are in any way unsure as to its safety.

Boarding by basket transfer
This is an operation sometimes carried out from the deck of an offshore supply vessel (OSV) where a
basket is lowered by the rig crane. Workers being winched stand on the outside of the basket on a
base board and loop their arms through the sides. The basket is then lifted clear of the OSV and
swung out before being hoisted to the rig.
Workers should pay particular attention to the instructions of the OSV master and should wear
appropriate PPE and suitable life jacket (with auto inflation).
It is a requirement that informed consent must be given for basket transfer and it should only be used
as a last resort.
Helicopter transfer and vessels undertaking helicopter operations
Kedge Pty Ltd contractors anticipating helo transfer to worksites are to have appropriate, in date HUET
training.
When travelling via a helicopter, workers must have a pre-flight brief and comply with reasonable
directions from the pilot, attendant or aircraft personnel, However, workers maintain the authority to
stop work in the case of imminent serious safety risk. In this case, the worker should report any
serious safety risk to the pilot.
The workers should only approach or leave the aircraft in the direction indicated by the pilot. Under no
circumstances whatsoever should a conventional helicopter is approached from the rear.
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9. On-Board Safety
Workers should be aware of their duty of care obligations to comply with safety instructions when on
board vessels.
Workers must be accompanied by a responsible person from the vessel at all times and be aware of:
• slippery decks, particularly with granular cargoes;
• deck obstructions (pad eyes, wires, other fittings);
• Electrical/radiation hazards
• clear overhead height;
• mooring arrangements (self-tensioning winches);
• cargo operations; opening/closing hatches;
• high pressure gas cylinder stowage (oxygen/acetylene);
• atmosphere hazards – oxygen deficient/explosive/toxic; and
• damaged / buckled ladders platforms and handrails.
In addition, survey workers are often required to lift hatches to perform their work. In all
circumstances this is likely to happen staff are to make it clear to vessel staff that they will be doing
so: a statement to the effect that ‘I will be opening hatches to do my work- please can you brief all
vessel personnel that I will be doing so and ask them to exercise caution’
When testing is required of any on board system survey staff are to get the attending person or a
competent person on the vessel to do so, to ensure that inadvertent damage or hazards aren’t
created. Examples include any electrical or fire panel testing, use of pumps or winches/windlasses
etc.
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Hazardous substances
Workers must be aware of potential exposure to hazardous substances on board vessels. If necessary,
they should consult the vessels’ crew to confirm, in advance, the nature of any hazardous substance
These hazards may be in the form of cargo or other consumables in the vessel's stores, tanks etc.
Hazardous substances should be appropriately contained and sealed, and workers should
immediately remove themselves from the presence of free substances that are or may be hazardous.
The relevant SDS should be consulted and all recommended precautions taken to ensure, minimal
exposure to the hazardous substances.
Non-ionising radiation

The symbol for this type of radiation is as shown- practice has shown that few if any DCV or non-DCV
will show this symbol. Surveyors are to be alert to the various types and take precautions to prevent or
minimise exposure as necessary. A non-authoritative basic primer on the types and hazards may be
found at https://en.wikipedia.org/wiki/Non-ionizing_radiation
Machinery, equipment and systems
Rotating machinery presents a significant hazard. When in the vicinity of such machinery, workers
should ensure that:

• clothing is close fitting and properly fastened;
• Jewellery is removed including necklaces, watches wristbands and rings
• long hair is tied back appropriately or restrained with a net;
• the machine is properly guarded; and
• the location of the emergency stop is known.
Machinery that is subjected to closer or internal inspection must be properly stopped, isolated and
tagged out. Sources of power such as springs, pneumatics, counterweights, rams must be made safe
or released. Care should be taken to ensure rams for watertight doors and capacitors are made safe.
Machine guards should never be removed unless the machine has been stopped, isolated and tagged
out. Isolation remains the duty of the vessel’s crew, but workers must be satisfied with its efficacy,
and place their own tags (as part of the tag out arrangements) if they are to be exposed to its
consequences.
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Pressure system hazards can cause severe damage. Workers must ensure that lines and pressure
vessels have been effectively de-pressurised by crew with blanks and bleeds, where necessary. These
arrangements must be checked personally before proceeding with the job and tags applied
independently to isolations where appropriate. Pressure relief valves should be checked for effective
operation before undertaking work on pressure vessels or lines. Cool down and thermal insulation
techniques should be employed to reduce risk of exposure from high temperature.
Sewage systems present hazards from oxygen depletion and hydrogen sulphide generation. In the
normal course of activity if entry is required they should be treated in the same manner as confined
spaces and isolated, cleaned and tested accordingly.
Insulation can present a hazard, particularly on old vessels where there may be a risk of exposure to
asbestos; if in doubt, workers are to remove themselves from the area and require the vessel operator
to test and certify as safe using an appropriately certified consultant.
Lifeboats
Lifeboats may be found on larger DV.
Workers should be aware of:
• slips and trips on accessing;
• falling from height;
• inadvertent release of lifeboat;
• injury through contact with sharp edges;
• potential atmospheric hazards – oxygen depletion, explosive, toxic;
• bumping head on low areas;
• poor illumination; and • high ambient temperature.
Surveyors qualified to do so should provide the master with a copy of the AMSA Marine Notice 2014/2
if they plan to enter a lifeboat and:
• show the master a copy of AMSA Port State Control in Australia fact sheet (lifeboat section) for
further clarification;
• give the master the SIR Book instructions for inspection of lifeboats;
• ensure the master acknowledges that the boat is to be fully housed with additional restraints or fall
prevention devices (FPDs);
• inspect additional restraints, move to another vantage position to view (e.g. from deck above) and
ask how the securing arrangements were put in place; • must be satisfied that additional restraints
are suitable;
• visually inspect that harbour pins are engaged and gripes attached;
• visually inspect to ensure that the boat sits on any blocks on the davit and that gripes appear in
good condition;
• visually inspect to ensure that the lifeboat falls retain the weight of the boat or fall blocks are
engaged on the davits hooks;
• ask for the boat to be ventilated before entry, test atmosphere from outside the boat when
discussing safety arrangements with the master;
• open all access doors where possible to increase light inside the boat;
• inspect at cooler times of the day and limit inspection time outside as much as possible;
• explain lifeboat inspection procedure to all workers taking part in inspection. Limit the number of
workers to a maximum of two inside the boat;
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• wear gas monitors at all times, test atmosphere before entry and vacate boat when gas monitor
alarms; and
• if in doubt about the arrangements, seek alternative arrangements or do not enter the lifeboat.

High voltage areas (> 1kV)
On vessels where the potential exists for the use of high voltage applications (e.g. container ships,
seismic vessels), workers should confirm with the master at the earliest opportunity whether such
systems are fitted.
Where the vessel utilises high voltage, workers should be aware of:
• electrocution
Where the vessel utilises high voltage, workers should take the following precautions:
• request a safety induction or briefing from a suitably qualified person who has completed a high
voltage course (e.g. chief engineer or electrician). Induction to include location of high voltage
isolators, emergency stops and exits;
• proceed to the area accompanied by a suitably qualified person; and
• remain in the company of the designated person during the inspection of the high voltage area.
Where the high voltage can be isolated, workers should take the following precautions:
• request a safety induction or briefing from a suitably qualified person; and
• do not proceed to the area until it has been confirmed by the chief engineer and by visual inspection
that the high voltage supply has been isolated, locked-out and tagged.
Working at heights
See previous sections on working at heights as well as this section. If authorised to do so workers by
the MD workers must take the following precautions when conducting inspection:
• determine whether inspection can be performed from the main deck;
• have completed working at heights training;
• wear appropriate PPE (e.g. safety harness);
• check maintenance records for the last time any work done on the mast;
• check the condition and soundness of the ladders and their mountings; and
• Where there are risks from working at height, emergency procedures must be established to enable
the rescue in the event of an emergency. In particular, the emergency procedure shall include
details on the method of rescue, communications (such as internal communication, local
emergency services) and the provision of first aid to a person who has fallen. Consult with the crew
and review their emergency procedures before proceeding.
Cranes and Davits
Workers should be aware of:
• falling objects due to poor condition of wires and blocks;
• falling objects due to poor slinging of loads or loads shifting;
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• loss of control/ falling structure due to poor condition of jibs and crutches and rotating gear;
• falling from height due to poor condition of guardrails and access ladders; and
• inadvertent physical contact with moving cranes/loads. Warning sounds and lights may not be
working or noticed.

Workers should take the following precautions:
• identify safe working load and outreaches to ensure cranes are not being overloaded;
• check Cargo Gear Register for latest load test and thorough examination/ inspection dates; • be
visible and observant;
• keep a look out for warning lights/sirens and equipment in poor condition; • ensure adequate deck
illumination is available at night; and • stay well clear of suspended loads.

Cargo holds, tanks and void spaces
Workers should be aware of:
• poor condition of access ladders, platforms and rails;
• fresh paintwork, oxygen deficiency, solvent fumes;
• Unsecured shifting loads causing a crush hazard:
• heat, noise, oily surfaces;
• loose or removed floor plates;
• loose gear;
• restricted headroom;
• poor lighting;
• hazardous substances (e.g. asbestos);
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•

Unguarded machinery , hot spots and fumes; live switch boards, control panels and

Workers should take the following precautions:
• correct use of appropriate PPE and personal gas monitors;
• if a confined space act accordingly
• comply with permits to work; and
• lock out/tag out isolation procedures.
Dangerous goods containers
Leaking Hazardous Containers:

Workers should be aware of:
• slippery surfaces;
• leaking containers;
• poor illumination;
• lack of space;
• unsecured objects; and
• oxygen depletion, fumes, toxic vapours, corrosive and flammable substances.
When inspecting, workers should take the following precautions:
• wear appropriate PPE and gas monitor;
• if possible, inspect from a safe distance;
• if a leaking hazardouss container requires entry for inspection, keep clear and wait for Hazmat or
expert advice that container is safe to approach;
• check atmosphere before entering. Do not enter if atmosphere cannot be checked;
• check that all possible sources of ignition in the space are shut off; and
N.b. Ensure good ventilation is provided at all times!!
Vehicle decks (RO/RO vessels)
Workers should be aware of:
• slips, trips, falls due to poor illumination and/or oil and grease on decks and ramps;
• atmospheric hazards of exhaust fumes;
• noise from ventilation fans, vehicles and dropping lashing equipment;
• falls from openings and ramps in decks; lifts and moveable decks;
• interaction with large fast moving fork lift and vehicular operations;
• unbalanced loads; and
• obstructed walkways (lashing material and rubbish accumulations).
Workers should take the following precautions:
• be escorted or accompanied during visit;
• wear a high visibility safety vest;
• carry a torch;
• adhere to defined walkways; and
• as far as practicable, keep clear of cargo operational areas.
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Oil Tankers
In all circumstances when attending bulk fuel carrying vessels Kedge Pty Ltd contractors are to seek
and undertake a vessel specific induction.
Workers should be aware of:
•
•

flammable gas in cargo compartments, pump rooms, void spaces adjacent to cargo
compartments, on the tank deck, ballast tanks if lids are opened.
Potential for sparks/static to cause a fire.

Workers should take the following precautions:
•
comply with the vessel’s standing orders and Chapter 2 of International Safety Guide for Oil
Tankers and Terminals (ISGOTT) when entering into pump rooms and spaces likely to contain
hydrocarbon residues;
•
switch off all non-intrinsically safe equipment such as mobile phones, cameras and pagers,
and surrendering lighters, electronic car keys and other relevant items to terminal security;
•
adhere to requirements for entering confined spaces, including the completion of the confined
space entry permit;
•
be accompanied by a responsible officer from the vessel at all times; and
•
maintain communication with the person responsible for loading at all times.

Gas tankers
In all circumstances when attending bulk fuel carrying vessels Kedge Pty Ltd are to seek and
undertake a vessel specific induction.
Workers should be aware of:
• flammable atmospheres;
• hazardous atmospheres;
• oxygen depletion and
• low temperature freezing hazards.
Gas tankers carry a variety of petroleum and chemical gases; workers should become familiar with the
relevant SDS before commencing work and consult appropriately with the responsible officer
concerning any special protective equipment required.
As well as the flammability hazards and controls noted for oil tankers above, many gases (such as
Ammonia and Chlorine) are poisonous and some (such as Vinyl Chloride Monomer) are carcinogenic.
In addition, there are hazards from pressure and temperature. A pressurised LPG carrier may be
operating with tank relief valves set at about 15 bar, while a LNG or ethylene carrier operates with
cargo temperatures less than -120°C.

Chemical tankers
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In all circumstances when attending bulk fuel carrying vessels Kedge Pty Ltd contractors are to seek
and undertake a vessel specific induction.
Workers should be aware of:
• flammable atmospheres;
• toxic atmospheres;
• oxygen depletion; and
• high or low temperatures.
Cargo residues can be found in cargo compartments, pump rooms, and void spaces adjacent to cargo
compartments, on the tank deck and in ballast tanks if the tank lids are opened.
There are also hazards from chemical tankers due to the temperature (coal tar pitch is carried at
200°C), pressure, corrosivity, toxicity and reactivity. Some cargoes react with water (toluene
diisocyanate), some with air (phosphorous) and some with themselves (styrene monomer).
Some cargoes are extremely poisonous on contact (phenol) others can cause severe irritation (acid
vapours). Cargo vapours are often denser than air and in many cases closed loading techniques have
to be used.
Workers working on chemical tankers should confirm with the vessels’ crew, in advance, of any
hazardous substance they are likely to encounter and consult with the applicable SDS. Appropriate
PPE is essential; in certain cases special equipment have to be worn.
Potentially Contaminated Vessels
In the past 12 months Kedge has been called upon to assist agencies in clearing for safety and
ongoing monitoring and assessment of potentially contaminated vessels. The principles and practices
of internationally recognised IHM are the basis upon which Kedge has and continues to work.
This is highly specialised work that requires senior staff to perform on-site JSA and risk assessments
both regarding their own work and the work of third parties who rely on Kedge expertise to keep
themselves safe whilst achieving their aims.
In general terms the following sequence of events is to take place:
•
•
•
•
•
•
•
•

Client brief/request and MD acceptance of task IAW Kedge standard T&C and Terms of Survey
On site recce visit and JSA
Liaison with stakeholders as necessary
Bring together team including external experts ( e.g. interpreters, specialist environmental
staff, videographers, tech specialists including electricians)
Plan and brief to participants
Conduct evolution
Report per clients instructions
Debrief and follow up as required.

Hazards
The following hazards are to be anticipated (not exhaustive):
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Difficulty of access
Unfamiliar systems
Language issues relating to signage, information
Slips/trips/falls
Non-isolated machinery
Jury rigged systems
Fire systems live
Electrical systems live
Hazardous substances including petrochemicals, gasses, liquids, paints, battens, explosives,
asbestos etc etc.
Biological hazards
Vermin hazards
Bilge water
Environmental hazards
Lack of stability
Structural integrity issues
Hostile or uncooperative crew
Press and media interest
Low headroom
Confined spaces
Heights
Evidence preservation requirements
Cross contamination of evidence

PPE
Kedge staff and contractors will require PPE to meet any identified hazard but as a minimum shall use the
following:
•
•
•
•
•
•
•
•
•

Nitrile gloves
Overalls and disposable coveralls
Steel toecapped boots
Hi Vis Vest
Eye protection
Hearing protection
Intrinsically safe torches
PFD (150N) if offshore
Respiratory protection

Other items such as kneepads, waterproofs etc can be used- the JSA will inform the requirement. The
clients needs also must be met, unless they require a lower level of gear in which case this list is extant.
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POSTCRIPT
Kedge Pty Ltd treats OHS&W as its highest priority wants all of its workers, clients’ contractors and
associates to enjoy a long and safe working life.
YOU - our workers and contractors, are primarily responsible for making sure you go on to the work
site, assess the circumstance and mitigate and act appropriately and we will do everything possible to
support you to do so.
We commend this manual to you and urge you to keep OHS&W at the forefront of your mind in
everything you do.
Our aim is ZERO HARM - together we can achieve this important aim.
Please do not hesitate to discuss any concerns you have regarding OHS&W directly with the MD via
adambrancher@kedge.com.au or on 0417 544 339 / 1300 89 95 96

Kedge Pty Ltd Equal Opportunities Statement and
Policy
Policy statement
Kedge Pty Ltd is committed to promoting equal opportunity employment. Kedge does this in recognition of the
principles of equity and in conforming with the spirit and intent of equal opportunity and anti-discrimination
legislation. Kedge accepts its responsibilities in relation to these rights for people while they are engaged in
activities undertaken as part of their work for Kedge.
Definitions
Age discrimination
Age discrimination means unfair treatment of a person on the basis of their age or age group. Age
discrimination often occurs because of incorrect assumptions or stereotypes about people’s skills, abilities,
personal qualities or needs based on how old or young they are.
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Bullying
Refer to the definition of Workplace bullying or harassment.
Disability
Under the Commonwealth Disability Discrimination Act 1992, disability means: total or partial loss of a
person’s bodily or mental functions; or total or partial loss of a part of the body; or the presence in the body of
organisms causing disease or illness; or the presence in the body of organisms capable of causing disease or
illness; or the malfunction, malformation or disfigurement of a part of a person’s body; or a disorder or
malfunction that results in a person learning differently from a person without the disorder or malfunction; or
a disorder, illness, or disease that affects a person’s thought processes, perception of reality, emotions or
judgement, or that results in disturbed behaviour; and includes a disability that: presently exists; or previously
existed but no longer exists; or may exist in the future; or is imputed to a person.
Discrimination
Unlawful discrimination means treating an individual and/or groups in employment and education less
favourably because of one of the grounds specified in the relevant legislation.
Diversity
Generally refers to differences in race, gender, ethnic or cultural background, level of physical and mental
ability, age, sexual orientation and religion. A productive and fair environment is one that acknowledges
diversity and recognises the need to promote equality and a discrimination-free working and learning
environment.
Equal opportunity
Equal opportunity means treating people as individuals with different skills and abilities, without making
judgements based on stereotypes, or on characteristics as outlined in anti-discrimination legislation. These
characteristics include sex, age, race, sexuality, disability, pregnancy, or marital status.
Equal opportunity for women in the workplace (formally affirmative action)
Equal opportunity for women in the workplace means taking positive steps to remove old barriers, which have
prevented women from doing some jobs, or from being given the chance to advance to higher levels within
organisations.
Family responsibilities
Refers to a range of duty of care or support responsibilities an individual may have as a member of a family.
For example to look after a sick child, to attend a child's school for a parent/teacher interview, or to take a
partner or an elderly parent to the doctor.
Harassment
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Unwelcome behaviour or language that has the effect of offending, intimidating, or humiliating a person on
the basis of their sex, marital status, pregnancy, sexuality, race, disability, age, or political or religious belief, in
circumstances which a reasonable person, having regard to all the circumstances, would have anticipated
that the person harassed would be offended, humiliated, or intimidated.
Marital status
Being single, married, married but living separately and apart from one's spouse, separated, divorced,
widowed, or living with another person in a de facto relationship.
Pregnancy
Refers to presumed or actual pregnancy, or potential pregnancy.
Race
The term 'race' is understood to be flexible and evolving. It includes a person's nationality, country of birth,
colour, ancestry, ethnic origin, or people associated with those of a particular race. The word 'race' is used in
these procedures to reflect relevant legislation.
Sex
This means whether a person is male or female.
Sexual harassment
Unwelcome sexual behaviour or sexual innuendo that has the effect of offending, intimidating or humiliating a
person in circumstances, which a reasonable person having regard to all the circumstances would have
anticipated that the person harassed would be offended, humiliated or intimidated.
Sexuality
This means whether a person is heterosexual, homosexual, bisexual or transsexual. It includes presumed
sexuality.
Social justice
The right of all staff and students to equality of treatment and opportunity, and the removal of barriers of race,
ethnicity, culture, religion, language, gender or place of birth.
Victimisation
Refers to a person being subjected to less favourable treatment because it is known or suspected that the
person has made or proposes to lodge a grievance; has provided any information or documents; has attended
a conference in relation to a grievance; or has supported someone else lodging a grievance.
Workplace bullying or harassment
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Workplace bullying or harassment involves the repeated unreasonable ill-treatment of a person by another or
others. It is a form of harassment and discrimination consisting of offensive, abusive, belittling or threatening
behaviour directed at an individual or a group in the workplace.
Principles
1 Kedge Pty Ltd will take all reasonable steps to identify and eliminate unlawful direct, indirect, and systemic
discrimination from its structures and practices in order to promote equality of opportunity for all its workers.
2 Kedge Pty Ltd recognises the rights of individuals and groups to be free from discrimination, harassment
and bullying on the grounds of:
▪

sex, marital status, pregnancy, family responsibilities

▪

sexuality

▪

race

▪

disability

▪

political or religious belief

▪

age.

4 Kedge Pty Ltd has a firm commitment to equal opportunity principles, and will work towards ensuring that
no discriminatory policies or practices exist in any aspect of employment or education.

Implementation requirements
Consistent with legislation, implementation of this policy will use education and conciliation as the principal
means to eliminate discrimination and in the resolution of grievances.
An essential element in the implementation of this policy is raising the awareness of all members of Kedge
Pty Ltd of the principles of equity and social justice.
In affirmation of its commitment to equal opportunity Kedge Pty Ltd will:
▪

promote equal opportunity in all aspects of the its activities and as an integral
part of all Kedge policies and practices

▪

adopt policies, procedures, and practices for staff consistent with equal
opportunity principles in the areas of recruitment, selection, promotion,
training and development, and other conditions of employment

▪
▪

act to provide a working environment that is free of sexual harassment
take action to prevent the occurrence of unlawful discrimination, harassment,
sexual harassment and bullying by conducting educative programs and other
activities for staff and through the implementation of discrimination and
harassment grievance procedures for staff
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▪

take positive steps to promote representative participation of diverse groups
staff to achieve equal opportunity in employment

▪

continue to develop specific policies that focus on equal opportunity issues
(as the need arises) and monitor and evaluate such policies.

Responsibilities and/or authorities
All staff are responsible for ensuring that equal opportunity principles are respected.
Managers and supervisors are responsible for understanding the legislation and ensuring that the workplace
environment is safe and free from discrimination under the grounds covered by this policy.
Managers and supervisors are also responsible for ensuring that equal opportunity principles are adhered to
in order to promote equal employment opportunity.
The Managing Director in consultation with all staff is responsible for the ongoing development and
maintenance of this policy.

Evaluation
The policy will be evaluated by Managing Director and improved as opportunities present themselves.

Kedge Pty Ltd Environmental Statement
Kedge Pty is committed to leading the Marine Surveying industry in minimising the impact of its activities on
the environment.
The key points of its strategy to achieve this are:
•

Modelling best practice in all we do

•

Ensuring the fleet meets MARPOL, federal and local environmental requirements

•

Informing clients as to best environmental practices notwithstanding the requirements under local
and national rules to comply in all cases.
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Minimise waste by evaluating operations and ensuring they are as efficient as possible.
Minimise toxic emissions through the selection and use of its fleet and the source of its power
requirement.
Actively promote recycling both internally and amongst its customers and suppliers.
Meet or exceed all the environmental legislation that relates to the Company.
Use an accredited program to offset the greenhouse gas emissions generated by our activities.
AC Brancher
Managing Director

Kedge Pty Ltd 171a Sandy Bay Rd Office Emergency
Procedure
Emergency Procedure
Kedge Pty Ltd is committed to establishing and maintaining procedures to control emergency
situations that can adversely affect staff, affiliates and visitors.
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Building incidents and emergencies can occur at any time and can arise from causes including fire,
medical emergencies, chemical spills, gas leaks, bomb threats and physical threats.
Any of these can threaten the safety of the occupants of the building- on becoming aware of a
potential threat the emergency services should be called on 000.
In some situations staff may be required to evacuate the building. All staff and visitors are required
to respond to emergency alarms and follow instructions which may come from Kedge, or from staff
of BYA Associates or Cathy McAuliffe Design (Building landlords).
Staff should:
•
•
•
•
•
•

Check for immediate danger
Only if safe take personal belongings- leave all company property and do not wait to shut
down computers etc.
Locate the nearest safe exit.
Leave the building via the steps.
Go to the assembly area: Outside the main door of the Woolworths.
If not in the building, call the MD on 0417 544 339.

Lone Working Protocol
Any staff member working alone in the building must ensure that the doorway at the bottom of the
stairs is locked/secured whilst they are in the building.

Kedge Motor Vehicle Use Policy
1. Overview of the Procedure

This procedure is a staff guide for the use of Kedge Pty Ltd company vehicles, including vehicle maintenance
and travel safety.
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This procedure is to be read with Work Health and Safety Policy.

2. Considerations

Staff are responsible for all fines incurred while driving Kedge Pty Ltd vehicles.

Staff are responsible for all costs, including costs due to voided insurance, while driving a Kedge Pty Ltd
vehicle without a valid drivers’ license.

3. Procedural Steps

3.1 Management and Maintenance

It is the responsibility of each driver to ensure that the pool cars/ leased vehicles are kept clean.

Staff are responsible for ensuring that the vehicle is filled with petrol. Staff are to use fuel cards supplied by
the organisation for each specific vehicle.

Regular maintenance and servicing of vehicles is overseen by the MD .

Any damage to vehicles or any mechanical issues are to be reported to the MD when acquired or noticed.
Punctured tyres must be taken for immediate repair by the driver.

No smoking, food or drink are permitted in the vehicles.

3.2 Security of Vehicles (garaging and safety) All vehicles are garaged in a suitable location when left
unattended at all times.

3.3 Vehicle and Travel Safety

All vehicles contain a fuel card, are registered with roadside assistance, and carry a first aid kit. Drivers are to
check the glove box for the fuel card, roadside assistance card and that the first aid kit is present before
leaving the premises.
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Drivers are responsible for adhering to all road and traffic rules. When driving, the hands free option must be
utilised when using a mobile phone.

3.5 Driver Fatigue

To prevent driver fatigue employees are to adhere to the NSW Road Traffic Authority’s Stop, Revive, Survive
process, including:

- Ensuring the driver has enough sleep before driving - Recognising early warning signs of fatigue, such as
yawning, poor concentration, tired eyes, restlessness, drowsiness, slow reactions, boredom or oversteering Not driving at times when driver would normally sleep - Avoiding long drives (over two hours) - Taking regular
breaks from driving - Sharing driving where possible - Stopping when drowsiness, discomfort or loss of
concentration occurs - Finding out whether medication taken may affect your driving.

3.5 Mobile Phone Use

Talking on a mobile phone while driving can affect the driver’s ability to gauge distances, keep lane discipline
and keep to an appropriate speed.
Kedge Pty Ltd Staff Will:
•
•
•
•
•
•
•

Never use a mobile phone unlawfully while driving
Never use a hand held mobile phone while driving.
If possible, switch off their mobile phone while driving.
Only use a hands free mobile phone if they must receive calls while driving.
Keep mobile phone conversations short.
Never argue using the mobile phone while driving, and pull over and stop the car if possible while
speaking on the phone.
Never compose or read text messages when driving.

3.6 Accident Management

In the event of an accident, the driver is required to:

- Obtain the other driver’s name, telephone numbers, license number - Advise that your employer is the
vehicle owner - Exchange names of insurance companies - Obtain name and contact details of witnesses Note the time, date and location of the accident on an Incident Report Form which is kept in the vehicle.
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The driver is not to accept fault or liability, nor sign any statement which may be requested or produced at the
scene of the accident.

If the damage appears to be more than $1,000 or in the event of personal injury or dispute, the driver is to
call the police. A police report must be made and the incident number recorded and supplied to the MD.

Ensure that medical support/advice/assistance is sought for the driver and any passengers if required.

If the vehicle is no longer drivable, request instructions from the MD by telephone on towing or other removal
arrangements. Towing should be to the nearest approved repairer.

All accidents, however minor, are to be reported to the MD or delegated staff member as soon as possible
and within 24 hours.

A full written report of the incident should be given to the MD.

3.7 Theft
In the event of the theft of an organisation vehicle, staff members are required to contact the police. A police
report must be made and the incident number recorded and supplied to the MD.
3.8 Infringements
Parking and other traffic infringements are the responsibility of the driver. Staff are required to provide
sufficient details to allow traffic infringement notices to be redirected to the driver by way of statutory
declaration.

Staff are responsible for all fines and repair costs due to voided insurance while driving a Kedge Pty Ltd
vehicle without a relevant drivers license.

Any staff member found driving over the legal alcohol limit or under the influence of drugs will be responsible
for payment of all fines and repair costs due to voided insurance in the case of an accident, and will result in
disciplinary action.

Additional inclusions:
•
•
•

Log books must be completed
Copies of staff drivers’ licences are to be supplied to the organisation upon request
If a staff member fails to renew or has his/ her licence suspended they must notify the MD to ensure
insurances aren’t voided
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•

Except in the case of an emergency non-authorised people are not to drive the organisations vehicles

Kedge Pty Ltd Bullying Policy
This policy shows:
our commitment to health and safety in this workplace, and reducing the risks to the health and safety
of all workers, contractors and visitors
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our commitment to complying with the requirements of the Work Health and Safety Act 2012 and the
Work Health and Safety Regulations 2012
that bullying will not be tolerated in this workplace
how we will deal with bullying in the workplace.
This policy applies to everyone at Kedge Pty Ltd
Definition of bullying
Bullying is repeated, unreasonable behaviour directed towards a worker or group of workers. It creates a
risk to personal and work health and safety.
Responsibilities
PCBUs/managers must ensure that workers are safe at work and free from risks to their health and safety.
This means that they must not bully their workers, and must take reasonable steps to ensure that it doesn’t
occur in the workplaces under their control.
Workers also have a responsibility to take reasonable care for the health and safety of their co-workers,
which means they can’t bully others.
Managing bullying
Kedge will identify all workplace factors that allow bullying to occur, and use the hazard management
process to eliminate bullying.
Kedge will consult with workers, health and safety representatives and/or the work health and safety
committee on this issue.
Reporting bullying
Any Instances of bullying should be reported to the MD in the first instance.
Investigating bullying
These reports will be treated confidentially and Investigated accordingly. An appropriate third party may be
brought in to assist management at Kedge.
Disciplinary action
If anyone is found to breach this policy, management will give a formal warning, followed by all or any of the
following measures: referral to counselling or training, transferring the bully to a work area away from the
victim, suspension, and finally, dismissal.
Information and support
Kedge will provide regular training and information about the effects of bullying on personal and work health
and safety, and on the components of this policy.
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Kedge Pty Ltd Drug, Alcohol and Contraband Policy
Goals
This policy shows:
our commitment to health and safety in this workplace and our customers' workplaces, and reducing the
risks to the health and safety of all workers, contractors and visitors
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our commitment to complying with the requirements of the Work Health and Safety Act 2012 and the
Work Health and Safety Regulations 2012, especially those for drugs and alcohol how we will deal
with drugs and alcohol use and/or their effects in the workplace.
This policy applies to everyone employed by or contracted to Kedge Pty Ltd

Scope
This Drug, Alcohol and Contraband Policy is applicable to all of Kedge Pty Ltd’s operations be they at the office
or at any of our customers’ sites or vessels.
Commitment

Workers and contractors are required to start each working day with a 0.0 BAC and are liable to testing for
illegal drugs either by Kedge Pty Ltd or in accordance with any clients’ policies at any time.

A BAC exceeding 0.0 or a positive test for illegal drugs at or on the way to work will lead to instant dismissal
from Kedge Pty Ltd employment and/or immediate termination of any contracting arrangement in place (as
applicable).

The possession or consumption of alcohol, illegal drugs or other mood altering substances on any company or
customers’ sites by Company employees, contractors is strictly prohibited. There are exceptions for prescribed
and over the counter medications and sanctioned social events as outlined below.
Ongoing monitoring of the Policy to ensure compliance may include drug and alcohol testing during preemployment, periodical medicals, pre-contract, post incident, for cause and random/unannounced testing.
The possession of firearms, weapons, explosives, ammunition or pornography on Company or customers’
sites or on Kedge property including mobile and computing devices by either Company employees or
contractors is strictly prohibited.
Kedge Pty Ltd maintains a zero-tolerance approach towards breaches of this policy and disciplinary
procedures will be enforced.
Responsibilities
No one must drink alcohol or use drugs at this workplace, except:
for legitimate medical reasons: You must notify your supervisor if prescribed medication is likely to
affect your behaviour and therefore work health and safety. Your supervisor may assign you other
duties while you’re taking the medication at workplace-based social events: This is dealt with in
more detail under Social events in this policy.
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The manager/supervisor at this workplace must, if they have reasonable grounds for believing that you are
incapable of safely performing your duties or may be a risk to others due to the effects of drugs or alcohol,
arrange for you to be removed safely from the workplace.
Each person must ensure that they are not, by the consumption of drugs or alcohol, in such a condition as
to endanger their own safety or that of others at this workplace.
Managing drugs and alcohol
Kedge Pty Ltd will identify all workplace factors that may influence someone to turn to drugs or alcohol, and
use the hazard management process to eliminate drug or alcohol use or control the risks from them.
Kedge Pty Ltd will consult with workers, work health and safety representatives and/or the work health and
safety committee on this issue.

Social events
Responsible social events can be held at this workplace (include likely events, such as Christmas parties).
To ensure everyone remains safe:
everyone is expected to act responsibly
no-one is under any obligation to attend
non-alcoholic drinks and food will be provided

alternative public transport arrangements will be provided

Kedge Pty Ltd Workplace Stress Policy
This policy shows: our commitment to health and safety in this workplace, and reducing the risks to the
health and safety of all workers, contractors and visitors
our commitment to complying with the requirements of the Workplace Health and Safety Act
1995 and the Workplace Health and Safety Regulations 1998
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how we will prevent stress from occurring in the workplace.
This policy applies to everyone working and visiting Kedge Pty Ltd.
Definition of workplace stress
Workplace stress is the physical or emotional reaction someone may have to unrelieved and intense
pressures in the workplace environment. It creates a risk to personal and workplace health and safety.
Responsibilities
Employers/managers must ensure that workers are safe at work and free from risks to their health and
safety. This means that employers/managers take reasonable and practical steps to ensure that factors
in the workplaces under their control don’t cause or contribute to stress.
Workers also have a responsibility to take reasonable care for their own health and safety. This means
that if they recognise they are stressed, they ask their employer/manager for workplace solutions and
support, and take care of their own wellbeing.

Preventing workplace stress
Kedge Pty Ltd will identify all workplace factors that allow stress to occur, and use the hazard
management process to eliminate stress or control the risks from stress.
Kedge Pty Ltd will consult with workers, employees’ safety representatives and/or the OHS committee on
this issue.
As a result of this active Identification and consultation Kedge will evolve its systems to best protect Its
staff and contractors.
Information and support
Kedge Pty Ltd will provide regular training and information about the effects of stress on personal and
workplace health and safety, and on the components of this policy.

Kedge Pty Ltd Hazard Report Form
Please print clearly

Location:

............................................

Name:
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DESCRIPTION OF HAZARD:

Required



Corrective Action: Taken 

ACTION TAKEN:
Discussed at staff meeting/WHS committee 

Date: .....................

Discussed at staff meeting/WHS committee  Date: ..................... FURTHER
ACTION REQUIRED:

PCBU . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Date . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Worker

................................................

Date . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Kedge Pty Ltd Standard JSA Procedure
Kedge Pty Ltd workers are required as a matter of routine to carry out this JSA prior to engaging on
any off site routine vessel related task. These are required to be submitted at the same time as
survey paperwork. As stipulated in contracts paperwork returned without a completed JSA will result
in a delay to the payment of that contractor. The following standard JSA is to be followed for routine
activities.
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Note this Is available online via the Fleetmatics App.
Job Title/Reference _____________________________________________
Is there an owners' representative accompanying you during the activity? Yes/No
Have you completed the required customers site induction/training (If applicable)? Yes/No/NA
(Note if there are no inductions/processes in place you need to be extra alert and manage your
workspace accordingly)
Are you using the correct PPE for the job? Yes/No
Is there safe access to the vessel and/or location you are conducting the survey Yes/No
If no to above can safe access be arranged? Yes/No. (If No survey/activity to be terminated and
office informed immediately)
Have you identified any unacceptable hazards In or around the vessel you are surveying or the
location Yes/No
Are there any chemicals or paints present that can could create a hazard? Yes/No
Confirm that, if slipped, vessel cradle or support arrangements are acceptable? Yes/No
Are there any electrical cables that could create a hazard? Yes/No
Is there or could there be any unmanaged asbestos on the vessel or location you could come into
contact with? Yes/No.
If a confined space Is to be entered has that area been adequately ventilated, atmosphere
monitored and are standby personnel available who understand their responsibilities? Yes/No
Are there any overhead dangers to be addressed? Yes/No
Are there any potential environmental/pollution issues on the site which are not managed? Yes/No
Are there any other potential Issues at the site or on the vessel which in your view could cause an
unmanaged risk to Health and Safety? Yes/No
Are you confident that this survey can be conducted safely in accordance with both the site specific
rules and in line with Kedge Pty Ltd's WHS manual, policies and processes?
Yes/No
Comments:
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____________________________________________________________________________________
____________________________________________________________________________________
________________________________________
Surveyors Name________________________________
Signature______________________________________
Date ___________________________________________
Must be completed prior to survey and submitted with survey reports.

Kedge Pty Ltd Company Gift Policy
Why Kedge Has a Gift Policy (No-Gift Policy)
Our company gift policy is a no-gift policy. To avoid a conflict of interest, the appearance of a conflict of
interest, or the need for our employees to examine the ethics of acceptance, our company, and its employees
do not accept gifts from vendors, suppliers, customers, potential employees, potential vendors or suppliers, or
any other individual or organization, under any circumstances.
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Our company requires that all employees demonstrate our organization’s commitment to treating all people
and organizations, with whom we come into contact or conduct business, impartially. Kedge employees
demonstrate the highest standards of ethics and conduct.
Employees practice and demonstrate equal treatment, unbiased professionalism, and non-discriminatory
actions in relation to all vendors, suppliers, customers, employees, potential employees, potential vendors or
suppliers, and any other individual or organization.

Company Gift Policy (or No-Gift Policy) Standards and Requirements

As one effort to demonstrate our commitment to these standards and behaviour, all employees must abide by
the following no-gift policy requirements.
No gifts of any kind, that are offered by vendors, suppliers, customers, potential employees, potential
vendors, and suppliers, or any other individual or organization, no matter the value, will be accepted
by any employee, at any time, on or off the work premises. By “gift,” Kedge Pty Ltd means any item
including pens, hats, t-shirts, mugs, calendars, bags, key chains, portfolios, and other things as well as
items of greater value.
--This no-gift policy includes vendor or potential vendor or supplier-provided food, beverages, meals, or
entertainment such as sporting events.
--This no-gift policy includes any business courtesy offered such as a product discount or any other
benefit if the benefit is not extended to all employees.
Gift Policy Exceptions:
--Exempted from this policy are gifts such as t-shirts, pens, trade show bags and all other things that
employees obtain, as members of the public, at events such as conferences, training events,
seminars, and trade shows, that are offered equally to all members of the public attending the event.
This includes attendance at and food, beverages, and provided at events, exhibitor trade show floor
locations, press events, and parties funded by conference or event sponsors.
--Exempted are cards, thank you notes, certificates, or other written forms of thanks and recognition.
--Exempted are food, beverages, and moderately priced meals or tickets to local events that are
supplied by and also attended by current customers, partners, and vendors or suppliers in the interest
of building positive business relationships.

•

This moderately priced entertainment is provided as part of a “working” meeting or session to benefit
and advance positive working relationships and company interests. These activities are expected to be
reciprocated by our company in turn.
Employees are required to professionally inform vendors, potential vendors and others of this no-gift
policy, and the reasons the company has adopted the policy. Employees will request that vendors
respect our company policy and not purchase and deliver any gift for our employees, a department, an
office or the company, at any time, for any reason.
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If an employee or contractor receives a gift:
•
•

If feasible, the gift is returned to the vendor.
If not feasible to return the gift, the gift must be raffled off to all employees.

--Plants or flowers will be displayed in the lobby, or at another central location where all employees
may enjoy their presence.
-- Gifts of food that may arrive during the holidays, and at other times of the year when gift giving is
traditional, belong to the entire staff even if addressed to a single employee. Under no circumstances
may an employee take a food gift home; food gifts must be shared with and distributed to all staff,
with email notice, during work hours, in central, worksite locations.
This policy is supplemental to other company codes of conduct, ethics, standards, and policies in this
handbook and in other company documents.
If any employee has questions about and / or needs clarification of any aspect of this policy, the
employee should check with the MD. Any exceptions to the gift policy may be made only with the
permission of the MD,
This policy takes the place of any earlier policy and is effective immediately.

•

Proceeds from the raffle will be donated to a charity (Mission to Seamen) If employees are
uninterested in the raffled item, the gift will be donated to a designated charity. In all instances the
MD is to be informed that a gift has been offered/received.
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New Workers or Contractors Induction Checklist
Worker’s name:

.............................................................................. .....................................

Employment start date: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Position/job . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Manager/supervisor:

............................................................................................................

Department/Section: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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Induction Acknowledgment
Workers Name:
Conducted by (Name):

Workers Signature:

Position/Job:

Notes/Comments

Date: .

.

Date:

