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Developing Safety Work Method Statements 

Objective
This guideline outlines how a Safe Work Method Statement (SWMS) is developed.
Guideline
DESCRIPTION

1. Safety Work Method Statements (SWMSs) are tools used to ensure work activities are safely conducted in accordance with applicable legislation and the Universities policies and procedures. 
2. The aspects of an activity detailed in a SWMS may include health and safety, environmental, quality and other matters (e.g. processes used in a laboratory/workshop, or where entry into a potentially dangerous site is required).

Roles and Responsibilities 
3. The Director is responsible for:

· Ensuring a risk assessment/SWMS system is available and followed 
· Approving the risk assessment/SWMS undertaken in the workplace e.g. fieldwork
· Providing, and maintaining appropriate facilities and resources to ensure a safe and healthy work environment
· Providing the necessary resources to access information on health and safety
· Providing the necessary resources to maintain regulatory registers and records

4. The Research Group Leader/Manager/Supervisor is responsible for:

· Ensuring consultation has been undertaken during the development of the risk assessment/SWMS
· Approving the risk assessment/SWMS undertaken in the workplace 
· Managing, documenting and addressing the risks associated in the workplace. When the risks are considered unacceptable the work shall not be undertaken 
· Providing clear and consistent supervision, instruction and training
· Maintaining regulatory registers and records
· Ensuring that (at least) annual reviews are conducted to check suitability and accuracy of the risk assessment/SWMS 
5. Workers, students, contractors and visitors are responsible for:
· Developing the risk assessment/SWMS in accordance to the process/task undertaken

· Consultation during the development of a risk assessment/SWMS 

· Contribute to the development of risk assessment/SWMS 
· Archiving risk assessments/SWMS according to Universities requirements 
· Conducting (at least) annual inspections to check the suitability and accuracy of the risk assessment/SWMS 
· Assisting in maintaining risk assessments/SWMS and conducting annual reviews to check suitability and accuracy of the risk assessment/SWMS
Process 
6. Risk assessments / Work Method Statements (SWMS) shall be prepared as follows:
See: SWMS template 
a) The person responsible for the task / process will identify who should produce the risk assessment/SWMS.

b) For all project tasks carried out, the SWMS shall be developed in consultation with the personnel who will be performing the task.

c) The SWMS shall be communicated to personnel before the particular task or process begins. 

d) If the work is to be contracted, the Contractor shall prepare the SWMS in consultation with their workforce. It is not necessary for the Contractor’s SWMS to be in the same format as the Universities, but all SWMS shall be logged on a local SWMS Register.

e) SWMS shall address the following: 

1. The logical steps associated with the planned activity should be identified, using the SWMS template
2. The hazards and statutory compliance requirements to perform the activity should be identified
3. The risk associated with the identified hazards should be assessed using the Universities Risk Assessment methodology 
See: University’s risk assessment methodology
4. Suitable control measures should be determined and recorded on the SWMS template using written descriptions, diagrams, drawings or sketches, technical data and attachments as appropriate
5. Workforce consulted in the development of the SWMS should be identified on the SWMS template
f) All SWMS shall be reviewed using the Safe Work Method Statements Review Checklist.
See: Safe Work Method Statements Review Checklist
g) All contributors/users shall sign the relevant section of the SWMS template.

h) The SWMS shall be made available to all relevant personnel, ensuring they are aware of its requirements before starting work. 

i) The Research Group Leader/Manager and authorised members shall review and approve the SWMS in writing, and file it accordingly. 

Ongoing Review

7. All SWMS shall be reviewed and updated if:

· still required/active

· other risks are identified

· conditions or the task change

· changes in the Legislation, Regulations, Codes of Practice and Standards are advised

· the SWMS is found to be unsatisfactory during the course of work.

8. All active SWMS shall be reviewed at least annually. 
SWMS Guideline
.1.
12 June 2015
PAGE  
PAGE  
2
SWMS Guideline

[image: image1.jpg]