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MOBILE PLANT MODIFICATION - SCOPE OF WORK 
01 Describe the work to be performed 

• Modify and alter OEM systems on mobile plant, complying to (and/or with approval of) WesTrac and
Caterpillar guidelines for modifications.

• Design, modify, install auxiliary components, services, attachments to mobile plant, compliant with WesTrac
specifications & recommendations, and relevant Australian standards

• Provide documented assurance of statutory compliance, including details of compliant standards for all
modifications

• Provide assurance and evidence that the product is safe and fit for purpose with risk assessment details for
modifications and alterations when requested.

• Provide the following for each instillation/modification; operator instructions and training manual, operations
and maintenance manuals, parts manuals, electrical and hydraulic schematics, commissioning
report/checklists

• All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification 

• Have a policy/procedure for the damage of machinery
• Ensure all testing devices being used are calibrated
• All designs to be vetted through WesTrac Engineering where practicable
• All other requirements per the Principal Scope of Works
03 Other Scopes of Work required or relevant to this task 

• Use of hand and power tools
• Use of mobile plant on site
• Use of hazardous substances
• Working at heights
• Hot works
• Use of lifting equipment on site
• Engagement of sub-contractors
04 Policies, procedures and inductions that may be relevant to this Scope of Work 
• Cleaning and Refilling Fluid Containers - Contamination Control (WIN-NAT-BI-0011)
• Fluid Injection Procedure (PCD-NAT-HSEQ-0164)
• Group Isolation Permit (FTT-NSW-HSEQ-0018)
• High Voltage Isolation Permit (FTT-NSW-HSEQ-0017)
• Isolation and Restoration of Energy Procedure (PCD-NSW-HSEQ-0010)
• Live Work Permit (FTT-NSW-HSEQ-0015)
• Machine Modification Justification and Assessment Procedure (PCD-NAT-SAM-0003)
• Machine Modification Management Policy (POL-NAT-SER-0003)
• Machinery and Component Cleaning - Contamination Control (WIN-NSW-BI-0002)
• Manage and Report on System Cleanliness - Contamination Control (WIN-NSW-BI-0001)
• Safety Stands and Jacks Procedure (PCD-NAT-HSEQ-0146)
• Torque Marking Procedure (PCD-NAT-SER-0028)
• SWP – Isolating Plant with no Isolation Point (WIN-NSW-HSEQ-0109)
• SWP - Using a Battery Cart (WIN-NAT-HSEQ-0137)
• SWP - Using a Battery Charger (WIN-NAT-HSEQ-0138)
• SWP – Utilisation of a Starter Isolator Point to Conduct Approved Work (WIN-NSW-HSEQ-0108)
• SWP - Waste Coolant Transfer (WIN-NAT-HSEQ-0120)
• SWP - Working with Nitrogen Charged Pressure Vessels (WIN-NAT-HSEQ-0320)
• Wet Cell Batteries Procedure (PCD-NAT-HSEQ-0158)
• Working on Equipment Loaded on a Float Procedure (PCD-NAT-SER-0003)
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• Workshop Machine Modification Procedure (PCD-NAT-SER-0005)
• All other requirements per the Principal Scope of Works

05 Describe who supplies the materials 

• The decision as to who is providing hardware and materials is to be clarified at the time the purchase order is
raised, between the contracting company and the requisitioner

• The contracting company is to provide all tools necessary to complete the works
• WesTrac may, at its discretion, provide consumables or tooling that it deems necessary to complete the task

06 Describe how the work will be measured 

• Any alterations must be subject to a quality control check/test against the pre-agreed scope of work. This must
be documented fully, and witnessed and approved by a representative of the contractor and a responsible
person from WesTrac

• All other requirements per the Principal Scope of Works

07 Describe at what point will the work be accepted 

• The modification will be accepted when the quality control check has been approved, and the necessary
documentation has been received, checked and approved. The works will not be marked as complete until the
documentation is received

• Acceptance will also be in accordance with WesTrac’s Terms & Conditions or Standing Offer
• Any large discrepancies in cost to be scrutinised between both parties
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CLEANING AND REFILLING FLUID CONTAINERS – 
CONTAMINATION CONTROL 
 
All employees performing this task must comply with this Contamination Control (CC) Work Instruction. 
 
This work instruction is designed to prevent fluids from contamination when decanting into containers. 
 
PROCESS 
        
The following steps must be followed when filling containers: 
 


1) All funnels must be cleaned through the solvent Filtered Parts Washers. Solvent used for cleaning must be at 
ISO Code 16/13 or better. All funnels must be stored in a clean environment, EG: Plastics bags, enclosed 
containers 


a. In the event a solvent Filtered Parts Washer is not available an appropriate Aerosol cleaner may be 
used in conjunction with a lint free cloth to clean and remove all previous fluid.  


2) All oils filled into containers must meet or exceed the required ISO Specification 
3) Containers must be cleaned through the solvent Filtered Parts Washers between refills. Solvent used for 


cleaning must be at ISO Code 16/13 or better 
a. In the event a solvent Filtered Parts Washer is not available an appropriate Aerosol cleaner may be 


used in conjunction with a lint free cloth to clean and remove all previous fluid.  
4) All containers must be sealed and closed when not in use 
5) All spouts and nozzles must be capped when not in use (this includes decanted container and original source) 
6) All containers must have MSD stickers and / or labelling clearly visible, to prevent incorrect fluids being placed  


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


7)  
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FLUID INJECTION INJURY PROCEDURE  
 


1 Purpose 
 


The purpose of this procedure is to ensure that all employees, contractors and visitors are made aware of potential 
impacts caused by fluid injection and the need for immediate medical treatment. 


 


2 Scope 
 


The procedure defines the process to follow when a person receives a Fluid Injection Injury (e.g. hydraulic oil or fluid 
at pressure) 
 
The procedure establishes a minimum course of action and level of treatment for any person who is suspected or may 
have received a high-pressure fluid injection injury. 
 
This procedure applies to any person receiving or suspected of having a fluid injection injury, regardless of how minor 
the incident may appear upon reporting. 


 


3 Procedure 
 


Any person receiving a suspected fluid injection during the course of their work is required to follow the procedure 
below. 


 


3.1 First Response Process 
 


1. Cease work and report injury immediately to leading hand/supervisor. 
2. Seek First Aid Response; transport the affected employee to the First Aid Room. 
3. On suspicion of a fluid injection injury, call for an ambulance via 000. Ensure it is communicated to 000 that the 


emergency is a potential fluid injection injury. The affected employee must not be left alone and must not drive 
themselves to a medical facility. 


4. Prepare Safety Data Sheet of the fluid involved and complete the “Dear Doctor” letter template. These documents 
are to be handed to Ambulance Officers upon arrival. 


5. Inform the Injury Management Advisor of the incident: WA 08 9377 9647 NSW 02 9840 4800 / 0429 668 130. 
Outside of business hours leave a message and log an Online Injury Report. 


6. The supervisor of the affected area is to make the area safe by isolating potential energies or barricading the area 
to restrict access. This will minimise the risk of others in the area being exposed to a potential hazard and assist 
with an Incident Investigation if required. 


 
3.1.1 First Aid Treatment 
 
The affected person should be transported immediately to a first aid facility and treatment should include the following; 
 
1. Follow DRABCD principles. 
2. Gently wash the area to determine point of fluid injection. 
3. Immobilise (using a gentle splint) and elevate the affected limb to a comfortable position. 
4. Obtain and record baseline information (pulse, temperature and blood pressure) ensure regular monitoring (every 


20 – 30 minutes) is undertaken to determine if the affected person is responding to or getting worse from 
treatment received. 


5. The person should NOT be given fluids or food in case surgery or anaesthesia is required and should NOT be left 
alone and must not drive. 


6. Rest and reassure the person to avoid anxiety. 
7. Obtain a Safety Data Sheet of substance from Chemalert refer to Searching for and Printing Off a Safety Data 


Sheet (SDS) or Label in Chemalert (WIN-NAT-HSEQ-0020) 
8. Complete Dear Doctor Fluid Injection Letter (FTT-NAT-HSEQ-0327) 



http://westracnet/DMS/ControlledDocuments/Searching%20for%20and%20Printing%20Off%20a%20Safety%20Data%20Sheet%20(SDS)%20or%20Label%20in%20ChemAlert.docx

http://westracnet/DMS/ControlledDocuments/Searching%20for%20and%20Printing%20Off%20a%20Safety%20Data%20Sheet%20(SDS)%20or%20Label%20in%20ChemAlert.docx
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9. Attending Ambulance officers are to be given a copy of the first aid report, Safety Data Sheet and Dear Doctor 
letter to hand over to the attending medical officer for their reference and assessment. 


 
3.1.2 Signs and Symptoms of Fluid Injection  
 
Signs and symptoms of Fluid Injection may include; 


• Limited initial pain 


• Small red mark where point of entry occurred (Note: This is not always the case, and at times the human eye 
cannot detect point of entry) DO NOT assume a fluid injection has not occurred based on no visual entry 
point. 


• Feeling of numbness or tenseness in affected area 


• After short period increased pain may be exhibited  
 
3.1.3 Incident Reporting 
 
Any incidents of Fluid injection injuries are to be reported to the First Aid Officer, Supervisor / Manager and HSE and 
Injury Management Advisor. Details are to be entered into the Hazard and Incident Database refer to Hazard and 
Incident Reporting and Notification Procedure (PCD-NAT-HSEQ-0107). 
 
The Regional and General Managers are to be made aware of the injury as soon as practicable to do so. The injury is 
then reported through to the Chief Executive.  
 


3.2 Information sources regarding Fluid Injection Injuries 
 
Staff at the Sydney Hospital Hand Unit is available 24 hours a day for advice and assistance in treatment for workers 
suspected of having these injuries. 
 
NSW Locations of Emergency Services: 
 
Sydney Hospital Hand Unit     (02) 9382 7201 
 https://www.seslhd.health.nsw.gov.au/sydney-eye-hospital/services-clinics/directory/hand-unit 
Royal North Shore Hospital    (02) 9926 7111 
John Hunter Hospital   (02) 4921 3000  
 
In WA the nearest primary health care facility can manage the presenting issue. Major trauma and for that matter 
confirmed fluid injection will go direct to one of the following hospitals. 
  
WA Locations of Emergency Services: 
 
Royal Perth Hospital State Trauma Centre  (08) 9224 1444 
Fiona Stanley Hospital     (08) 6152 2222 
 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Regional Managers  


• Ensure that all employees (including contractors and visitors) working under their control are aware of the 
need to follow this procedure. 


  
Area Managers and Supervisors  


• Ensure that all employees (including contractors and visitors) working under their control are aware of the 
need to follow this procedure. 



http://westracnet/DMS/ControlledDocuments/Hazard%20and%20Incident%20Reporting%20and%20Notification%20Procedure.docx

http://westracnet/DMS/ControlledDocuments/Hazard%20and%20Incident%20Reporting%20and%20Notification%20Procedure.docx

https://www.seslhd.health.nsw.gov.au/sydney-eye-hospital/services-clinics/directory/hand-unit
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• Where practical and available, ensure that all hydraulic tooling uses Hyspin Glow 46 Hydraulic oil. (refer to 
safety alert Hyspin Glow 46 Hydraulic Oil as per the Rio Tinto Improvement Gram 2015 for further 
information).  


 
Employees/Contractors  


• Must ensure compliance with this procedure. 
 
The Injury Management Advisor is responsible for: 


• Providing advice and assistance with the injury.  


• Coordinating and monitoring return to work on normal duties in consultation with all stakeholders. 
 


5 Reporting 
 
In the event of a fluid injection incident the Injury Management Advisor must be notified and the Injury Management 
Notification Process (PRO-NAT-HSEQ-0021) must be followed. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the HSE team. 


 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors  
 
Implementation & Review   HSE Manager 
      
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE Advisor or Injury Management Advisor 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


WIN-NAT-HSEQ-0020 
Searching for and Printing Off a Safety Data Sheet (SDS) or Label in 
Chemalert 


PCD-NAT-HSEQ-0107 Hazard and Incident Reporting and Notification Procedure 


FTT-NAT-HSEQ-0327 Dear Doctor Letter for Fluid Injection Template 


External Safety Alert  Rio Tinto Hyspin Glow 46 Hydraulic Oil Improvement Gram 2015 


 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


  


 
The following outlines the reporting requirements related to this Procedure: 
 



http://westracnet/DMS/ControlledDocuments/Searching%20for%20and%20Printing%20Off%20a%20Safety%20Data%20Sheet%20(SDS)%20or%20Label%20in%20ChemAlert.docx

http://westracnet/DMS/ControlledDocuments/Searching%20for%20and%20Printing%20Off%20a%20Safety%20Data%20Sheet%20(SDS)%20or%20Label%20in%20ChemAlert.docx
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Reporting Requirement Reporting Body Frequency 


   


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Baseline Observations Measuring a pulse, blood pressure and temperature 


  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 30/03/2016 Document Creation BG GH GH/BM 


2.0 05/12/2019 Updated Template NT NT GH 


3.0 17/02/2020 
Update first aid treatment to remove “Apply Ice” 
and Sydney hospital contact details.   


BG NT GH 


 
 
 
 





		1 Purpose

		2 Scope

		3 Procedure

		3.1 First Response Process

		1

		2

		3

		3.1

		3.1.1 First Aid Treatment

		3.1.2 Signs and Symptoms of Fluid Injection

		3.1.3 Incident Reporting



		3.2 Information sources regarding Fluid Injection Injuries



		4 Responsibilities

		5 Reporting

		6 Further Information

		7 Accountabilities

		8 Related Documents

		9 Definitions and Abbreviations

		10 Document Amendment History






FORM, TOOL, TEMPLATE
Document Number FTT NSW HSEQ 0018
Next Review Date 10th March 2023
Document Owner HSE Manager


Group Isolation Permit  
Revision: 1.0                                                                              


This Document cannot be modified without the approval of the Document Owner.
This is a controlled quality document whilst on the WesTrac Intranet, all other copies  


are considered uncontrolled and therefore May not be the relevant version.


        Page 1 of 3  
Confidential Level: Green


GROUP ISOLATION PERMIT
Step 1. What is the work?


Work Order No: Date of issue:


Location of Work: WesTrac Supervisor  
/ Manager name:


Isolated By: Authorised by:


Description of Work  
Under this Permit:


Note: Each person involved in the task must sign-on to the permit, when in place, as an acknowledgement that they have been briefed on 
and understand the conditions and requirements of this permit, including any associated procedures and risk assessments.
The Group Isolation Permit does not replace the requirement to have an appropriate risk assessment in place. Lock holders 
must ensure that an appropriate risk assessment is in place, and is reviewed prior to commencing work.


Additional Comments  
(Refer to any relevant Risk 
Assessment for this job)


THIS PERMIT IS VALID ONLY FOR THE WORKS DESCRIBED.  
Note. In the instance that the scope of work changes, notify the team leader as a new permit maybe required to be raised.


Review the below prompt sheet identifying what damaging energies may be applicable to your task 
(tick/circle which will apply)  


Gravitational Energy 


Machine / component / equipment / tooling 
movement
Suspended / falling / shifting loads / 
unsupported material / components
Closing latches / doors / engine / component 
covers / gates / lids


Mechanical Energy
Moving parts of plant (fixed or mobile) or 
material subject to tension or compression. 
Compressed springs and stretched rubber 
bands are examples of stored energy


Electrical Energy


Any item that is in contact with an electrical 
power source: batteries, motors, generators, 
capacitors, switch gear and conductors.
Overhead power / entrenched power lines / 
environment (rain/lightning)
Portable powered tooling / equipment lead / 
outlet condition
Circuits (power, lighting, battery)


Hydraulic
Any machinery part or object that contains 
stored pressurised fluid. Machines that lift 
objects often use hydraulic energy.


Chemical Energy


Any substance that leads to a chemical 
reaction and includes fuel or gas to drive 
combustion. 
Combustible fuels and gases, Vapours, 
Dangerous Goods and Hazardous 
substances


Thermal Energy
Apart from fire, sources could include 
hot liquid, metals, gasses and welding 
processes


Radiation Energy
Any object that emits radiation as its source 
of energy. Sound, Vibration, Magnetic, 
Infrared, Gamma rays, X rays, Laser and 
UV Radiation


Pneumatic


Any machinery part or object that contains 
stored pressurised gas or vapour. 
Pressurised fluids including hydraulic fluid, 
water and slurries, Compressed air and 
other gases. Assembly tools often use 
pneumatic energy to force parts together.
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Step 2. Isolation Identification


The Isolation Officer performs the isolations as outlined in the ‘ISOLATION SECTION’.
The Responsible Team Leader, Supervisor or Manager confirms all isolation(s) have been positively verified prior to authorising this permit


ISOLATION SECTION  
The Group Isolation Officer identifies and lists all isolation requirements within the 
below ‘ISOLATION SECTION’ for the plant or equipment.


RESTORATION OF ENERGY
To be completed by Group Isolation  
Officer once permit closure authorised


Isolation 
Point  
Number


Isolated Equipment/Energy  
description


Isolation 
position


Lock  
Number


Restored 
Position


Lock  
Number


Initials of 
team  
member


1


2


3


4


5


6


7


8


9


10


Total number of Group  
Isolation Locks placed:


Total number of Group  
Isolation Locks Removed:


Request and Approval Signatures


The control measures and precautions for Group Isolation listed above have been implemented and positively verified.   
The Group Isolation key and remaining locks has been placed in the Isolation Lock Box Number ______________


Group Isolation Officer Name: Signature:


Time: Date:


Issue of Permit (completed by Team Leader, Supervisor or Manager)


I hereby authorize this isolation permit for use and have:
 Checked that all Group Isolation Locks have been attached to the correct isolation points
 Confirmed that all isolation(s) have been positive verified
 Checked that the Group Isolation Key has been placed in the Isolation Lock box and I have placed a Yellow Out of Service  


 lock on Isolation Lock Box Number: __________________________________


WesTrac Responsible  
Person Name: Signature:


Time: Date:
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Team Member Sign on:


Each person involved in the task must sign-on the permit, when in place, as acknowledgement that they understand the 
conditions and requirements of this permit, including any associated procedures and risk assessments.


Name Date Time Signature Contact # Company Name


Closure of Permit (completed by Team Leader, Supervisor or Manager)
I confirm that the above permit can be cancelled and have: 


 Confirmed that all persons have removed their Personal Locks from Isolation Lock Box No: __________________


 Notified an Authorised Group Isolator that the permit has been cancelled and that Group Isolation Locks can be removed


 Removed the Yellow Out of Service lock on Isolation Lock Box Number: __________________________________


WesTrac Responsible  
Person Name: Signature:


Time: Date:


Restoration of Energy Closure


All work associated with this Permit is complete and safe. The Restoration of Energy section has been completed and all associated 
locks removed and returned to their storage location.  


Completed By: Signature:


Time: Date:
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HV ISOLATION PERMIT 


  
A High Voltage Isolation Permit is required for site work on high voltage mains and machines 
*Note: ensure all spaces/check boxes/areas for comment within this FTT contain the required data or are marked N/A* 


 
 
 


Prepared by (Licenced Electrician/HV Competent)  
 


Full name:  
Licence number and 
expiry: 


 Signature:  


Safety Observer (Licenced Electrician/HV Competent verifying) 


Full name:  
Licence number and 
expiry: 


 
Signature: 
 


 


Site Location:  


Substation Number/Serial Number/Plant Number:  


ISOLATION DIAGRAM/SINGLE LINE DIAGRAM NO. 
(Single line drawing with isolation points must be attached to the permit) 


Is there an Isolation SWP for the machine? Yes No NA 


If yes, name the SWP  


If no SWP, has a JHA for the HV Isolation been prepared Yes No NA 


Is there a SIS procedure for the machine and HV isolation Yes No NA 


How will you test for dead? 


 
 
 
 
 


List any additional controls required 
for the job 


 
 
 


Scope: 
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ISOLATION PROCEDURE 


STEP EQUIP. ACTION REQUIRED LOCK NO. INITIAL/Time 


1     


2     


3     


4     


5     


6     


7     


8     


9     


10     


11     


12     


13     


14     


15     


16     


17     
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Signature of workers 


SIGN ON 
I have received instructions from the HV Permit holder isolating the job 
to work in or on the HV machine. I have read and understood the 
relevant procedures for the job. I am satisfied the job has been 
isolated, safety barriers and warning signs are in place. 


SIGN OFF 
I have received instructions form the HV Permit 
holder to discontinue work on the machine 
covered by this permit. I will therefore regard this 
machine as now being live. I have removed any 
working earths applied by myself. 


NAME SIGNATURE ON DATE/TIME SIGNATURE OFF DATE/TIME 


     


     


     


     


     


     


     


     


     


     


     


     


 


ISOLATION PROCEDURE COMPLETED 


I hereby confirm that power has been isolated from the mains/machine as outlined in the attached SWP or JHA for the 
specific job.  
 


Isolation Completed by (HV Electrician):  


Signature: 
 


Date: Time: 


DECLARATON BY HIGH VOLTAGE ACCESS PERMIT HOLDER 
1. I hereby confirm that I understand the mains and apparatus to which access is permitted. I shall regard all mains 


and apparatus not covered in this permit to be ALIVE. 


2. I note the nearest live points are: 


 


 


3. I agree to inform the working party of all conditions pertaining to this permit 


4. I have placed a Out of Service lock on the machine or on the permit lock box 


5. I hereby accept this High Voltage Permit 


 


Name:_______________________  Signed:______________________  Date:__________ Time: ______ 
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SURRENDER OF HIGH VOLTAGE ISOLATION PERMIT 
1. I hereby state that all work on the mains and apparatus allocated to me under this HV Isolation Permit has now 


ceased, that all persons authorised by me to work have now signed off and that all those persons and myself will now 


regard the Mains and Apparatus as being live. 


2. I confirm that the Mains and Apparatus has been restored to the condition in which it was handed over to me in regard 


to this Isolation Permit 


3. I can confirm that any working earths applied to the Mains and Apparatus covered in this permit have been removed 


and that it is safe to re-energise the Mains and Apparatus. 


I hereby surrender this High Voltage Isolation Permit to   …………………………………………. 
                                                                                                (Licenced Electrician/HV Competent) 
 
Signature …………………………………………… Date …………………………………..   Time ………………………… 


 
 


CANCELLATION OF ACCESS PERMIT BY HIGH VOLTAGE AUTHORISED ISOLATOR 
 


1. I accept the statement pertaining to the surrender of the High Voltage Access Permit by the High Voltage Isolation 


Permit Holder. 


2. I hereby confirm that the power has been restored to the Mains and Apparatus following the switching schedule 


above. 


Restoration Completed by (Licenced Electrician/HV Competent): ……………………………….. 
 
Signature…………………………   Date …………………   Time ………………………… 
 


 


ENERGISATION PROCEDURE 
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ISOLATION AND RESTORATION OF ENERGY PROCEDURE 


1 Purpose 
 
The purpose of this procedure is to outline a safe and efficient process for the isolation and restoration of 
damaging energy sources. It is intended to: 
 


• Assist in achieving a safe state for plant and equipment through the effective isolation and restoration of 
damaging energy. 


• Prevent injury to personnel from damaging energy sources by: 
o identification of damaging energy sources (primary and secondary) 
o control of damaging energy sources 
o application of Personal Danger Lock/s.  
o ensuring the safety of personnel through adequate communication and feedback. 
 


2 Scope 
 
This Procedure applies to any person on a WesTrac site and any WesTrac employee working at a customer site. Any 
contractor or visitor under the direction and instruction of WesTrac must also adhere to the requirements within this 
Procedure.  
 
If a Customer site exceeds the requirements of this Procedure or as otherwise agreed with the customer in writing, the 
Customer’s procedure must be followed. 


3 Procedure 
 


3.1 Life Saving Commitment Requirement 


Inadequate isolation presents a risk with the potential to cause a fatal event and as such is one of WesTrac’s Life 
Saving Commitments. Life Saving Commitments provide absolute clarity on 
expectations to manage fatal risks and prevent someone from being seriously 
injured or killed. The Isolations Life Saving Commitment outlines:  


I will always discharge, isolate and lockout all applicable energy sources 
before working on any plant or equipment.  


1. Review procedures, equipment manuals or speak to your supervisor to 
make 100% sure of what isolations need to be in place.  
 


2. Ensure all stored energy sources are identified and the applicable energy is 
controlled prior to starting work. 
 


3. All isolations must be positively locked with a personal lock and verified 
 


4. Never remove another person’s danger tag or lock unless authorised to do so.  
 


5. You shall not operate any isolated device when there is a Personal Lock attached. 
 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment will initiate a full 
investigation process with disciplinary action as required. For specific information on Life Saving Commitments refer to 
the Life Saving Commitment Policy (POL-NAT-HSEQ-0100).  







 


PROCEDURE 


Document Number PCD NSW HSEQ 0010 


Next Review Date 9th April 2023 


 Document Owner  GM – Safety, Security, Risk NSW 


  
 


ISOLATION AND RESTORATION OF ENERGY PROCEDURE NSW Page 2 of 17


  
Revision: 1.0  Confidential Level: Green


  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


 


3.2 Damaging Energy Sources 
 


Energy Damaging source (examples)  


Mechanical 
Moving parts of plant (fixed or mobile) or material subject to tension or compression.  
Compressed springs and stretched rubber bands are examples of stored energy. 


Gravity 
Personnel working at height, Suspended loads, Persons or Objects on gradient, Contained liquids 
or granular materials. 


Electrical 
Any item that is in contact with an electrical power source: batteries, motors, generators, 
capacitors, switch gear and conductors. 


Chemical 
Any substance that leads to a chemical reaction and includes fuel or gas to drive combustion.  
Combustible fuels and gases, Vapours, Dangerous Goods and Hazardous substances 


Thermal Apart from fire, sources could include hot liquid, metals, gasses and welding processes. 


Radiation 
Any object that emits radiation as its source of energy.  
Sound, Vibration, Magnetic, Infrared, Gamma rays, X rays, Laser and UV Radiation 


Hydraulic 
Any machinery part or object that contains stored pressurised fluid. Machines that lift objects often 
use hydraulic energy. Examples include hydraulic cylinders and hydraulic hoses  


Pneumatic 


Any machinery part or object that contains stored pressurised gas or vapour i.e accumulators or 
struts. Pressurised fluids including hydraulic fluid, water and slurries, Compressed air and other 
gases. Assembly tools often use pneumatic energy to force parts together. 
 


Table 1. MDG 40 Guideline for Damaging Energy Control 


 


3.3 When is Isolation required? 
 
Isolation of energy sources is required for all physical work conducted on plant, machinery or equipment of any kind 
where damaging energies are present or could be generated. Isolation is also required wherever the risk assessment 
identifies potential exposure to stored damaging energy or substances, or when required by equipment-specific 
isolation procedures. 


 
Isolation is required whenever: 


• Any physical work is being performed which includes, but is not limited to: 
o Repairs 
o Maintenance 
o Modifications 
o Construction 
o Inspections (that requires entering the footprint of the machine) 
o Testing, and fault finding, where it is physically possible to isolate equipment 


• Inspections are being undertaken that involve checking of equipment components and/or fluid levels. 


• Refuelling is being carried out (excluding light vehicles)  


• A person enters the footprint or articulation of Mobile Equipment (refer to section 4.5, Appendix 1) unless 
under the circumstances outlined in 3.3.1. 
 


3.3.1 When is Isolation NOT required? 
 
Isolation is not required when: 


• A machine is being used for its intended operational purpose with no activities taking place in or around 
machinery 


• Inspections are undertaken that do not require moving into the footprint of the equipment and being in the ‘line 
of fire’. 


• Accessing plant or equipment for the purpose of performing and verifying isolations. 
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• Mobile equipment with all energy sources removed and discharged will be classified as a chassis, and a 
personal danger tag and lock will not be required. Isolation/tagging must be applied once an energy source is 
introduced which may present a risk (i.e a charged accumulator or strut). Where No lockout mechanism 
exists, a group isolation box may be utilised and located within the work area. Refer to SWP – No Isolation 
Point.  


• Refuelling and undertaking pre-start inspections on light vehicles or forklifts, with engine turned off. 


• Customer(s) accompanied by a WesTrac representative, conducting a visual inspection ONLY on a static 
machine(s), displayed in designated sale yard. Although isolation is not required, plant and equipment should 
be shut down for the conditions of operation mentioned above. 
 
Note. Where a customer(s) is conducting a visual inspection ONLY on a fundamentally stable machine in an 
operational area, the accompanying WesTrac Representative(s) must apply their Personal Danger Lock(s) 
and Tag (s) to cover all customers, prior to anyone entering the machine footprint. Refer to WIN-NAT-HSEQ-
0196 Testing, Evaluation and Demonstrating Machines Procedure. Customers performing any other tasks, are 
required to adhere to WesTrac procedures. Visitor locks/tags may be used where available for individual 
visitors. 
 


3.4 WesTrac Isolation Tags and Locks  


WesTrac uses the below isolation tags/locks and associated systems: 


    


“Personal Danger Tag” - 
(Red, Black and White) 


“Out of Service Tag" 
(Yellow, Black and 


White) 


"Live Work Tag" (Pink, 
Black and White) 


 “Information Tag” 
(Green) 


 


 


 


 


Personal Lock (Red) Out of Service Lock 
(Yellow) 


Group Isolation Lock 
(Blue) 
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Hard plastic or paper tags may be used, and relevant details must be legibly printed on all tags. If you have a personal 
lock/tag in your possession and you are not absolutely clear about the requirements to isolate/tag, then do not 
proceed until you have discussed it with your supervisor and understand the procedure fully. 


 


3.5 Isolation and Restoration of Energy Process  
 
WesTrac uses a 6 step process that must be followed. If in doubt at any point you must STOP and speak with your 
leader before commending with the job. 
 
The following provides additional detail and requirements for each of the 6 steps when isolating plant and/or 
equipment you must follow the below outlined process: 
 
 Step 1 - Identify the Energy Source(s)  


1. Identify all energy sources applicable to the scope of task through your risk 


assessment and referring to relevant documentation (drawings, SWP, SIS, 


schematics etc.).  


2. Identify the isolation points for each energy source . 


3. Before isolating equipment notify all key people who can be affected by the 


isolation to ensure no safety or operational problems will be created. 


 Step 2 - Isolate Energy Sources / Substances(s):  
1. Carefully ground all of the machines implements and Ground Engaging Tools 


(G.E.Ts). 
2. Shut the plant down. 
3. Ensure there is zero potential for uncontrolled movement and the plant or 


equipment is fundamentally stable (install wheel chocks or use a suitable berm 
if on a customer site). 


4. De-energise all applicable stored energy sources. These may include shedding 
electrical loads or bleeding off stored hydraulic or pneumatic pressure such as 
accumulators. 


5. Note: Where more than one piece of equipment is connected, but the fault lies 
with only one piece of the equipment, both items of equipment should be 
isolated and locked. 


 


Step 3 - Place Isolation Lock(s), Tag(s) and / or Permit(s):  
1. Relevant Locks, Tags and/or permits are to be applied to the Master Isolation 


Point in accordance with details set out in this procedure. 







 


PROCEDURE 


Document Number PCD NSW HSEQ 0010 


Next Review Date 9th April 2023 


 Document Owner  GM – Safety, Security, Risk NSW 


  
 


ISOLATION AND RESTORATION OF ENERGY PROCEDURE NSW Page 5 of 17


  
Revision: 1.0  Confidential Level: Green


  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


 Step 4 –Verify Isolation:  
1. All isolations must be checked to VERIFY the isolation has been effective 


(positive isolation).   
2. Identify the suitable verification and testing methods that are to be applied (e.g. 


refer to SIS / Isolation Procedure or Safe Work Procedure). 
3. Clear the area of all personnel, prior to verifying isolation effectiveness. 
4. Test isolation effectiveness by one or more of the following means: 


o Test / Try by attempting to start mobile equipment / plant.  
o Open pipeline valves (release/discharge pressure in a safe manner) 
o Visual Indication Checks (e.g. physical separation of the isolator or 


plug and socket).  
o Checking presence of voltage (Check circuits are de-energised) 
o Confirm secondary energies are secured (e.g. shedding electrical 


loads, chocking, bleeding off pressure from hydraulic / pneumatics 
sources, counterweights are secured etc.) 


o Physical Measurement – using pressure gauges, non-contact voltage 
detectors or multimeters.  


Note: where the voltage exceeds low voltage (>1000V AC or 1500V DC) a 
licenced electrician competent in HV is required to conduct verification of 
isolations. 


 


Step 5 – Perform Work Safely  
1. Carry out the required tasks in line with the risk assessment and relevant 


procedures. 
2. Any person joining the task after it has started must inform the work party of 


their presence and follow the applicable process for Personal Isolation or 
Group Isolation. 


3. Where work continues into next shift, an Out of Service Tag and Lock must 
remain in place until the work is completed. 


4. Return the work area to a safe state.  
a. Clear the work area (e.g. dispose of rubbish, roll up hoses, remove 


tools). 
5. Verify that the work has been completed as per SIS guidelines or the relevant 


quality standards. 
6. Ensure that all persons working on the affected plant or equipment have 


completed their tasks and are clear of the work area.  Advise all relevant or 
affected parties of the intention to restore energy. 


 Step 6 – Restore Energy Sources 
7. Once remedial work is complete, all tags and locks must be removed before 


the plant is returned to operational status. 
1. Communicate with the work group and restore all isolation devices to their 


normal state in accordance with energy restoration procedures for the 
equipment. 


2. You must place an Out of Service Tag on the master isolation point if it is not 
safe or ready for service. 
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3.6 Isolation Points  
 
Only the master isolation point on mobile equipment is to be used to 
isolate the equipment unless outlined in Section 3.6.1 and 3.6.2. 


Some switches are not isolating switches but are relays and will not give 
sufficient protection. Switches of this type are:  


• Push button-type emergency stop buttons 


• Rope lanyard switches, and 


• Run-off control switches. 


These are not to be used as isolating devices. 
 
3.6.1 Lockout System – Starter Isolator (Caterpillar Mobile 


Equipment Only) 
 
A Starter Isolation Point is designed and engineered to physically isolate power to a machines starter motor, 
effectively preventing the machine from being started. The Starter Isolation point is a useful tool that allows approved 
work to be conducted on auxiliary systems, but it MUST be understood that:  
 
STARTER ISOLATION POINTS MUST NOT USED IN PLACE OF THE MASTER ISOLATOR. WHERE FULL 
ISOLATION IS REQUIRED THE MASTER ISOLATION POINT MUST BE USED AND EQUIPMENT TESTED FOR 
DEAD. 
 
Starter isolators are not to be used for isolation in place of a master isolator (battery isolator). Where a starter isolator 
is not installed, machines must be fully isolated, or work must be performed under Live work conditions (See 3.7). 
 
Use of a starter isolator as a point of isolation may be used under approved operational conditions ONLY as outlined 
in WIN-NSW-HSEQ-0108 and under the responsibility of a Principle Controller. 
 
Starter Isolation - Principal Controller 
 
The competent person in control is known as the Principal Controller. The 
Principal Controller is responsible for overseeing the task and will be 
identified and legible on the JHA. 


 
1. Access to equipment / plant is prohibited without first contacting 


the Principal Controller.  
 


2. All personnel working on that specific job are required to review 
and sign on to the JHA. 


 
The below process must be applied as per SWP - Utilisation of a Starter 
Isolation Point to Conduct Approved Work(WIN-NSW-HSEQ-0108): 
 
1. A JHA is to be completed for all works using the starter isolator, 


incorporating all relevant controls outlined in the Isolation and Restoration of Energy Process (Section 3.4) 


2. Only qualified tradespersons or those under direct supervision of a tradesperson can isolate under a starter 
isolator point. 


3. Each person working on the equipment places their RED personal locks on the starter isolator. 
4. Battery isolator is positioned to the “ON” position. 
5. Prior to starting task, you must test for dead, ensuring that the engine cannot start. 


Figure 1 Master Isolation Point (RED) MUST be 
used where full Isolation is required. 


Figure 2 Isolation using the Starter Isolator  
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If another work party will be conducting works simultaneously; principle controller must be notified and a JHA must be 
amended to capture additional scope of work or a new JHA must be written with all associated team members. 
 
3.6.2  Lockout System – No Isolation Point 
 
The purpose of lockout is to prevent unauthorised access to the ignition and controls of a piece of plant/equipment. 
Where equipment has not been fitted with a positive lockout mechanism or has a stored energy source that cannot 
be readily isolated and locked, a risk assessment must be performed prior to any work starting. The risk assessment 
must identify the safest means of positive isolation, with a process developed and in place to manage the control of 
such isolation.   


Refer to SWP– Isolating Plant with no isolation point (WIN NSW HSEQ -0109). 
 


3.7 Group Isolation  
 


During complex work where multiple team members may be working on a machine 
or fixed plant it may make it necessary to complete the work under Group Isolation. 
Examples include a task requiring the isolation of multiple isolation points or a large 
number of team members requiring personal isolations. This will be at the direction 
of the Supervisor, Manager or a Team Leader.  
 
When isolation is in effect, the Isolation Lock Box holds and displays the permit and 
an Out of Service Lock attached to it. The Lock Box contains the key to the Group 
Isolation Locks that have been attached to each isolation point, (including any 
unused Group Isolation Locks). 
 
The following principles apply to group isolation: 
 


1.  A Group Isolation Permit must be raised by a Group Isolation Officer and signed off the by relevant 
Supervisor, Manager or Team Leader prior to commencement of work. Only team members deemed 
competent in performing isolations (see Section 3.10) may perform the role of a Group Isolation Officer. 


2. Group Isolation Permits (FTT-NSW-HSEQ-0018) must include: 
a. A detailed description of the works to occur 
b. Identify all energies that have been locked out and the relevant isolation point 
c. Sign off by the Group Isolation Officer performing the isolations 
d. Sign off by the Team leader, Supervisor or Manager who validates 


the isolations 
3. Group Isolation Locks (Section 3.9) must be used on the relevant isolation 


points. The relevant Supervisor is required to check that isolations are 
correct and verified prior to allowing anyone to place their personal lock onto 
the nominated lock box.  


4. Once approved, the Supervisor must attach an Out of Service lock to the 
lock box. Isolation Lock Box must be as close as is practical to the work site. 
 


5. All lock holders must carry out the required tasks in line with the risk 
assessment and relevant procedures. 


 
Note: The Group Isolation Permit does not replace the requirement to have an 
appropriate risk assessment in place. Lock holders must ensure that an appropriate risk assessment is in place, 
and is reviewed prior to commencing work.  


 
6. At the conclusion of the scope of work relevant for the permit, all red locks are to be removed and the Group 


Isolation Permit Restoration of Energy section completed and signed off by a Team Leader, Supervisor or 
Manager prior to removing the Out of Service lock from the lock box. 


Figure 4 Group Isolation locks 
must be used on all relevant 
isolation points 


Figure 3 Group Isolation in 
place with permit 
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A Group Isolation can remain in place for the duration that the Group Isolation Permit scope of work remains the 
same. A team leader may authorise cancellation of the permit at any time by completing the Restoration of Energy 
section of the permit prior to removing the Out of Service lock. If the scope of isolation changes, the permit needs to 
be cancelled and a new permit raised. 
 


3.8 Live Work (Mobile Equipment)  
 
Live Work’ is defined as any task (e.g. testing, commissioning or fault finding of mobile equipment) where the machine 
or system is live and the employee(s) is required to enter the machine footprint.  
 
This process is designed for the following tasks:  


• Testing; 


• Calibration; 


• Fault Finding; 


• Commissioning of plant or equipment while it is in operating mode; and 


• Activities where isolation is not physically possible due to the nature of the work. 
 


Note – when operating and/or moving a machine as per its intended purpose and/or there is no testing, calibration, 
fault finding or commissioning being conducted, no Live Work Tag is required (e.g. moving a machine from a wash 
pad to a workshop, operating a machine as it is intended). 
 
Where possible the need to enter the footprint of a live machine shall be eliminated. Where live work cannot be 
eliminated then risk controls shall ensure that the risk to our people is As Low as is Reasonably Practicable (ALARP) 
and that the following process are applied in order to safely perform the tasks described in this section.  As an 
additional control measure, where energy sources can be isolated by the starter motor, the Principle Controller may 
identify this in the JHA and place the Starter Isolator in the OFF position  in conjunction with the Live Work process. 
This may apply if there are multiple energy sources on a piece of equipment and the Live Work process is only 
required to be used for one energy source. 
. 
 
Principal Controller 
 
The competent person in control is known as the Principal Controller. The Principal 
Controller is responsible for overseeing the task and will be identified and legible on the 
Live Work Tag (including contact details). 


 
1. The Principal Controller must place one tag on the main (battery) isolation point 


and one tag on the principal control point (e.g.in the cab).  
 


Note. Machines without a main (battery) isolation point, will only apply a tag to the 
principal control point. 


 
Live Testing Setup   
 


1. As a minimum, an approved Live Work Permit shall be completed prior to 
commencing live work and controls as identified implemented. The Permit must 
include the following: 


o Management of inadvertent access – e.g. spotters and/or demarcation / 
barricading.  


o An agreed communication method (prior to any machine movement) to 
ensure line of sight of personnel within the footprint of machine or in 
positions of line of fire – e.g. spotters, radio etc. 


o An outline of all relevant hazards/controls to be captured in a JHA or 
reference to the relevant SWP.   


Figure 5 Live Work Tag on 
Battery Isolator  


Figure 6 Live Work Tag on 
Steering Wheel  (Principle 
Control point) 
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o Scope of work that has been approved by the principle controller. 
o Note: A Permit may contact multiple tasks (i.e checking reverse beeper, front lights, indicators and 


wipers) however only one task or job can be completed at a time. 
2. For Live Work tasks, the Permit requires approval from the Team Leader or Supervisor.  The Permit is valid 


for the duration of the tasks outlined in the Permit and will require close out by the Principle Controller prior to 
end of their shift.  


3. All personnel working on that specific job are required to place their name on the ‘Live Work’ Permit.  
4. Access to energised equipment / plant is prohibited without first contacting the Principal Controller. 
5. Personnel not involved in the Live Work task, shall keep clear of the area at all times. 


 
Where Live Work is occurring on routine tasks, Safe Work Procedures will be required to be developed to incorporate 
the live work process. 
 
Note: In the instance of remote work (e.g. Field Services) the Permit must be raised and authorised by the Principle 
Controller.  
 


3.9 High Voltage Work / High Voltage Permit 
 
Any plant, machinery or equipment requiring work with the potential voltage exceeding 1000V a.c. or 1500 V d.c is 
defined as High voltage (HV).  
 
All High Voltage isolation and verifications for isolation tasks must be conducted by appropriately licenced electricians 
with HV training and competency (see 3.11).  
 
High Voltage Isolation Setup 
A HV Isolation permit – FTT-NSW-HSEQ-0017 shall be completed by a competent HV electrician prior to commencing 
any task where HV is present. All completed HV permits must be verified by a HV electrician second to the person 
who completed the permit. 
 
 
The HV Isolation Permit includes the following: 


o All isolation points and steps in isolation  
o How to earth/test for dead 
o Other controls in place  
o Details of the team member responsible for isolating (HV electrician) 
o Details of the Safety Observer. The Safety Observer is a team member responsible for spotting during 


the isolation and also verifying the isolation (HV electrician) 
o Plant number / serial number 
o Single line diagram attached with isolation points identified 
o SWP reference  


 
HV Electrician(s) are authorised to isolate high voltage power sources within mobile plant and fixed plant (e,g, HV 
switching for Rope Shovels, Electric Dozers, AC/DC Haul Tracks and Generator UPS Systems).  


Where High Voltage access is not required mechanical tasks may be completed (so long as all High Voltage points on 
the machine are clearly visible with stickers or covered to remove accidental access) and the mechanical work 
required does not connect in any way to the HV charge or residual charge in the machine. 
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3.10 WesTrac Isolation Tags and Locks  
 
3.10.1 Personal Isolation 
Personal Isolation refers to an isolation that involves the direct application of a Personal Lock and 
Danger Tag (if applicable) to an isolation point. The following specifies the use of Personal Danger 
Tags and Personal Locks. These are designed for your personal protection and everyone is 
responsible for following these procedures. 


1. Visitors/Contractors may use their own personal lock provided it meets WesTrac Standards 
2. Each person is responsible for the security of their own Personal Lock(s) key. 
3. You shall complete a risk assessment before you commence work and before attaching your 


personal lock  
4. If your Personal Lock does not have your name and contact details engraved on the lock, you 


must also attach a Personal Danger Tag which clearly states your personal details.  
5. Keys must be kept in a safe place away from locks at all times when equipment is isolated. 
6. You shall ensure that the equipment is isolated correctly as per section 3.5. 
7. If in any doubt as to where and how to isolate, you shall ask for assistance from your supervisor. 
8. Attach your Personal Lock and Danger Tag (if applicable) to the correct isolation point on the plant before you 


begin work. If utilised, ensure your Personal Danger Tag is legible and clearly visible 


3.10.2 Removal of Personal Danger Tags and Locks 


• You must remove your own Personal Lock and Tag (if applicable): 
o after the work is completed 
o when you leave the job 
o when you leave the site / branch. 


If you fail to remove your Personal Lock/s and Danger Tag/s as required by this procedure, you shall where possible 
be advised to return to the job immediately to remove YOUR Personal Lock/s and Dangers Tag/s.  


You shall not remove another person’s Personal Lock/s and Danger Tag/s without authorisation. In an emergency the 
supervisor/operational manager shall account for all personnel with personal locks and danger tags on the isolation 
device before the supervisor/operational manager removes the Personal Lock/s and Danger Tag/s. If this occurs, an 
incident report must be lodged in OnTrac (See Section 6.1). 
 
3.10.3 Out of Service Tag  
 
The Out of Service Tag is designed to provide information regarding unsafe or faulty plant or equipment tagged out of 
service and to prevent injury to personnel or damage to plant 


• The out of service tag does not provide you with specific personal protection. 


• You shall attach an Out of Service Tag to an isolation point, whenever the operation of that plant is found to 
be unsafe/faulty or being repaired 


• You shall notify your supervisor that an Out of Service Tag has been utilised as soon as possible, but no later 
than the end of the shift 


• You shall ensure the Out of Service Tag is legible with the details regarding the issue. 


• If you are in any doubt as to the location of the isolation device, ask for assistance from your supervisor 


• You shall not operate any isolated device that has an Out of Service Tag attached. 
 


Figure 7 
Personal 
Isolation Lock 
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3.10.3.1 Out of Service Lock 
 
An Out of Service lock is designed to accompany an Out of Service tag when there is a requirement 
for a more secure and long-term isolation. Examples may include long term out of service machines 
in a yard to prevent inadvertent start up, or during Group Isolation. 
 
Only supervisors and team leaders are authorised to hold a yellow Out of Service lock key. When 
placing a yellow Out of Service lock on a machine, an Out of Service Tag must be attached to 
Lock and ensure the Out of Service Tag is clearly visible. 
 
Note, where branches utilise a lock for an extended period time, it is recommended to keep a central 
register of the machine lock out reasons and the damaging energies locked out to assist with risk 
assessment and record keeping should the Out of Service tag fade.  
 
If work is to be carried out on any machine or mobile plant that has a yellow Out of Service Lock, authorisation must 
be sought from the supervisor or team leader. 


If electrical equipment 240/415v is locked out for disconnection or safety, the lock must remain in place until the job is 
finished and inspected by a competent person.  
 
3.10.4 Group Isolation Lock 
 
Group Isolation Locks are used whenever a Group Isolation is in place. Any team member 
competent in isolation as per Section 3.10 can use the Group Isolation Locks when carrying out the 
Group isolation procedure as per Section 3.5 and records the locks used on the Group Isolation 
Permit. 
 
The remaining Locks and key are secured inside the Isolation Lock Box once all isolation points 
have been isolated and locked out. 


Group Isolation locks re to be: 


- Each group of isolation locks will be master series and keyed alike 
- Engraved with the key # reference 
- Engraved with the number of lock series i.e. 01 of 5  
- The Group Isolation Lock(s) and key is stored in the lockout station when not in use.  


 
3.10.5 Live Work Tag System 
 
The Live Work Tag (FTT-NSW-HSEQ-0016 ) is designed to provide an authorised and competent 
employee with exclusive control over the operation of plant or equipment. 
 


1. The Principal Controller must place one tag on the main (battery) isolation point and one tag 
on the principal control point (e.g.in the cab). and / or access points as defined in an approved 
JHA. 


2. The Live Work tag must contain as a minimum the Principle Controllers Name, Date and 
Contact details. 


3. The Principal Controller is the only person permitted to remove the Live Work Tag. 
 


Figure 9 Group 
Isolation Lock 


Figure 10 Live 
Work Tag 


Figure 8 Out of 
Service Lock 
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3.10.6 Information Tag 


1. The Information Tag shall be used to pass on general information about plant or equipment 
which does not require an Out of Service Tag.  Some examples are: 


a. Company vehicle with faulty air conditioning 
b. Heavy vehicles with a minor fault that does not affect the operation of that vehicle. 


2. You shall not use an Information Tag for the purpose of personal protection or identifying plant 
that is out of service 


3. The Information Tag shall be filled out legibly and placed in a position that will be seen by the 
operator of the plant. 


4. The Information Tag can be removed by an authorised and competent person once the 
information is no longer required or is invalid.  
 


3.10.7 Multi-lock Device (e.g. scissor clip) 
 
 A multi-lock is a device that can be attached through the isolation 
point to secure the isolation and has a series of holes allowing the 
application of multiple locks.  
A multi-lock device is used: 


o in conjunction with Personal Isolation Locks; 
o on Isolation Lock Boxes if there is a shortage of holes. 


• A multi-lock device is not required when placing a Personal 
Lock directly onto a Lock Box. 


• Where a longer scissor clip is unavailable, “daisy chaining/piggy 
backing” scissor clips may be utilised where Group Isolation is 
not suitable. 


 
3.10.8 Isolation Lock Box  
 
An Isolation Lock Box can be used for Group Isolations (Refer to 
Section 3.7) or when there is no other lock out mechanism 
available (refer to WIN-NSW-HSEQ-0109).   


• Each Isolation Lock Box will be uniquely identified 
by “Site-XX” Example: Tomago GWS Lock Box #01 (GWS-01) 


 


• When a Group Isolation Permit IS in place:  
o Secures the Group Isolation Lock key and 


remaining Group Isolation Locks inside.  
o May hold the associated Group Isolation Permit that 


is in place.   
o Lock Holders attach their Personal Lock to the 


outside of the Isolation Lock Box.  
 


• When a Group Isolation Permit IS NOT in place:  
o Stores the Group Isolation Locks and keys 


 


3.11 Training and Awareness 
 
Isolation Training is required for any person involved in isolations. Training consists of a combination of the following:  


• Theory Training – learn the WesTrac Isolation and Restoration Procedure requirements. 


• Practical Training – learn how to isolate in accordance with Mobile Plant or Task-specific Isolation Procedures. 
 
 


  


Figure 11 
Information Tag 


Figure 52 & 13 Example scissor clips 


Figure 14 & 15 
Example Lock Boxes 
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Isolation Authority Role Role Training Requirements 


Visitors / Customers 
Internal / External 
personnel 


1. Nil requirement 


All Employees 
All WesTrac Employees / 
Contractors 


1. LSC Online Awareness 


Personal Isolation    
All Operational personnel 
(excluding admin role) 
 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


Move or test mobile plant incl. 
spotters 


Operational Personnel 
as identified in the 
training matrix 


1. Limited movement training (WesTrac Institute) 


Group Isolation  


Operational personnel 
are nominated based on 
task by the Team 
Leader/Supervisor or 
delegate 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


Group Isolation or Live Work 
authorisation 
 


Team Leader/Supervisor 
or delegate 


1. Isolation and Restoration of Energy Training 
(Westrac Institute) 


2. LSC Online Awareness 


High Voltage Isolation HV Electrician 


1. Licenced Electrician (Pre-requisite) 
2. Isolation and Restoration of Energy Training 


(Westrac Institute) 
3. High Voltage Competency Training 


4 Responsibilities 
 
Area/Branch/Project Manager 


• Must ensure compliance with this procedure and enforce where required 


• Provide adequate training to all employees, contractors and visitors where appropriate 


• Provide employees with the required tags and locks as described in this procedure. 


• Provide advice on processes and requirements 


• Actively monitor isolation and restoration of energy processes through Safety Interactions 


Supervisor/Coordinator 


• Must ensure compliance with this procedure and enforce where required. 


• Must ensure that employees, contractors and visitors have access to the required hardware (Locks and Tags) 
as described in this procedure 


• Provide advice on processes and requirements 


• Review and approve JHA’s and SWP’s that relate to work carried out that involves an isolation of plant / 
equipment. 


• Actively monitor isolation and restoration of energy processes through Safety Interactions 


Principal Controller (Live Work) 


• A trained and competent person in the task involving live testing and adjusting.  


• Ensure only employees directly required in testing and adjusting are permitted to tag onto the machine.  


• Maintain awareness of workers directly involved in testing/adjusting activities 


• Stop work where positive contact cannot be made with a person tagged onto a task.  


Principal Controller (Starter Isolation) 


• A trained and competent person in the task involving use of a Starter Isolator while work is conducted.  


• Ensure all damaging energies are adequately managed and documented in the JHA.  
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• Ensure all employees working on the machine sign on to the JHA prior to allowing them to tag onto the 
machine.  


• Maintain awareness of workers directly involved in work activities 


• Stop work where positive contact cannot be made with a person tagged onto a task.  


All Employees 


• Follow this procedure at all times when working with plant or equipment that requires an isolation of energy. 


• Ensure they do not override any isolation on a device that is locked out or take actions knowingly to make 
another person’s isolation ineffective. 


• Plan the isolation activities before the physical work starts to identify all equipment and systems that will be 


affected by the isolation. 


• Guarding is in place before operating machinery or equipment. 


• Energy is dissipated, isolated, tagged and checked for dead 


• Line manager consulted if unsure about isolation processes and requirements 


5 Reporting 


Monitoring of isolation and restoration of energy processes are to be conducted by leadership personnel during Safety 
Interactions. During safety interactions leadership personnel should check to ensure that correct isolation practices 
are being conducted, confirm involved employees are aware of energy associated with the task and verify that energy 
has been released. This can be conducted verbally (step by step verification) and visually to ensure that appropriate 
tags, chocks etc. are installed.  Coaching is to be captured in OnTrac and non-compliances raised as either a hazard 
(for communication through line management) or an incident for investigation into root cause. 
  


6 Further Information 
  
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact the HSE Advisor or Area Manager. 
 


6.1 Breaches 


Isolation/tag out procedures have been implemented to protect people and plant. In addition, tags are installed to 
provide information to others as a last line of defence. A failure to abide by processes in this procedure may place 
yourself or others at risk, subsequently these acts or omissions must be reported in OnTrac as an incident and an 
investigation process will be required which may result in disciplinary action. 


The Isolations Life Saving Commitment is non-negotiable, and any breaches of the Commitment or this procedure will 
initiate a full investigation process with disciplinary action as required. For specific information on Life Saving 
Commitments refer to the Life Saving Commitment Policy (POL-NAT-HSEQ-0100). 


7 Accountabilities 


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk     


Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
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8 Related Documents  


This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-HSEQ-0100 Life Saving Commitment Policy 


WIN NSW HSEQ 0108                   SWP – Utilisation of a starter isolation point to conduct approved work  


WIN NSW HSEQ -0109                    SWP – Isolation plant with no isolation point  


FTT NSW HSEQ 0015          Live Work Permit 


FTT NSW HSEQ 0016   Live Work Tag 


FTT NSW HSEQ 0017    High Voltage Isolation Permit. 


FTT NSW HSEQ 0018  Group Isolation Permit 


This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 


Title Description  


WHS Act, 2011 Duty of Workers (s28) 


WHS Regulations, 2017 Managing Risk to Health and Safety (cl32-38) 


Code of practice Managing risks of plant in the workplace 


Code of practice Managing electrical risks in the workplace 


9 Definitions and Abbreviations 


The following definitions and abbreviations are used throughout this Procedure: 


Term Definition 


Light Vehicle 
Light vehicles are defined as those less than or equal to 4.5 tonnes GVM (i.e. a field 
service ute, benefit vehicle, tool of trade vehicle). 


JHA Job Hazard Analysis 


Fundamentally Stable 
Parking the vehicle in such a way that it will not move, even if the park brake is not 
applied. This may include using wheel chocks or lowering any ground engaging 
devices such as blades or tines. 


Principal Controller 


A trained and competent person in the task involving isolation using the starter 
isolator or live testing and adjusting. The principal controller is responsible for 
ensuring only employees directly required in isolation under a starter isolator or 
testing and adjusting are permitted to tag onto the machine. The principal controller 
shall be aware of the location of employees tagged onto equipment at all times. 
Where positive contact cannot be made with a person tagged onto a task. All 
operations shall cease until positive communication can be made with the person. 


Group Isolation Officer 


A team member who is nominated by the relevant Supervisor, Manager or Team 
Leader and is competent in Personal Isolation.  
 
A Group  


Live Work 
Live Work’ is defined as any task (e.g. testing, commissioning or fault finding of 
mobile equipment) where the machine or system is operational both electrically and 
mechanically. 


WesTrac Responsible 
Person 


A Team Leader, Supervisor or Branch Manager 


ALARP As Low as is Reasonably Practicable  
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Term Definition 


Extra Low Voltage Not exceeding 50V a.c. or 120V ripple free d.c. 


Low voltage Exceeding extra-low voltage, but not exceeding 1000V a.c. or 1500 V d.c. 


High Voltage Exceeding low voltage 


10 Document Amendment History 
  


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 
22/10/20


20 


New NSW Specific document developed from PCD-
NAT-HSEQ-0125 
Introduction of Out of Service Lock 
Introduction of Training requirements 
Introduction of Group Isolation Process 
Changed restricted operations to ‘live work’ process 
Introduced Like Work permit process 
Introduced guidance for use of Starter Isolator 
Revised Isolation and Restoration of Energy 
Process 


NSW 
Working 
Group 


NT GH 
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Appendix 1 Footprint of a machine 
 
Footprint definition: 
 
The footprint of the machine is defined as the area that would be contained by an imaginary line drawn on the ground 
around the perimeter of the machine and its attachments if you were looking at the machine in plain view (e.g. on a 
truck, this would typically be the area of the ground in the machine shadow when the sun was directly above at 
midday. On a wheel loader, this would be the area bounded by a rectangle drawn on the ground that immediately 
encompassed the machine including the bucket, tyres and counterweight.) 


The equipment footprint (isolation limit) is the smallest border that can be drawn that would enclose all aspects of the 
plant, equipment, system or mobile equipment. 


Below are examples of the footprint of machines: 


 
Footprint diagrams 
 
Figure 1. Loader Footprint 
 


Figure 2. Grader Footprint 
 


Figure 3. Truck Footprint 
 


Figure 4. Dozer Footprint 
 


Figure 5. Excavator Footprint 
 


 
Figure 6. Shovel Footprint 
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LIVE WORK PERMIT
Step 1. What is the work?


Work Order No: Date of issue:


Principle Controller for  
duration of works:


WesTrac Supervisor  
/ Manager name:


Location of Work:


Permit Start (Day and Time)


Permit Finish (Day and Time)


Description of Work


The Permit is valid for the works described above and must be closed out by the Principle Controller prior to end of their shift. 
This permit is not transferable.


Step 2. Who will be doing the work?


Principle Controller:


List the main tools and 
equipment involved:


Tooling and Equipment  
fit for purpose / within  
inspection date?


List all permits required for this job:


 Confined Space  Hot Work


 Working at Height  Other:


 Contractor Permit to Work


Consider and apply where practicable the below minimum controls within your risk assessment (tick which will apply)


Machine / Area 
Isolation


Barricading/ 
Exclusion Zones/


Traffic Management


Tag Line / Hook Correct Hand/
Finger/ Body 
Positioning


Remote Equipment Hands Free Tooling/ 
PPE Matrix in DMS 


Elimination of Live 
Work Technology


Extension Tooling 
(Mechanical Aide  


or Handle)


Use of Guards / 
Interlocks 


Guides / Alignment 
Tooling


Spotters / 
Communication 


Equipment


Mechanical aides 
(lifting, jacking and 


pulling)


Damaging Energy (circle which will apply)


Gravitational 
Energy


Human
Energy


Chemical 
Energy


Electrical
Energy


Mechanical 
Energy


Vehicular 
Energy


Thermal 
Energy


Pressure/ 
tension 
Energy


Radiation
Energy


Microbiological 
Energy


Noise and 
Vibration
Energy
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The following questions MUST be answered to proceed.
Risk Management Yes, No N/A
Can a starter isolator be used as an extra control?
As an additional control measure, where energy sources can be isolated by the starter motor,  
the Principle Controller may identify this in the JHA and place the Starter Isolator in the OFF 
position  in conjunction with the Live Work process. This may apply if there are multiple energy 
sources on a piece of equipment and the Live Work process is only required to be used for  
one energy source.


 Yes     No


Have you identified and where applicable isolated all possible energies that are not required to be 
energised to complete the task? Ensure these are listed in the SWP or risk assessment attached.  Yes     No     N/A


Have you considered the potential consequences to personnel and equipment during live testing?  Yes     No


Is there tooling or equipment that could be used that removes personnel from the line of fire? 
(E.g. remote cameras, gauges etc.)  Yes     No


Are you aware of the emergency shutdown procedure? Provide details below of the emergency shutdown procedure:


Have all unnecessary personnel been removed from the area?  Yes     No     N/A


What are the access control measures to prevent personnel inadvertently entering the live test area? 
(E.g. barricading requirements, equipment danger zones demarcated and signage).


List access control measures:


Note: Barricading and/or relevant signage must be in place for all Live Work


What are the communication methods? (e.g. hand signals, radio, horns, whistles, spotter, etc.).
Have interactions with the surrounding work environment and equipment been considered?


List these:


Has the risk of working in proximity to voltage sources been considered? (e.g. batteries, trailing 
cables, high voltage power lines)  Yes     No     N/A


The following requirements need to be checked prior to commencing job  
(if not completed, STOP THE JOB) Yes No


Q1. Have you checked if a Safe Work Procedure (SWP) exists for this task?


Q1a. Has the SWP been reviewed by the work party and attached to this Permit?


Q2. If there is no SWP, complete and attach the JHA to this permit


Do NOT to proceed without an approved SWP or Risk Assessment. 
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Request and Approval Signatures


The control measures and precautions for live work have been implemented, the Live Work Tags have been placed on the machine 
and all persons required to complete the work have been advised of and understand the requirements of this written authority


Principle Controller: Signature:


Time: Date:


Names of Involved Person(s) Engaged in this work task:
Access to energised equipment / plant is prohibited without first contacting the Principal Controller


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


Name: Signature:


I have checked that above information is correct and that all relevant controls have been put in place.


WesTrac Responsible Person: Signature:


Time: Date:


Permit Closure


All work associated with this Permit is complete.  I confirm that (Select applicable): 
 -  All Live Work tags have been removed and the machine is safe to operate. 
The machine remains out of service, an out of Service tag has been attached.


WesTrac Responsible Person: Signature:


Time: Date:








FTT-NSW-HSEQ-0016  
REVISION 1.0.


LIVE
WORK


DO NOT
OPERATE / ENTER


UNLESS AUTHORISED 
BY THE PRINCIPLE CONTROLLER







FTT-NSW-HSEQ-0016  
REVISION 1.0.


LIVE
WORK


REASON ..........................................................


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


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


PRINCIPAL CONTROLLER 
FULL NAME .....................................................


CONTACT DETAILS ...........................................


DATE ...............................................................


SIGNATURE .....................................................


DO NOT
OPERATE / ENTER
UNLESS AUTHORISED
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MACHINE MODIFICATION JUSTIFICATION AND 
ASSESSMENT  
 


1 Purpose 
 


The Machine Modification Justification & Assessment Procedure (MMJAP) is one of 3 main procedures within the 
Machine Modification Management System (MMMS) which provide a sequence of cross-functional activities, and 
processes to support the end-to-end machine modification process.  
 
The purpose of the MMJAP is to ensure evaluation of a proposed machine modification to determine:- 


• If the modification should or should not be undertaken to a machine by WesTrac (based on acceptable safety, 
technical and commercial risk and commercial viability)? 


• If the proposed modification can be developed at a local (workshop/branch) level or needs to go through the 
Engineering Department (principally based on Hazard/Risk rating, Complexity, Modularity and 
Repeatability/Scalability). 


 


2 Scope 
 


• The procedure applies to all WesTrac operations in Australia, and all employees and contractors must ensure 
compliance 


• The procedure covers all modifications made to Caterpillar (and other) machines (including additions and 
attachments). 


• The procedure covers all modifications made to new machines, used machines, machine rebuilds and 
operational machines. 


• There are to be no exceptions or exclusions. 
 


3 Procedure 
 


3.1 Machine Modification Justification and Assessment Process. 
 
The Machine Modification Justification and Assessment procedure is represented by the Promapp process map: 


 
http://promapp/Process/Minimode/Permalink/BAIQ97ROZ4KigedwvbGykZ 
 
This Machine Modification Justification and Assessment Process details the cross-functional activities required to 
execute the Machine Modification Justification and Assessment Procedure.  
 


3.2 Outline Procedure  
 


The outline structure of the Machine Modification Justification and Assessment Procedure is shown in Figure 1: 
 
Each proposed machine modification is Justified to confirm that WesTrac should be performing the modification, and 
Assessed to determine who should manage the modification. The Justification and Assessment steps have been 
combined into this single procedure. 
 
This procedure occurs at the quoting/tendering stage of the sales process, and upon customer acceptance of a quote 
would result in the machine modification(s) being developed by Engineering (ES), or by a branch/workshop (WS). 
Developed modification solutions (ES or WS) would be stored in the DPO Modification Library for future use. 
 
The Machine Modification Justification and Assessment Procedure will only be required for new modifications, or 
modifications which have not been previously Justified or Assessed.  
 



http://promapp/Process/Minimode/Permalink/BAIQ97ROZ4KigedwvbGykZ
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Figure 1: Machine Modification Justification and Assessment Procedure Outline Structure 
 
 


3.3 Machine Modification Framework Hierarchy of Control 
 


• The Machine Modification Justification and Assessment Process/Procedure has been developed to work 
alongside existing sales and quoting policies, processes and procedures. 
 


• The MMJAP has been developed as a generic National process to show intent, and designed to fit in with 
non-WA and non-New Machine processes, and also to give direction for future processes. 


 


3.4 Fundamental Definitions 
 
Historically within WesTrac modifications to machines are refered to as Dealer Provided Options, User Defined 
Attachments or Customer (Machine) Variations. 
 
Within the Machine Modification Framework, it is necessary to formalise and standardise the terminology as follows:- 
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3.4.1 Dealer Provided Option (DPO) 
Refers to all machine modifications performed by WesTrac, both historic and new, regardless of origin. 
 
3.4.2 Engineered Solution (ES) 
A machine modification which has been developed, approved and fully documented through the Engineering Design 
and Development Management Procedure (PCD-NAT-ENG-0007).  
  
3.4.3 Workshop Solution (WS) 
A machine modification which has been developed, approved and documented through the Workshop Machine 
Modification Procedure.   
 
3.4.4 Standard DPO 
A standard acceptable machine modification for a particular model of machine. 
 
N.B. a Standard DPO may be an ES, a WS, or as yet unavailable. 
 


4 Responsibilities 
 
Responsibilities for the procedural requirements are set by the department(s) undertaking the respective activities in 
the process/procedure. 
 


Role Responsibilities 


Sales Department • Reviewing Machine Modifications on Customer Enquiry 


• Submiting Quote Request for Machine Modifications 


• Verifying Machine Modifications on Quote 


Sales Admin  
and/or 
Service Pricing  


• Initiating Quote for Machine Modifications 


• Assessing if Proposed Modifications Require Engineering Input 


• Preparing Quote for Machine Modifications 


• Confirming Quote Including Machine Modifications 


Engineering • Engineering Assessment of Machine Modifications 


Workshop/Branch • Workshop/Branch Assessment of Machine Modifications 


 
 


5 Reporting 
 
To ensure procedural requirements are being met, periodic reviews/audits of the relevant MMJAP documentation 
within the quoting process will occur.  The primary purpose of the review is to ensure that correct information is being 
captured and there is adherence to the Machine Modification Justification and Assessment Procedure.  
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this 
Procedure should contact the Chief Engineer. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   Director – Sales and Operations 
     Group Manager Operations 
                                                                 Chief Engineer 
 
Approval of Procedure   CEO 
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Monitoring  Chief Engineer, WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  Chief Engineer, Head of Internal Audit and Process Improvement 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-ENG-0007 Engineering Design and Development Management Procedure 


POL-NAT-COM-0003 Equipment Sales Policy  


POL-NAT-FIN-0005 Delegation of Authority Policy  


POL-NAT-SAM-0002 Sales Support Quoting Policy  


PRO-WA-SAM-0007 Quoting for a New Machine Process  


FTT-WA-SAM-0001 WesTrac New Machine Quote Request Mining 


FTT-WA-SAM-0016 WesTrac New Machine Quote Request GCon 


POL-NAT-IA-0002 Risk Management Policy 


PCD-NAT-HSEQ-0005 Record Management Procedure 


WIN-NAT-SAM-0024 Machine History File Record Naming Convention 


FTT-NAT-ENG-0018 Engineering Work Request Form - Engineered Solution (EWR-ES) 


  


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


MMJAP Machine Modification Justification & Assessment Procedure 


MMMS Machine Modification Management System (the Machine Modification Framework) 


DPO Dealer Provided Option  


ES Engineered Solution  


WS Workshop Solution 


EWR Engineering Work Request 


MDG (NSW) Mining Design Guideline 


BOM Bill Of Material 


DOA Delegation of Authority 
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MACHINE MODIFICATION MANAGEMENT POLICY  
 


1 Purpose  
 
The purpose of this Policy is to:- 


• Provide consistent, standardised and cost-effective modification of machines throughout WesTrac. 


• Define the Machine Modification Management System (MMMS) as the end to end framework of cross-
functional standard processes used to assess, control, monitor, and document machine modifications. 


• Provide adequate control and accountability over machine modification activities. 


• Ensure that the company’s statutory obligations are being fulfilled, and product safety risk is mitigated. 
 
 


2 Scope   
 


• The Policy applies to all WesTrac operations in Australia, and all employees and contractors must ensure 
compliance. 


• The Policy covers all modifications made to Caterpillar (and other) machines (including additions & 
attachments). 


• The Policy covers all modifications made to new machines, used machines, machine rebuilds and operational 
machines. 


• There are to be no exceptions or exclusions. 
 
 


3 Policy Statement 
 
This Policy outlines the framework and requirements of the Machine Modification Management System (MMMS) 
which must be followed for all modifications made to machines. 
 


3.1 Machine Modification Process 
 
The process structure of the MMMS framework is as shown overpage in Figure 1. 


 


3.2 Machine Modification Procedures 
 
The Machine Modification Framework consists of 3 main procedures defining the sequence of required cross-
functional activities and processes to support the end-to-end machine modification process. They are: 


• Machine Modification Justification and Assessment Procedure  


• Workshop Machine Modification Procedure  


• Engineering Design & Development Management Procedure 
 
3.2.1 Machine Modification Justification and Assessment Procedure 
 
This procedure ensures evaluation of a proposed machine modification to determine:- 


• If the modification should or should not be undertaken to a machine by WesTrac (based on acceptable safety, 
technical and commercial risk and commercial viability).  


• If the proposed modification can be developed at a local (workshop/branch) level or needs to go through the 
Engineering Department (principally based on Hazard/Risk rating, Complexity, Modularity and 
Repeatability/Scalability). 


i.e. Each proposed machine modification is Justified to confirm that WesTrac should be performing the modification, 
and Assessed to determine who should manage the modification. 
 
This procedure occurs at the quoting/tendering stage of the sales process, and upon customer acceptance of a quote 
results in the machine modification(s) being developed by Engineering, or by a branch/workshop.  
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Developed modification solutions (Engineered Solutions (ES) or Workshop Solutions (WS)) will be stored in the DPO 
Modification Library for future use.  
This Procedure will only be required for new modifications, or modifications which have not been previously Justified 
or Assessed. 


 
 


Figure 1: The MMMS Process Structure. 
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3.2.2 Workshop Machine Modification Procedure 
 
This procedure covers all stages of the modification process when performed at a workshop/branch level: 


• Planning and review of requirements (following guidelines for statutory compliance & best practice) 


• Design and development (including documented scope, outputs, review, verification)  


• Manufacture and installation (including control of external suppliers) 


• Performing quality control checks/testing (validation) 


• Performing safety (hazard & risk ) assessment 


• Generating modification information 


• as-built information (including drawings, photos and schematics) 


• bom, pricing, supplier details 


• labour costs 


• Generating customer documentation 


• operation and maintenance manual 


• parts/service support information 


• Pre-delivery inspection and documention review 


• Final sign-off of modified machine 
 


 
3.2.3 Engineering Design & Development Management Procedure (PCD-NAT-ENG-0007) 
 
This is the procedure which outlines the Engineering Design & Development process for the creation of an Engineered 
Solution.  


 


3.3 Machine Modification Framework Hierarchy of Control 
 
The Machine Modification Framework Hierarchy of Control is shown in Figure 2. 
 


• The Machine Modification Policy has been developed to work alongside existing sales, quoting and 
operational policies, processes and procedures. 


• The Machine Modification Policy sits alongside the Equipment Sales Policy (POL-NAT-COM-0003) and the 
Delegation of Authority Policy (POL-NAT-FIN-0005), all of which lead into the Sales Support Quoting Policy 
(POL-NAT-SAM-0002). 


• The framework has been developed as a generic National process to show intent, and designed to fit in with 
non-WA and non-New Machine processes, and also to give direction for future processes. 
 
 


 


 
 


 
Figure 2: Machine Modification Framework Hierarchy of Control 
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3.4 Statutory Considerations  
 
WesTrac’s legal obligations with respect to plant (whether as designer, manufacturer, importer, third-party agent or 
supplier of plant) are to: 


• ensure that the plant is designed, constructed, installed, erected and commissioned to be safe and without 
health risks when properly used 


• carry out appropriate testing and examinations that may be necessary to discharge the duty above, and 


• ensure that adequate information is made available regarding the use of the plant at the workplace and about 
any condition necessary to ensure that when used it will be safe and without health risks. 


 
WesTrac is responsible for any product or plant delivered to a customer. Any modification made to the equipment is 
the responsibility of WesTrac—regardless of customer requests or external suppliers.  
 
In the event where a design or modification is found to be unsafe or cause harm, the company and/or employee can 
be held liable.  
 
This modification framework is a formal change management process ensuring any and every modification must go 
through procedures which ensures modifications meet compliance in assessment (including safety, hazard and 
design) and documentation—requiring appropriately authorised, qualified and competent persons to approve the 
design. It provides a technical governance framework to ensure machine modifications are undertaken in a safe and 
consistent manner. It provides systematic product safety management and controls to provide adequate levels of risk 
control or risk mitigation. 
 
This policy will ensure employees and the company, as far as reasonably practicably, are prevented from designing, 
manufacturing or modifying equipment that may cause an unsafe work place or pose risk to health. 
 
 


4 Responsibilities 
 
The Policy places responsibility at ‘point-of-action’. Responsibility, and accountability, for modifying machines is 
shared by those selling and building the modifications, working under rigorous guidelines, i.e. the sales teams, 
workshop managers and branch managers. Responsibilities for the procedural requirements are set by the 
department(s) undertaking the respective activities in the process/procedure. 
 
Within the scope of the MMMS, the role of the Engineering Dept. within WesTrac is to provide informed, independent 
and objective advice and assurance designed to value-add, and to improve the organisation’s operations, including: 


• Providing fully Engineered and documented designs for those modifications required to be subject to the 
Engineering Design & Development Management Procedure 


• Providing detailed machine modification guidelines to guide safe design, best-practice, and accurate 
consistent interpretation of statutory regulations, guidelines and standards  


• Providing assistance in assessing whether proposed machine modifications are technically viable, and 
whether they require full Engineering development/assessment 


• Providing support to the sales/operations/branches when appropriate and required  


• Sharing Engineering related information with the broader business, e.g. Technical Alerts and Product Safety 
Notices 


 
The company executives are responsible for providing decision on acceptable risk, and a consistent repeatable “view” 
on what is reasonably practicable, to provide the guiding principles for the Machine Modification Policy. 
 
 
 
 
 







 POLICY 
  
 Document Number POL NAT SER 0003 
 
 Next Review Date 4th May 2020 
 
 Document Owner CEO 
  


MACHINE MODIFICATION MANAGEMENT POLICY  Page 5 of 7 


Revision: 1.0  Confidential Level: Green 
 


This Policy cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


5 Reporting  
 
To ensure procedural requirements are being met, periodic reviews/audits of the relevant documentation within the 
modification processes will occur.  The primary purpose of the reviews are to ensure that correct information is being 
captured and there is adherence to the Machine Modification Management Policy. This will ensure that procedures are 
followed and proper controls are maintained.   


The MMMS will also be subject to the Anuual ISO9001 compliance audit. 


KPI’s and metrics will be produced on a regular basis to track and measure the effectiveness of controls and provide 
awareness to the business of each aspect of the framework, specifically across these areas: 


• Commercial – Justification Ratios,  


• Technical – Justification Ratios, Compliance, Safety 


• Process, Procedures, and Work Instruction – Creation, Sign-Off, WIP, Completions 


• Documentation – Completions and Sign-Off 


• Delivery and Sign-Off – Machine Delivery, Validation 


 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the Chief Engineer. 
 
 


6.1 Breach of Procedure and Non-Compliance 
 
Managers are responsible for monitoring the MMMS in their area and ensuring the procedures and guidelines are 
followed, documentation and information is produced completely and correctly, and correct sign-offs are made. 
 
Non-compliances to the machine modification process and procedures will be reported to Individual’s managers and 
General Managers subject to the level of non-compliance, and in accordance with the Counselling & Disciplinary 
Policy (POL-NAT-HR-0003).  


Any employee found deliberately modifying, designing or manufacturing machines without following the Machine 
Modification Framework and Policy and having appropriate approval will face immediate disciplinary action. 
 
 


7 Accountabilities 
 
Compliance to Policy   All Employees and Contractors 
 
Implementation & Review   Group Manager Operations 
                                                                 Chief Engineer 
 
Approval of Policy   CEO 
      
Monitoring  Chief Engineer, WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  Chief Engineer, Head of Internal Audit and Process Improvement  
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8 Related Documents  
 
This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-FIN-0005 Delegation of Authority Policy 


POL-NAT-IA-0002 Risk Management Policy 


WIN-NAT-HSEQ-2000 Quality Management System Manual 


PCD-NAT-ENG-0007 Engineering Design & Development Management Procedure 


POL-NAT-COM-0003 Equipment Sales Policy  


POL-NAT-SAM-0002 Sales Support Quoting Policy  


PRO-WA-SAM-0007 Quoting for a New Machine Process  


PRO-WA-SAM-0008 New Machine Delivery Process  


POL-NAT-HR-0003 Counselling & Disciplinary Policy 


  


 
This policy should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


ISO 9001:2008 Quality Management Systems 


Work Health and Safety Act 2011 (NSW)  NSW Act 


Work Health and Safety Regulations 2011 (NSW)  NSW Regulations 


Work Health and Safety (Mines) Act 2013 NSW Act 


Work Health and Safety (Mines) Regulation 2014 NSW Regulations 


Occupational Health and Safety Act 1984 (WA)  WA Act 


Occupational Health and Safety Regulations 1996 
(WA)  


WA Regulations 


Mines Safety and Inspection Act 1994 (WA) WA Act 


Mines Safety and Inspection Regulation 1995 (WA). WA Regulations 


 
The following outlines the reporting requirements related to this policy: 
 


Reporting Requirement Reporting Body Frequency 


ISO 9001:2016 SAI Global Yearly 


   


 
 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Policy: 
 


Term Definition 


MMMS Machine Modification Management System  


DMS Document Management Procedure 


BOM Bill of Material 


QC Quality Control 


O&MM Operation & Maintenance Manual 


DOA Delegation of Authority 


MMJAP Machine Modification Justification & Assessment Procedure 
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Term Definition 


DPO 
Dealer Provided Option - Refers to all machine modifications performed by 
WesTrac, both historic and new, regardless of origin. 


ES 
Engineered Solution - A machine modification which has been developed, 
approved and fully documented through the Engineering Design and 
Development Management Procedure (PCD-NAT-ENG-0007). 


WS 
Workshop Solution - A machine modification which has been developed, 
approved and documented through the Workshop Machine Modification 
Procedure.   
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MANAGE AND REPORT ON SYSTEM CLEANLINESS - 
CONTAMINATION CONTROL  
 


1 Purpose 
 
The purpose of this Work Instruction is to ensure the correct steps are taken to control contamination when work is 
conducted on closed systems on any Caterpillar machines. 
 


2 Scope 
 
The Work Instruction is to be followed when any work order created involves opening and repairing a closed system(s) 
to atmosphere and there is a possibility of contamination entry into that system. Scope of personnel this applies to 
includes; Customer Coordinators, Workshop Coordinators and Technicians. 
 


3 Tooling Required 
 


• Portable Particle Counter 


• Kidney looping System 


• Oil sampling gun and bottle 


• Access to SOS Oil Sampling Laboratory 


• PC with access to SIMS entry   
 


4 Process 
 


1) Ensure Customer is aware of requirements of Contamination Control 
2) Open Work Order and/or quote to include a segment and relevant costs for particle counting and kidney looping 


oil back to spec – include special instructions. 
3) Before opening any closed machine system for maintenance, a fluid sample should be taken and passed through 


the particle counter to determine cleanliness of the system. 
4) Upon completion of any maintenance which involves opening a closed system to atmosphere, a sample of the 


fluid contained in that system shall be passed through the particle counter to check for fluid cleanliness. If the fluid 
does not meet the relevant, recommended ISO reading for that compartment kidney looping procedures will be 
carried out. 


5) On completion of the recommended time frame for kidney looping, another sample will be taken to measure the 
ISO reading. If the reading taken at this time meets ISO cleanliness levels the process is complete. If however it is 
still not at the required ISO levels, kidney looping should be continued until such a time as it does. 


6) The ISO readings taken before and after kidney looping shall be entered into the service report notes on the work 
order and into SIMS. 


 


5 Accountabilities 
 


Customer/Work Shop Coordinator  


• To ensure all work orders opened that may require Oil Clean back to Roll Off Spec include a specific Segment 
for Particle Counting and Kidney looping 


• To ensure special instructions are placed on work order, include cleaning oils cleaning back to Roll Off Spec. 


• Ensure results from particle testing are entered in to SIMS 
 
Technician (field and workshop) 


• To utilize particle counting and oil clean up via kidney looping on machine fluid systems that have been 
opened due to repair, modification, inspection or rebuild 


• To return machine back to customer with fluid systems that have been opened due to repair, modification, 
inspection or rebuild shall meet roll off spec. 
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SWP – USING A BATTERY CART 
 
All employees using a battery cart or working in the vicinity of a battery cart must comply with this Safe Work 
Procedure. 
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 


1 Safety Requirements 
 
A Take 5 MUST be completed before commencing the task. 
 
When working on this task the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 


2 Life Saving Commitments 
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


              
 
 


3 Process 
 
NOTE: Any worker undertaking a task involving a battery must ensure they have read and understand the relevant 
SDS, and Manufacturer Manual.  
Batteries can release explosive gases (Hydrogen and Oxygen), SPARKING NEAR BATTERIES CAN CAUSE AN 
EXPLOSION.  
Batteries contain sulphuric acid and can cause significant burns to skin and eyes. 
Ensure all jewellery including metal watches are removed. 
 


• DO NOT attempt to jump start batteries that are fuming or  
gassing excessively 


• Make sure key is turned off at battery cart for 12V or 24V.  


• Connect the jumper leads to the batteries correctly 
 (+ Red Positive - Black Negative) to the correct battery post 


• Select correct voltage to suit the battery and turn on battery cart key 


• Start truck. Do NOT stand over battery cart while cranking engine 
Turn off cart and if necessary place battery on charger. 
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4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact their Supervisor, Branch Manager or speak to the HSE Team. 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure Branch Manager 
 
Implementation & Review   HSE Manager 
      
Approval of Safe Work Procedure HSE Manager  
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  HSE Team 
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Savings 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


PCD-NAT-HSEQ-0158 Wet Cell Battery Procedure  


PCD-NAT-HSEQ-0126 Hazardous Substance Management  


WIN-NAT-HSEQ-0138 Using a Battery Charger 


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


SDS Safety Data Sheet  
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SWP – USING A BATTERY CHARGER 
 
Any worker using a Battery Charger or working within the vicinity of a Battery Charger must comply with this safe work 
procedure. 
 
DO NOT attempt to operate a machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Any breach of this procedure may result in disciplinary action.  
 


1 Safety Requirements 
 
A Take 5 MUST be completed before commencing the task. 
 
When completing this task, the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 


2 Life Saving Commitments 
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


               
 


3 Process 
 
NOTE: Any worker undertaking a task involving a battery must ensure they have read and understand the relevant 
SDS, and Manufacturer Manual.  
Batteries can release explosive gases (Hydrogen and Oxygen), SPARKING NEAR BATTERIES CAN CAUSE AN 
EXPLOSION.  
Batteries contain sulphuric acid and can cause significant burns to the skin and eyes. 
Ensure all jewellery including metal watches are removed. 
 
 


• Read the Safety Data Sheet (SDS) for Battery being used and the manufacturer manual to ensure you 


understand the risk and control measures to avoid an explosion. 


• Check to ensure battery cells are at the correct level before commencing. 


• Always charge batteries in a well-ventilated area away from possible ignition sources  


• Select correct voltage and current setting (usually low) for the battery configuration – refer to table below 


• Connect link cable to batteries if charging two batteries at 24v  


• Connect battery charger to battery/batteries ensure correct polarity of connections to battery  


• Do not charge an excessively gassing battery 
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• Remove all filter caps to battery if fitted (non-maintenance free batteries) Check vent hole unblock if 


necessary (maintenance free batteries)   


• Re-check all connections  


• Turn on battery charger  


• Check charger current gauge regularly 


• Refer Media Number – TIBU5168-00 – Recommendations for 
Battery Charging and Temperatures for Machines and Gen Sets 


• DO NOT OVER CHARGE BATTERIES (refer below table) 


• When charging is completed turn off charger and disconnect 


cables. 


Caterpillar Information Release Memo – IRM/404190355 


(BAT04-04) 


BATTERY CHARGING/TIME TABLE 


 


 
OPEN CIRCUIT VOLTAGE 


 


4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact their Supervisor, Branch Manager or the HSE team. 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure Branch Manager 
 
Implementation & Review   HSE Manager 
     







 


SAFE WORK PROCEDURE 


Document Number WIN NAT HSEQ 0138 


Next Review Date 15th April 2022 


 Document Owner  HSE Manager 


  
 


SWP – USING A BATTERY CHARGER  Page 3 of 3  
Revision: 4.0  Confidential Level: Green  
 


This form, tool or template cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


Approval of Safe Work Procedure HSE Manager  
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  HSE Team  
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Savings 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


PCD-NAT-HSEQ-0158 Wet Cell Battery Procedure 


PCD-NAT-HSEQ-0126 Hazardous Substance Management  


WIN-NAT-HSEQ-0137 Using a Battery Cart 


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


SDS Safety Data Sheet 


  


 


8 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


4.0 14/04/20 Update to new template  BG NT NT 
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SWP – WASTE COOLANT TRANSFER 
 
All employees transferring waste coolant or assisting with the transfer of waste coolant must comply with this Safe 
Work Procedure. 
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 


1 Safety Requirements 
 
A Take 5 MUST be completed before commencing the task. 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 


2 Life Saving Commitments 
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


         
 


3 Process 
 


Start Up 
 
1. Check the current level of Waste Coolant in the Waste Coolant Tank by means of the sight glass on the side of 


the tank. (The waste coolant storage tank is situated at the East end of the “H Con” workshop).  
2. If the Tank is full, advise the Maintenance Department and do not attempt to transfer waste coolant.  
3. In the event that the Waste Coolant Tank is full before transfer begins, place the full waste coolant IBC pod in the 


designated overflow waste coolant IBC pod storage area to the left of the Waste Coolant Tank and advise the 
Maintenance Department. 


 


Operation 
 
1. Place the waste coolant IBC pod onto the bund in front of the waste coolant storage tank; 
2. Place the suction spear into the waste coolant IBC pod;  
3. Turn the air operated diaphragm transfer pump “on” at the on/off valve – this will start the transfer process;  
4. Turn the air operated diaphragm transfer pump “off” at the on/off valve once the waste coolant IBC pod is empty 


or the main waste coolant storage tank is full;   
5. Remove the suction spear from the waste coolant IBC pod and place the spear inside bunded area of the main 


waste coolant storage tank;  
6. Empty waste coolant IBC pods are to be placed in the storage area to the left of the waste coolant storage tank for 


re-use. 
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Spill Response 
 
1. If a spill occurs and/or the tank overflows turn off air operated diaphragm transfer pump at on/off valve 


immediately.  
2. Obtain the Spill Kit and contain the spill.  
3. Report Incident to your Supervisor and the Maintenance Department Immediately. 
4. NOTE: THE TRANSFER PROCESS SHALL BE MONITORED AT ALL TIMES – DO NOT LEAVE THE AREA 


UNTIL THE TRANSFER IS COMPLETED. 
5. THE WASTE COOLANT STORAGE TANK IS NOT TO BE USED FOR WASTE OIL 
 


  


  


 
  


Place the full waste coolant IBC pod onto the bund 
prior to commencement of coolant transfer.  


The waste coolant storage tank is situated at the 
East end of the “H Con” workshop. 


Check the state of fill of the waste coolant 
storage tank by means of the sight glass on 
the side of the tank. 


The on / off air control valve for the air 
operated diaphragm transfer pump 


The storage area for the waste coolant IBC 
pods is to the left of the waste coolant 
storage tank. 
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4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the Supervisor 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure All Employees and Contractors  
 
Implementation & Review   Area/Branch Manager 
     Supervisor 
 
Approval of Safe Work Procedure HSE Manager 
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  Area/Branch Manager 
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Savings 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


  


  


  


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


  


  


 


8 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 
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SWP - WORKING WITH NITROGEN CHARGED PRESSURE 
VESSELS  
 
All employees working with nitrogen charged pressure vessels must comply with these safe work procedures. 
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 
1 Safety Requirements 
 


• A Take 5 must be completed before starting this procedure. 


• A JHA will be completed before starting this procedure. 


• Tooling and procedure for discharging different types of Nitrogen charged valves; fitted to pressure 
vessels, are to be discharged on the machine following relevant machine’s SIS discharging 
procedure. 


 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


    
 
2  Life Saving Rules 
 
The following Life Saving Rules apply to this task and must be adhered to at all times: 
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3  Process 


 


• Ensure the machine is isolated and tagged out.  


• Maintain 3 points of contact when mounting/dismounting a machine.  


• Use correct lifting procedures. 


• Be aware of hot Fluids, Parts and components. 


• Pressurized Items/Fluid Injection. And 


• Unexpected machine movement, Use of wheel chocks, use steer locks if applicable ensure GET is grounded 
and energy sources De-energised. Isolate and test for dead. 
 


Warning: Any accumulator that has the charge valve installed MUST be considered a live vessel, and the 
accumulator will be required to be depressurised if maintenance is required. 
Warning: This procedure MUST be used to satisfy the employee conducting maintenance or repairs to an 
accumulator that the pressure is released. 
 
Examples of nitrogen pressure vessels in our workplace are as follows, but not limited to: 


• Steering Accumulators  


• Brake Accumulators  


• Ride control Accumulators 


• Suspension Cylinders 
 
Examples of Nitrogen Stored Energy Risks include, but are not limited to: 
 


Off Highway Trucks 


Model Stored Energy Risk Controls Related document reference 


All Brake accumulators and 
Steering 


Ensure sufficient time is given to bleed 
down and following correct shut 
procedures 


SIS, WesTrac TIB, O&M 
Guide 


All Suspension cylinders Ensure cylinders are discharged before 
removal and disassembly 


SIS, SEHS9411 
 


Wheel Loaders / Wheel Dozers 


Model Stored Energy Risk Controls Related document reference 


All Brake accumulators and  
Ride control 


Release brake system pressure as per 
SIS instructions 


SIS, and O&M Guide 


Excavators 


Model Stored Energy Risk Controls Related document reference 


All Pilot system accumulators Release pressure as per SIS instructions SIS, and O&M Guide 


Graders 


Model Stored Energy Risk Controls Related document reference 


All Accumulators, blade cushion  Release pressure as per SIS instructions SIS, and O&M Guide 


Articulated Trucks 


Model Stored Energy Risk Controls Related document reference 


All Accumulators, brake   Release pressure as per SIS instructions SIS, and O&M Guide 


All Suspension cylinders Ensure cylinders are discharged before 
removal and disassembly 


SIS 


Scrapers 


Model Stored Energy Risk Controls Related document reference 


All Accumulators, cushion hitch Release pressure as per SIS instructions SIS, and O&M Guide 


Underground Articulated Trucks 


Model Stored Energy Risk Controls Related document reference 


All Suspension cylinders Ensure cylinders are discharged before 
removal and disassembly 


SIS 


All Accumulators Release system pressure as per SIS 
instructions 


SIS, REHS5464 
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Underground Wheel Loaders (LHD) 


Model Stored Energy Risk Controls Related document reference 


All Accumulators Release brake system pressure as per 
SIS instructions 


SIS REHS5464 


 
Procedure 
 


• The first step in discharging an accumulator is to identify the type of charge valve fitted. There are two 
common types of charge valves used on Cat machines, both function differently and pose different hazards. 


 


• Use the table below to identify the correct type of charge valve. For the purposes of this procedure they will be 
referred to as “Schrader type” and “Non Schrader type”. 


 


***NOTE: THERE ARE THREE (3) DIFFERENT TYPES OF VALVES THAT CAN BE INSTALLED*** 


Schrader Valve Type  Non-Schrader Type 


 
Schrader valves can be identified by the pin 
located in the top centre of the charge / 
discharge valve. 
They DO NOT have a discharge nut. 


 
 
 


          
 


 
 


  
Non Schrader type discharge valves DO NOT 
have the Schrader valve in the top centre of the 
charge/discharge valve. 
They have a discharge nut only. 
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Schrader Valve and Discharge Nut Type  


 
This valve can be identified by the Schrader Valve pin 
located in the top centre of the charge valve as well as a 
discharge nut.  


 
 
 


          
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


• Once the correct valve has been identified, follow the relevant procedure below. 
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Schrader Type 


 


• Conduct all required standard safety procedures including Take 5, JHA and Tagging etc. 


• Identify the correct size Nitrogen Charging chuck and utilise Nitrogen Charge Tooling as per SIS (see below). 


• Attach hose assembly (D11) to Nitrogen charging chuck (D9 or D10). 


• Turn Valve handle of Nitrogen charging chuck (D9 or D10) all the way in the counter-clockwise direction. 
 


Note: Turning the valve handle will ensure that Nitrogen charging valve will not be opened when the Nitrogen 
charging chuck (D9 or D10) is attached. 


 


• Remove cap from the Nitrogen charging valve. 


• Attach Nitrogen charging chuck (D9 or D10) to Nitrogen charging valve. 


• Direct hose (D11) into a drain tray. 


• Turn Valve handle of Nitrogen charging chuck (D9 or D10) in the clockwise direction, in order to open 
the Nitrogen charging valve. Turning the Valve handle will release all of the Nitrogen from the 
Accumulator, through the hose assembly (D11). 


• Once all pressure has been released from the accumulator, remove all nitrogen charge tooling. 


• Before ANY accumulator is removed from a machine the charge valve needs to be removed and the 
accumulator capped with a plastic plug. 


• Warning:  When removing the charge valve, after two turns the bleed drilling will be exposed on most 
valves. If gas escapes after 2 turns do not proceed until all the gas has escaped.  


• Ensure that you and any other personnel working in the area are not standing in the line of fire when 
removing this valve.  
 


 
 


***False assumption of pressure being released has a very high potential to cause injury, if in doubt speak 
with your supervisor*** 


 


• Before any repairs are carried out on an accumulator the charge valve is to be removed if not already done. 


• Heating an accumulator can result in residual pressure build up and therefore needs to be ventilated to 
atmospheric pressure when heating. 


•  


Nitrogen Charge Tooling 
 


 
 


 
 


Safety bypass 
vent drilling 
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Non-Schrader Type 


  


• Conduct all required standard safety procedures including Take 5, JHA and Tagging etc.   


• Identify the correct size Nitrogen Charging chuck and utilise Nitrogen Charge Tooling as per SIS (see below). 


• Attach hose assembly (D11) to Nitrogen charging chuck (D9 or D10). 


• Turn Valve handle of Nitrogen charging chuck (D9 or D10) all the way in the counter-clockwise direction. 
Note: Turning the valve handle will ensure that Nitrogen charging valve will not be opened when the 
Nitrogen charging chuck (D9 or D10) is attached. 


• Remove cap from the Nitrogen charging valve. 


• Attach Nitrogen charging chuck (D9 or D10) to Nitrogen charging valve. 


• Direct hose (D11) into a drain tray. 


• On this valve turning the “T” handle on the chuck will not release the gas. The nut pictured below 
needs to be turned anti-clockwise and backed all the way out. The first 1½ turn does not unseat the 
valve to release gas. 
 


 
 


• Once all pressure has been released from the accumulator, remove all nitrogen charge tooling. 


• Before ANY accumulator is removed from a machine the charge valve needs to be removed and the 
accumulator capped with a plastic plug. 
Warning:  When removing after two turns of the charge valve the bleed groove will be exposed on 
most valves. If gas escapes after 2 turns do not proceed until all the gas has escaped. 


• Ensure that you and any other personnel working in the area are not standing in the line of fire when 
removing this valve.  
 


 
 


***False assumption of pressure being released has a very high potential to cause injury. If in doubt, speak 
with your supervisor*** 


 


• Before any repairs are carried out on an accumulator, the charge valve is to be removed if not already done. 


• Heating an accumulator can result in residual pressure build up and therefore it needs to be ventilated to 
atmospheric pressure when heating. 


Nitrogen Charge Tooling 


 


Safety bypass 
vent groove 
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Schrader Valve and Discharge Nut Type 


  


• Conduct all required standard safety procedures including Take 5, JHA and Tagging etc.   


• Identify the correct size Nitrogen Charging chuck and utilise Nitrogen Charge Tooling as per SIS (see below). 


• Attach hose assembly (16) to Nitrogen charging chuck (2). 


• Turn Valve handle of Nitrogen charging chuck (2) all the way in the counter-clockwise direction. 
Note: Turning the valve handle will ensure that Nitrogen charging valve will not be opened when the 
Nitrogen charging chuck (2) is attached. 


• Remove cap from the Nitrogen charging valve. 


• Attach Nitrogen charging chuck (2) to Nitrogen charging valve. 


• Direct hose (16) into a drain tray. 
 
 


• The nut pictured below needs to be turned anti-clockwise and backed all the way out. The first 1½ 
turns does not unseat the valve. 
 


 
 
 
 
 
 
 
 
 


 


• Turn Valve handle of Nitrogen charging chuck (2) in the clockwise direction, in order to open the 
Nitrogen charging valve. Turning the Valve handle will allow the release of Nitrogen from the 
Accumulator, through the hose assembly (16). 


 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 


• Once all the pressure has been released from the accumulator, remove all nitrogen charge tooling. 
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• Before ANY accumulator is removed from a machine, the charge valve needs to be removed and the 
accumulator capped with a plastic plug. 
Warning:  When removing the valve from the cylinder/accumulator, residual pressure may still escape 
from the safety bypass groove in the valve threads. If pressure begins to escape when removing the 
valve, allow time for the nitrogen to safely bypass completely before removing the valve entirely. 
 


 
 
 
 
 
 
 
 
 


• Ensure that you and any other personnel working in the area are not standing in the line of fire when 
removing this valve.  
 


 
***False assumption of pressure being released has a very high potential to cause injury. If in doubt, speak 


with your supervisor*** 
 


• Before any repairs are carried out on an accumulator, the charge valve is to be removed if not already done. 


• Heating an accumulator can result in residual pressure build up and therefore it needs to be ventilated to 
atmospheric pressure when heating. 
 


 
 
Nitrogen Charge Tooling 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Safety bypass 
vent groove 
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4  Further Information 
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact Safety Representatives, Leading Hands, Workshop Supervisors, Area Managers 
and/or the HSEQ Team and HSEQ Manager. 
 
 
5  Accountabilities 


  
Compliance to Safe Work Procedure All Employees and Contractors 
 
Implementation & Review   HSEQ Team 


Area Manager(s) 
Workshop Supervisor(s) 
Health and Safety Representative(s) 


 
Approval of Safe Work Procedure Area Manager(s) 
 
Monitoring     Area Manager(s) 


Workshop Supervisor(s) 
Leading Hand(s) 


 
Interpretation and Advice  Workshop Supervisor(s) 


Area Manager(s) 
HSEQ Team 


 
6  Related Documents 
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Savings Rules 
Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


  


  


 
7  Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


  


  


 
 
8  Document Amendment History  
 


Revision Date Description  
Prepared 
By 


Reviewed 
By 


Approved 
By 


1.0 22 Dec 12 Developed A. Leach 
B.A. 
McLennan 


 


4.0 07 Apr 17 
Amended to include information on new-type 
combination Schrader and discharge nut valve.  


AR EP GH 
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SWP – ISOLATING PLANT WITH NO ISOLATION POINT  
 
 
The purpose of this SWP is to document the methods required to safely isolate mobile plan when there is no Master 
Isolation point or the isolation point is not functional.   
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
Breaches of this procedure will result in disciplinary action that may lead to dismissal. 
 


1 Safety Requirements 
 


• A Take 5 must be completed prior to commencing the task. 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 
2 Life Saving Commitments  
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 
 
 


         


 
3 Process 
 
The purpose of lockout is to prevent unauthorised access to the ignition and controls of a piece of plant/equipment.  
 
Where equipment has not been fitted with a positive lockout mechanism or has a stored energy source that cannot be 
readily isolated and locked (i.e accumulator or strut), a risk assessment must be performed prior to any work starting. 
The risk assessment must identify the safest means of positive isolation, with a process developed and in place to 
manage the control of such isolation.   
 
The following should be considered as part of the risk assessment process: 
 


• If a lockout mechanism is not functional and cannot be repaired or made lockable immediately, then the device 
shall not be used as an isolation point. An alternative isolation point shall be used, i.e. one isolation point further 
back upstream of the isolation point.  
 


• Where there is no isolation device, the negative battery lead is to be disconnected and locked in a plug lock out 
cover using a Personal Lock. 
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• Where an energy source is introduced which may present a risk (i.e a charged accumulator or strut ) and where 
no isolation mechanism exists, a group isolation box located within the work area may be utilised.   
 


• For On-Highway Trucks, where there is no isolation device that can physically be locked out, the keys will be 
removed from the ignition and locked in a plastic plug lock out using a scissor plate and Personal Lock and 
Danger Tag. Unless major work is being conducted, then the above point shall be applied (i.e. disconnection of 
negative battery terminal) 
 


• Electrical work or power generation auxiliary equipment may require isolation via circuit breakers or fuses. If this 
is required, the circuit breakers are to be clamped and tagged and/or fuses are to be removed and fuse holder 
inserted and tagged.  
 


Note: where the voltage exceeds extra low voltage (>50V AC or 120V DC) a licenced electrician competent in High 
Voltage is required to conduct the physical measurement. 
 


 


 


 
Figure 1. Example Isolation Devices for Plant / Equipment not fitted with Lockable Isolation Points 


 


3.1 C Series Skid Steer/Multi Terrain Loaders/Compact Track Loaders without  Isolation Points 


• Due to the battery being located under the cab of the C series machines, it will be acceptable to lock the 
machine out via a cable lock out around the door and the grab rail. A personal danger tag and lock must be 
placed on the cable lock.  


• For major work where the cab will be lifted the battery shall be disconnected and locked in a plug lock out. 
 


3.2 Open Cab Machines Without an Isolation Point – Prestart Only 


• For small open cab machines (no larger than a 305-mini excavator or skid steer loader) without an isolation 
point fitted, where it is not practical to tilt the cab or remove panels to disconnect the negative lead of the 
battery, it will be acceptable to fit only a personal danger tag only when conducting a prestart. 


• The tag shall be located in close proximity to the ignition key barrel with the key removed. 


• When conducting any other work than a prestart, the battery shall be disconnected and locked in a plug lock 
out. 
 


4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the HSE Advisor. 
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5 Accountabilities 
  


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk     


Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
 


6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Saving 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 


PCD-NSW-HSEQ-0010 Isolation and Restoration of Energy Procedure 


  


  


 


7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


JHA Job Hazard Analysis 
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SWP – UTILISATION OF A STARTER ISOLATION POINT TO 
CONDUCT APPROVED WORK  
 
A Starter Isolation Point is designed and engineered to physically isolate power to a machines starter motor, effectively 
preventing the machine from being started. The Starter Isolation point is a useful tool that allows approved work to be 
conducted on auxiliary systems, but it MUST be understood that: 
 


1. STARTER ISOLATION POINTS MUST NOT USED IN PLACE OF THE MASTER ISOLATOR.  
2. WHERE FULL ISOLATION IS REQUIRED THE MASTER ISOLATION POINT MUST BE USED AND 


EQUIPMENT TESTED FOR DEAD 
 
Where a Starter Isolation Point is not installed, machines must be fully isolated using the Master Isolation Point.  Refer 
to the Isolation and Restoration of Energy Procedure (PCD-NSW-HSEQ-0010) 
 
The purpose of this SWP is to document the methods required to safely and efficiently complete Approved Scopes of 
Work whilst using the Starter Isolation Point 
 
All employees utilising the Starter Isolation Point or working in the vicinity of a machine isolated under a Starter Isolator 
must comply with this safe work procedure.   
 
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. If you are UNSURE, then you must STOP and discuss with your Supervisor or Manager.  
 
Breaches of this procedure may result in disciplinary action that may lead to dismissal. 
 
1 Safety Requirements 
 
• Prior to considering the use of the Starter Isolation Point the WesTrac Team Leader or Supervisor must first verify 


that the planned tasks to be performed are APPROVED WORK TASKS as outlined in Section 3.1. No work outside 
of Section 3.1 are approved. Any other works must be completed under the Master Isolation Point or using Live Work 
processes. 


 
• For the purpose of using a Starter Isolation Point, a WesTrac competent person must be designated as the Principal 


Controller. The Principal Controller must not be an apprentice or trades assistant. The Principal Controller is 
responsible for overseeing and communicating the task through to completion and will be identified and legible on the 
JHA.  


 
• A JHA MUST be conducted before commencing the task and must be approved by the relevant Team 


Leader or appointed delegate of the Branch Manager. Access to equipment / plant is prohibited without first 
contacting the Principal Controller. All personnel working on that specific job are required to review and sign on to 
the JHA. The JHA must be completed in OnTrac, or where not reasonably practicable, on paper. 


 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
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2 Life Saving Commitments  
 
The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


         
 
3 Process 
 


 
 
Step 1 - Identify the Energy Source(s) / Substance(s):  


1. Discuss and Identify all energy sources / substances applicable to the scope of task (e.g. mechanical, gravity, 
electrical, chemical, thermal, radiation, hydraulic, pneumatic, water, compressed air, vacuum). 


2. Identify the isolation points for each energy source (e.g. isolation valves, mechanical lockable stops and pins, 
electrical circuit breakers, battery isolators). 


3. Verify that planned tasks to be performed are APPROVED WORK TASKS as outlined in Section 3.1 
4. Complete a JHA to for all works using starter isolator. 


 
Step 2 - Isolate Energy Sources / Substances(s):  


1. Ground all implements and Ground Engaging Tools (G.E.Ts) 
2. Shut the plant down 
3. Ensure there is zero potential for uncontrolled movement and the plant or equipment is fundamentally stable 


(install wheel chocks)  
4. Refer to Caterpillar Service Information System (SIS) and de-energise all applicable stored energy sources. 


These may include shedding electrical loads or bleeding off stored hydraulic or pneumatic pressure.  
5. Note: Where more than one piece of equipment is connected, but the fault lies with only one piece of the 


equipment, both items of equipment should be isolated and locked. 
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Step 3 - Place Isolation Lock(s), Tag(s) and / or Permit(s):    
1. Principle Controller to apply relevant Locks, Tags and/or permits to 


the Starter Isolation Point in accordance with details set out in this 
procedure. 


2. Battery isolator is positioned to the “ON” position. 
 
 
 
 
 
 
 
 
 
 
 


 
Step 4 –Verify Isolation:   


1. All isolations must be checked to VERIFY the isolation has been 
effective (positive isolation).   


2. Check and clear the machine footprint and cavities of all 
personnel, prior to verifying that the engine cannot start.   


3. Try and start the engine using the ignition key to ensure the 
machine cannot start 


o Confirm secondary energies are secured (e.g. shedding 
electrical loads, chocking, bleeding off pressure from 
hydraulic / pneumatics sources, counterweights are 
secured etc.) 


 
 
 
Step 5 – Perform Work  


1. Each person working on the equipment places RED personal locks on the starter isolator. 
2. Carry out the required tasks. 
3. Any person joining the task after it has started must inform the Principle Controller of their present, review and 


sign the JHA and follow the applicable process for Personal Isolation. 
4. If another work party will be conducting works simultaneously; principle controller must be notified and a JHA 


must be amended to capture additional scope of work or a new JHA must be written with all associated team 
members. 


 
Step 6 – Restoration of Energy  


1. Once remedial work is complete, all tags and locks must be removed before the plant is returned to operational 
status 


2. Restore all isolation devices to their normal state in accordance with energy restoration procedures for the 
equipment 


3. You must place an Out of Service Tag on the master isolation point if it is not safe or ready for service. 
 
 
 
 
 
 
 


Figure 1 Step 3: Starter Isolator in OFF position with 
isolation locks attached 


Figure 2 Step 4: Verifying Isolation 
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3.1 Approved Work Tasks  
 
The following tasks may be performed under a Starter Isolator. When completing tasks simultaneously, the work group 
must risk assess all present energy sources utilising a JHA prior to commencing task. 
 


Task Description Possible Hazards when using a 
Starter Isolator 


Recommended Controls 


Fitting, removal, adjustment and function 
testing of driver seat 


• Pinch points, crush point if seat was 
unexpectedly lowered. 


• Simultaneous works occurring on plant. 


• As per JHA 
• Installation of seat and seat base to be 


completed as per SIS and/or SWP. 
• Seat base to have OEM rubber guarding in 


place prior to installation. 


Product status download by technician 
• Live DC power present in machine 
• Potential electronic equipment damage 
• Simultaneous works occurring on machine 


• As per JHA  


Installation and removal of window tinting • Simultaneous works occurring on machine 
• As per JHA 


Charge air conditioner system 


• Stored pressure 
• Exposure to cold temperatures 
• Hazardous substances 
• Simultaneous works occurring on machine 


• Certified storage cylinder 
• Air conditioning and refrigeration nationally 


recognised trained and competent operator   
• PPE to be worn as per SDS 
• SDS to be available via ChemAlert 


Functional Testing within cab of: 
• GPS system  
• Dash Panel 
• Horns and Alarms 
• Switches 
• Sensors 
• Cameras 
• Monitors 


 


• Live DC power present in machine 
• Potential electronic equipment damage 
• Simultaneous works occurring on machine 


• As per JHA 
• Visual inspection of harness condition prior 


to commencing work to ensure no exposed 
wires are present 


• Ensure communication between teams 
working on machine prior to testing horns or 
alarms 


• Ensure communication between teams 
working on machine prior to testing of 
switches, sensors, cameras and monitors 
within the cab 


Fitting, removal, adjustment and Functional 
testing within cab of: 


• Lighting 
• Wipers 
• Radio 


 


• Live DC power present in machine 
• Potential electronic equipment damage 
• Bright light beam exposure in line of fire 
• Mechanical movement 
• Simultaneous works occurring on machine 
• Noise 


• As per JHA  
• Team member to be outside line of fire prior 


to testing light 
• Ensure switches are disabled 
• Guarding as per OEM design 
• Ensure volume is turned down to low setting 


prior to testing 
 


Functional testing on externals of the machine: 
• E-stop 
• Fans 
• Fire suppression system 
• Hiab 
• Cab pressurisers 
• Ladder 


 
 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Unplanned release of fire system 


• Ensure communication between teams 
working on machine prior to testing fire 
system 


• Trained and authorised tradespersons to 
complete function tests 


• As per minimum control measures 
mentioned at beginning of JHA 


• Visual inspection of Hiab Crane to occur 
prior to use to assess condition of hoses and 
identify any potential leaks 


• Ensure software updates are not in progress 
prior to testing E-stop 


• Operator to stand out of line of fire  
• Ensure communication between teams 


working on machine prior to testing Hiab 
Crane 
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 Fitting, removal, adjustment and Functional 
testing on externals of the machine: 


• Lighting  
• Antennas  
• Switches  
• Sensors 
• Cameras  
• Monitors 


 


• Pinch points, crush point if ladder was 
unexpectedly raised or lowered. 


• Simultaneous works occurring on plant 
• Unplanned release of fire system 


• Operator to position self-outside of line of fire 
and utilise barricading if required. 


• Ensure switches are disabled 
• OEM guarding 
• Trained and authorised tradespersons to 


complete function tests 
• As per JHA 


 Fluid level checks including drain and refill: 
• Engine oil 
• Coolant 
• Hydraulic oil 
• Transmission oil 


 


• Stored energy is present the same as if 
under a battery isolator 


• Simultaneous works occurring on machine 
• Potential for crush if electric over hydraulic 


ladder was to be activated 
• Unplanned movement of Hiab Crane 
• Hydraulic oil pressure 


• As per JHA  


Installation, removal of ROPS including 
associated componentry 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Bright light beam exposure 


• Ensure switches are disabled 


Securing and routing (Organisation) of hoses  
• Live DC power present in machine 
• Simultaneous works occurring on machine • As per JHA  


Securing and routing (Organisation) of 
electrical harnesses 


• Live DC power present in machine 
• Simultaneous works occurring on machine 
• Equipment damage 


• As per JHA  
• Visual inspection of harness condition prior 


to work commencement 


Paint touch ups • Live DC power present in machine 
• Simultaneous works occurring on machine • As per JHA 


Installation and removal of decals/signage • Simultaneous works occurring on machine 
• As per JHA  


SOS sampling via designated sampling points • Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Check and adjust track tension • Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Installation, removal and adjustments of 
engine bay doors, covers and belly guards 


• Live DC power present in machine 
• Simultaneous works occurring on machine 


• As per JHA  


Installation, removal and adjustments of 
electric/hydraulically driven engine bay 
bonnets 


• Hydraulic fluid under pressure, 
moving/rotating parts 


• Operator to stand out of line of fire  
• Utilise cylinder lock outs 
• Ensure potential of fluid injection has been 


identified 
• As per JHA 


Calibrations and testing with Electronic 
Technician 


• Live DC power present in machine 
• Electrical shock hazard. Electronic unit 


injector system operates at 90-120 volts 
(while activated by the ECM) 


• Ensure communication between teams 
working on machine prior to testing 


• Operators to remain outside of line of fire 
• As per JHA 


 
4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact the HSE Advisor. 
 
5 Accountabilities 


Compliance to Procedure  All Employees and Contractors 


Implementation & Review   HSE Manager 


Approval of Procedure   GM – Safety, Security, Risk NSW      
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Monitoring  WesTrac Management, Internal Audit, External Audit 


Interpretation and Advice  HSE Advisors/Line Manager 
 
6 Related Documents  
 
This Safe Work Procedure may be read in conjunction with the following internal documents (i.e. Life Saving 
Commitments Policy or other internal documents such as policies, procedures, forms or further instructions). 
 


Document Number Title 
PCD-NSW-HSEQ-0010 Isolation and Restoration of Energy Procedure 
FTT-NSW-HSEQ-0014 NSW – Job Hazard Analysis (JHA) Worksheet 


 
7 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Safe Work Procedure: 
 


Term Definition 


Fundamentally Stable 
Parking the vehicle in such a way that it will not move, even if the park brake is not 
applied. This may include using wheel chocks or lowering any ground engaging devices 
such as blades or tines. 


SIS Caterpillar Service Information System 


Principal Controller 


A trained and competent person in the task involving isolation using the starter isolator or 
live testing and adjusting. The principal controller is responsible for ensuring only 
employees directly required in isolation under a starter isolator or testing and adjusting 
are permitted to tag onto the machine. The principal controller shall be aware of the 
location of employees tagged onto equipment at all times. Where positive contact cannot 
be made with a person tagged onto a task. All operations shall cease until positive 
communication can be made with the person. 


JHA Job Hazard Analysis 
 
8 Document Amendment History  
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SAFETY STANDS AND JACKS PROCEDURE 
 


1 Purpose 
 


To set out the specific requirements for the use of stands, jacks and other equipment used to jack up plant & vehicles, 
in order to prevent injury to people and damage to equipment. This procedure specifically covers Vehicle Support 
Stands up to 1.5T (AS2538), Lifting Devices (AS4991), Portable Ramps for Vehicles (AS 2640), Hydraulic Trolley 
Jacks (AS 2615)  and Vehicle Jacks (AS/NZS 2693). 


 


2 Scope 
 


All WesTrac worker and contractors are covered by this procedure whilst working on WesTrac sites or under WesTrac 
direction. In the event a client site has higher requirements, the client site requirements should be adhered to in the 
first instance. 


 


3 Procedure 
 
 


3.1 Life Saving Commitment Requirement  
 
Life Saving Commitments provide absolute clarity on expectations to manage fatal risks and prevent someone from 
being seriously injured or killed. The use of Stands and Jacks potentially have the risk to cause a fatal event and as 
such is one of WesTrac’s Life Saving Commitments. The Lifting Life Saving Rule outlines:  
 
I will always check the load is secure and never walk or work under a 
suspended load.  
 


✓ Never operate any type of crane or lifting device unless you have been 
trained and deemed competent to do so. 


✓ Only trained and competent dogman or riggers are permitted to sling or rig a 
load. 


✓ Always review the intended path before moving a suspended load to ensure 
it won’t pass over the top of people. 


✓ Never exceed the safe working load (SWL) of any stands or jacks. 
 


The Lifting Operations Life Saving Committment is non-negotiable and any 
breaches of the rule will initiate a full investigation process with disciplinary action as 
required. For specific information on Life Saving Commitments refer to the Life 
Saving Rules Policy (POL-NAT-HSEQ-0100).  


 
Jacking up of plant and vehicles or raising from a firm base for repairs, shall be on purpose designed, built and 
approved service jacks. The design capacity of the service jacks shall be clearly painted or marked on the side of the 
jack.  Service stands will be securely located under the machine when raised into position. At least one wheel should 
be chocked when vehicles are under repair by a minimum of two chocks. All stands and jacks must be kept in good 
condition and used in accordance with this procedure. 
 


3.2 Portable Stands 
 


• Purpose designed and built service support stands shall be used for vehicle maintenance. 


• Please note that all vehicle support and/or load bearing stands that require fabricating must be engineered, 
drafted and tested on completion in order to meet Australian Standards. Under no circumstances are custom 
built or modified stands to be used at any time without first ensuring certification by the Engineering 
Department and marked accordingly. 
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• They shall be inspected regularly by Tool Store Personnel when they are returned to the tool store. Stands 
that are located permanently in a store or workshop shall be included as part of the monthly workplace 
inspection.  These stands shall be used to support heavy vehicles and components etc. 


• Jacking and placement of stands shall only be undertaken on firm level surfaces capable of supporting the 
machines total weight. 


 


3.3 Packing 
 


• If there are any doubts as to the stability of the machine on the jack or stand, suitable packing should be used 
between the jack or stand and vehicle contact point. 


• The use of scrap or softwood timber, (pine), is not to be used for this function and all packing and dunnage 
should be pre-selected and cut to specific size requirements. 


 


3.4 Timber Blocks 
 


• Timber bocks used for supporting vehicles (as detailed in CAT service literature) shall be hard wood such as 
jarrah, karri or similar and free of decay or splits and for large section blocks, have “Gang Nails” in place on 
the ends. 


• Knots and knotholes must not exceed 12 millimetres (half an inch) in diameter for the blocks to be considered 
as suitable for supporting heavy machinery.  


• The choice of timber blocks used should be based on: 


• Size and dimension (must be at least 200 millimetres wide and 100 millimetres high) 


• Its ability to support the load 


• It’s even dimension so as to prevent slipping (square edges) 


• Timber, which has become warped or split, must not be used for jacking. 
 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Branch Manager and Supervisor:  


• Ensure that personnel are trained in the use, maintenance and inspection in safety stands and jacks. 


• Ensure that this procedure is understood and applied. 


• The following standards are understood and applied - Vehicle Support Stands (AS2538), Portable Ramps for 
Vehicles (AS 2640), Hydraulic Trolley Jacks (AS 2615), Vehicle Jacks (AS 2693), and Lifting Devices 
(AS4991). 


• Ensure that safety stands and jacks are inspected regularly and results recorded on FTT-NAT-HSEQ-0220 – 
Safety Stands and Jacks Checklist 


• Faulty safety stands and jacks are not to be used. They shall be tagged “Out of Service” and placed in the 
quarantine area or returned to the tool store. 


• Notify the “Area Supervisor” of any faulty or damaged jacks or stands and report via hazard and incident 
reporting system. 


• The design capacity and SWL/WLL in kg of the service jacks shall be clearly painted or marked on the side. 


• The jacking up of plant and vehicles shall be raised from a firm base for repairs, stands and jacks will be 
securely located under the machine when raised into position. Under no circumstances is a person to be 
under a suspended load without blocks securely in place. 


• At least one wheel is to be chocked by a minimum of two chocks when vehicles are under repair. 


• Stands and jacks are to be cleaned regularly to remove grease and oil. 


• For stands with pin type adjustments, the pin shall be permanently attached to the stand by means of a metal 
linkage such as chain or flexible wire as stated in AS/NZS 2538 


• Safety stands and jacks shall be individually numbered for identification and logged into a register/checklist 


• Safety stands and jacks shall be checked quarterly against safety stands and jacks checklist. Results must be 
stored on site and filed for evidence at audit time.  
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Worker: 


• Inspect the stand prior to every use; 


• Check that all WLL labels, stickers or other such markings are legible at time of stand selection; 


• Report any defect immediately to the Area Supervisor after having first placed an “Out Of Service” tag on the 
faulty stand and reported via the Hazard and Incident reporting system; 


• Only use the stand within the capacity that it was designed for – both loading and placement. 
 


5 Reporting 


Reporting on the management of Safety stands and jacks occurs through the following process: 


• Monthly Area Inspections 


• Quarterly - Stock Inventory Stock Take 


• Annual - Safety Validation Audit  


Breaches/non-conformances are to be entered into OnTrac as an incident or hazard and controls implemented as per 
root cause identification. 
 


6 Further Information  
 
All workers who require further information or need clarification of anything contained in this Procedure should contact 
the HSE Team in their relevant state. 
 


7 Accountabilities 
  
Compliance to Policy   All Workers and Contractors 
 
Implementation & Review   HSE Manager 
 
Approval of Policy   GM – Safety, Security, Risk 
 
Monitoring  WesTrac Management/Supervisors and HSE Department 
 
Interpretation and Advice  HSE Advisors 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


SIS CAT Service Literature 


FTT-NAT-HSEQ-0220 Safety Stands and Jacks Checklist 


POL-NAT-HSEQ-0100 Life Saving Rules Policy 


 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


AS 2538:2016 Vehicle Support Stand Requirements for the design, construction, performance and labelling of 
vehicle support stands. 


AS 4991:2004  Lifting Devices 


AS 2640:2016 Portable Ramps for  Requirements for the design, construction, performance and marking of 







 


PROCEDURE 


Document Number PCD NAT HSEQ 0146 


Next Review Date 12th May 2022 


 Document Owner  GM – Safety, Security, Risk 


  
 


SAFETY STANDS AND JACKS PROCEDURE  Page 4 of 4  
Revision: 5.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


Vehicles portable vehicle ramps consisting of an incline, platform and barrier stop. 
AS 2615:2016 Hydraulic Trolley 
Jacks 


requirements for the design, construction, performance and labelling of 
hydraulic trolley jacks designed to raise and lower vehicles. 


AS/NZS 2693:2007 Vehicle Jacks specifies requirements for the design, construction, performance and 
labelling of jacks designed to raise vehicles. It does not include devices 
that raise an entire vehicle. 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


CAT Caterpillar – Official plant & equipment 


SWL Safe Working Load 


WLL Working Load Limit 
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TORQUE MARKING PROCEDURE 
 


1 Purpose 
 


The purpose of this Procedure is to clearly outline the correct torque marking of all fasteners. It must be used in conjunction 
with department specific procedures, Safe Work Procedures (SWP), Service Information System (SIS) Documentation and 
Caterpillar Service Letters. 


 


2 Scope 
 


This Procedure applies to all entities within WesTrac and must be used to meet compliance with the WesTrac Quality 
Management Policy.  


 


3 Procedure 
 
All hardware including bolts, nuts, plugs, fittings and clamps are required to be marked when fitted and torqued to their 
specific torque or standard torque in conjunction with the relevant standard work being followed to complete the task. 
 
All CAT hardware general information and recommended standard torque specifications can be found on the Cat Service 
Information System (SIS), Media Number SENR3130. 
 
Ensure the following is performed before and throughout the Procedure: 


• Read all relevant documents and instructions (e.g., Safe Work Procedures and/or Standard Work Instructions), 
understanding the necessary steps and using the required tooling and personal protective equipment. 


• Follow all steps in SWPs, SIS documentation and Caterpillar Service Letters including the correct use of lubricants 
or sealants used on fasteners. 


• Ensure torque tooling used is registered with the WesTrac Calibration Department and has been calibrated (refer 
POL-WA-SER-0001). 


• Calibrated torque tooling needs to have a current Calibrated Sticker (FTT-NAT-CAL-0037) attached. 


• Daily calibration checks to be conducted prior to use of tooling, where equipment is available. 


• Surface needs to be cleaned and dry for clear marking of torqued hardware. 


• Use Contact Cleaner or suitable cleaning solvent to remove existing paint marker marks if torqued hardware needs 
to be removed and refitted again later. Refer to Chemalert Safety Data Sheet for product information.  


• Use of a UNI Paint Marker that is of a high contrast against the marked surface. 
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3.1 Pre-check Standards  
 


3.1.1  
Calibrated torque tooling needs to have a current Calibrated 
Sticker (FTT-NAT-CAL-0037) attached. 
Refer: to Calibration Policy (POL-WA-SER-0001) 


 


3.1.2  
Daily calibration checks are to be conducted prior to use of 
tooling, where equipment is available. 


 
3.1.3  
Use of UNI Paint Marker that is of a high contrast against 
the marked surface. 


 


3.1.4  
Use Contact Cleaner or suitable cleaning solvent to remove 
existing Paint Marker marks if torqued hardware needs to 
be removed and refitted again later. 
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3.2 Hardware with a Single Torque Setting 
 


If the hardware has a single torque setting, then the 
hardware must have a single line across the head or 
surface of it when torqued. 


 
When a jam nut fitting or elbow fitting is torqued, the Paint 
Marker needs to be marked across the fitting and body. 


  
 


  


 


3.3 Hardware with an Initial Torque and a Final Torque 
 


If the hardware has an initial torque and then a final torque, 
then the hardware must have a single line across the head 
or surface of it when the first torque has been completed. 
 
Then after the final torque is complete it needs to have 
another line going through the first creating a cross to show 
it has had the final torque completed. 
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3.4 Hardware that Requires an Initial and then a Torque Turn 
 


3.4.1  
If the hardware requires an initial & then a torque turn, then 
the hardware must have a single line from the centre to the 
upper most point of the head or surface of it after the first 
torque.  


 
 


 


3.4.2  
Then a line needs to be placed on the component at the 
point you need to turn the hardware to. 


 


 


3.4.3  
When the torque turn is complete the line on the hardware 
and the line on the component will line up showing it has 
been torque turned. 


 
Note: It is a good idea to mark your socket at the same 
point as the hardware to be able to see the marked point 
without keep removing the socket. 
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3.5 Hardware that Requires a First Torque and a Second Torque and then Needs to be Torque Turned 
 


3.5.1  
If the hardware requires an initial torque, second torque & 
then a torque turn, then the hardware must have a dot in 
the centre after the first torque.  
 


 
 
 
 
 


3.5.2  
Then a horizontal line across the hardware after the second 
torque and a line from the dot to the upper most point. 


 


 
3.5.3  
To torque turn the fastener, a line needs to be placed on 
the component at the point the hardware needs to be 
turned to. The line on the hardware and the component will 
line up when the torque turn is complete showing it has 
been torque turned. 
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3.6 Hardware that is Torqued with an Automated Tooling (e.g., Multi-Spindle, Rad-Gun, etc.) 
 


3.6.1  
When using an automated tooling to carry out a torque 
sequence, it is still good practice to mark the hardware so it 
can be seen that it has been completed and not rely on the 
data needing to be gathered from the automated tooling to 
check if it’s been torqued. 
 


 


3.6.2  
Mark component with an “X” to show that the torque 
sequence has been done.  


 


 


3.6.3  
Carry out a torque check specified in the SWP on a random 
number of bolts and mark the bolt that had the torque 
check done. 
(e.g., At least 1 per cylinder head and alternate the 
position to confirm all servos are checked.) 


 
Note: The marking procedure in this work instruction 


should always be followed unless there is a specific 
torque and marking procedure in the standard work 
being followed for the task you are carrying out. 


 


  


Randomly torque 
Checked and marked 
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4 Responsibilities 
 
All WesTrac employees and contractors are required to follow this Procedure when a torque is applied to fasteners during 
an installation/assembly of a component.  
 


5 Reporting 
 
All torqued fasteners must be marked with a high contrast UNI Paint Marker, following the torque specification stated by the 
relevant documentation. 
 
When applicable, actual torque settings and torque tooling must be recorded in a document alongside employee signoffs 
for verification and quality assurance purposes. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Procedure 
should contact the Supervisor and Leading Hand. 
 
Breach of this Procedure will result in non-compliance to the WesTrac Quality Management Policy, as well as the potential 
for injury and equipment failure, all of which may result in disciplinary action (PCD-NAT-HR-0039). 


 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors here 
 
Implementation & Review   Service Operations Manager 
     HSEQ Systems Business Partner 
 
Approval of Procedure   Service Operations Manager 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  Supervisor 
     Leading Hand 
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8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


CTA-NAT-HSEQ-0003 Quality Charter 
PCD-NAT-HR-0039 Counselling and Disciplinary Procedure 


FTT-NAT-CAL-0037 Calibrated Sticker 


POL-WA-SER-0001 Calibration Policy 


POL-NAT-HSEQ-0016 Quality Management Policy 
 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


ISO9001:2016 Quality Management Systems - Requirements 


SIS SENR3130 Torque Specifications – Torque Marking (Best Practices) 


  


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


SWP Safe Work Procedure 


SIS Service Information System 


  


 


10 Document Amendment History  
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WET CELL BATTERIES PROCEDURE 
 


1 Purpose 
 


To outline health and safety requirements and precautions to be administered when working with wet cell batteries. 
The method of handling batteries outlined below should be adhered to always ensuring the health and safety of all 
persons in the workplace. 


 


2 Scope 
 


All WesTrac employees and contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction. 


 


3 Procedure 
 


3.1 Life Saving Commitment Requirement 
 
Life Saving Commitment provide absolute clarity on expectations when handling hazardous substances. If not handled 
appropriately hazardous substances have the potential to cause significant health and safety risks to workers and 
those around them and as such is one of WesTrac’s' Life Saving Commitment. The Hazardous Substance Life Saving 
Commitment outlines:  
 
I will always ensure that I obtain, read and follow the instructions on the Safety Data Sheet  
For the Hazardous Substances I am working with. 
 
Batteries contain Sulphuric Acid and lead compounds and when active can produce the highly 
combustible gases Hydrogen and Oxygen within the battery cell.  
 


3.2 Risk Management 
 
Any work required where a battery is present, either in a vehicle or on the bench, must not proceed unless the 
worker/s have read and understood the specific requirements outlined in this procedure, the SDS, the Manufacturers 
Manual and they are wearing the appropriate PPE. They should be familiar with and implement the relevant 
procedures prior to charging or testing a battery or jump starting an engine. 
 
Ensure all jewellery including metal watches are removed when handling batteries. 
 
Always wash hands thoroughly with soapy water after working with batteries and never eat or drink around batteries. 


 


3.3 Handling Battery Acid 
 


• When working with acid, such as filling or handling batteries, PPE in accordance to the SWP and SDS must be 
worn. Use extreme care to avoid spilling or splashing electrolyte (which is dilute sulphuric acid) as it may destroy 
clothing and burn the skin. 


• When handling a plastic cased battery, excessive pressure placed on the end walls could cause electrolyte to 
spew through the vents. Therefore, always use a battery carrier to lift these batteries or lift them with your hands 
placed at opposite corners.  


• If it becomes necessary to prepare electrolyte of a desired specific gravity, always pour the concentrated acid 
slowly into water. Do not pour water into acid. Heat is generated when acid is mixed with water. Add small 
amounts of acid slowly while stirring. Allow to cool if noticeable heat develops. Only use storing, pouring (funnels) 
or mixing containers as per the directions on the SDS. 


• Do not store acid in excessively warm locations or in direct sunlight. 
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3.4 First aid for splash or spill of battery electrolyte (Sulphuric Acid) 
 
Always refer to the relevant SDS when handling batteries. Electrolyte (Sulphuric acid) can cause significant burns and 
the following is a general guide for immediate first aid: 


• If electrolyte is spilled or splashed on clothing or skin, immediately flush body and clothes with large amounts of 
water, using safety shower if available. Quickly remove all contaminated clothing, including footwear. Wash skin 
and hair with running water. If necessary (major spill/splash) continue flushing with water and call emergency 
services. 


• If electrolyte is splashed into the eyes immediately seek medical attention, hold the eye open and flush with 
running water for fifteen minutes Do not add eye drops or other medication unless advised to do so by the doctor. 


• If acid (electrolyte) is taken ingested seek medical attention immediately. 


• If electrolyte is spilled or splashed on any surface or the vehicle, it should be neutralised and rinsed with clean 
water. 


 


3.5 Danger of Battery Exploding  
 
Batteries can expel explosive gases. Keep sparks, flames, burning cigarettes, or other ignition sources away at all 
times.  
 


• Always refer to SDS and wear PPE appropriate to the task such as gloves, safety goggles and a face shield 
when working near batteries. 


• The manufacturer’s instructions must be followed when any equipment such as a battery charger or tester is 
used. 


 
Hydrogen and oxygen gases are produced during normal battery operation. These gases escape through the battery 
vents and may form an explosive atmosphere around the battery if ventilation is poor. Explosive gases may continue 
to be present in and around the battery for several hours after it has been charged. 
 
The use of vent caps having a flame barrier feature has increased; and while such vent caps are designed to inhibit 
ignition of gases within the battery by external ignition of gases within the battery by external ignition sources, it is 
advisable to keep sparks, flames or other ignition sources well away from the battery. 


 
Anyone within the vicinity of the battery when it explodes could receive injuries, including eye injury from flying pieces 
of the case or cover or acid thrown from the battery.  
 


• Never lean over a battery during charging, testing or “jump starting” operations. 


• Do not break “live” circuits at the terminals of batteries as a spark invariably occurs at the point where a “live” 
circuit is broken. Make certain the charger cable clamps or booster leads are clean and making good 
connections. A poor connection can cause an electrical arc which could ignite the gas mixture and explode 
the battery. 


• Keep tools or other metallic objects away from the battery so they do not fall across a terminal that is not 
grounded and any adjacent metallic part of the vehicle which is grounded. 


• Smoking is not permitted in the workplace and should never occur or near a battery. Never strike a match or 
bring any other flame into the vicinity of the battery. 


 


3.6 Charging a battery 
 


It must be assumed that explosive mixtures of hydrogen gas are present within the battery cells at all times. Even a 
battery standing idle generates small quantities of hydrogen due to the self-discharge action. This gas collects in the 
cells and can be exploded by a torch, match flame, lit cigarette, and sparks from loose connections or metal tools 
making contact between the terminals or the ungrounded terminal and adjacent metal parts which are grounded. 
 
Since vent cap designs have flame barrier features are not easily distinguished from other style vent caps, it is 
recommended that vent caps be left on the battery during charging. As a further precaution, place a wet cloth over the 
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battery and vent caps. Since flame arresters are used in most modern vent cap designs to reduce the possibility of the 
battery being exploded by an external spark, this safety feature could be by-passed by removal of the vent caps. 
Whether such vent caps are present or not, always shield eyes when working around the battery and follow the 
precautions listed in the SDS, manufacturers manual and in the procedure. 
 
Do not charge battery unless you are thoroughly familiar with the step by step procedure to use. Follow the 
manufacturer’s instructions for the charger. 
 
If the instructions are no longer legible and you do not have literature containing the instructions, obtain a copy from 
the manufacturer of the charger. Never use a charger without instructions. 
 
1. The room or compartment in which the battery is being charged should be cool, dry and well ventilated. 
2. Do not put a battery on charge unless you are wearing safety goggles and a face shield. 
3. Turn the charger rate switch and timer to the “OFF” position before connecting the leads to the battery. 
4. Once isolated, connect the charger leads to the battery terminals, red positive (+) lead to the positive terminal and 


black negative (-) lead to the negative terminal. If the battery is in the vehicle, connect the negative lead to the 
engine block if the car has a negative ground (negative battery terminal is connected to ground). 


5. Connect the positive lead to ground if the car has a “positive ground” (now rarely occurs). “Rock” the charger lead 
clamps to make certain a good connection has been made. Set the electric timer to the desired charging rate until 
the desired ampere value is reached. 


6. Always turn the charger “off” before removing a charger lead from the battery. 
 
Caution:  


• Do not charge in the red zone. If smoke or dense vapour comes from the battery, shut off the charger and 
reject the battery. If violent gassing or spewing of electrolyte occurs, reduce or temporarily halt the charging. 


• Never touch the charger leads when the charger is “ON”. This could break a connection at the battery 
terminal, creating a spark which could ignite the explosive gases in the battery. Never break a “live” circuit at 
the battery terminals for the same reason. 


• When charging or testing a side terminal battery out of a vehicle, always use side terminal charging and 
testing posts which have been designed for this purpose. 


  
3.7 Removing a battery from a machine 
 
Always refer to the manufacturer manual for the battery, and if relevant SIS for instructions on removing the battery 
from the machine. 
 


• Ensure the machine is isolated, turned off and key out of ignition and correct tag out procedures are followed. 


• Always remove machine earth first from the battery. Remember to leave protecting boots on other terminals to 
reduce the risk of shorting out the battery 


• Remove link from between batteries 


• Remove positive link from battery terminal 


• If battery terminal caps are available place over batteries to reduce the risk of shorting out battery 


• Use correct lifting devices as battery can be heavy 


• Batteries can now be lowered off the machine to ground level keeping battery as level as possible to reduce 
the risk of spillage(acid) 


• Batteries must be stored in a cool, clean sheltered area. 
 


4 Responsibilities 
 
The below outlines responsibilities to ensure compliance with this procedure: 
 
Branch Manager: 


• Must ensure compliance with this procedure and enforce as required 
 







 


PROCEDURE 


Document Number PCD NAT HSEQ 0158 


Next Review Date 15th April 2022 


 Document Owner  HSE Manager 


  
 


WET CELL BATTERIES PROCEDURE  Page 4 of 5  
Revision: 2.0  Confidential Level: Green  
 


This Procedure cannot be modified without the approval of the Document Owner. 
This is a controlled quality document whilst remaining on the WesTrac Intranet, all other copies are considered uncontrolled and 


therefore may not be the relevant version. 


Supervisor: 


• Must ensure compliance with this procedure and enforce as required 


• Shall ensure that manufacturer’s manual is available 


• Must ensure necessary PPE is available and easy accessible to the workers 
 
Worker: 


• Must read, understand and comply with this procedure 


• Must wear the appropriate PPE, and referral to the Manufacturers manual and Safety Data Sheet (SDS) 
 


5 Reporting 
 
Any breaches or incidents in relation to this procedure must be reported through OnTrac on an ad hoc basis as they 
occur. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact their Supervisor, Branch Manager or the HSE Team. 


 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors  
 
Implementation & Review   Branch Manager 
     Supervisor 
     HSE Manager 
 
Approval of Procedure   GM - Safety, Security, Risk  
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  HSE Advisor 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0126 Hazardous Substance Management  


WIN-NAT-HSEQ-0137 Using a Battery Cart 


WIN-NAT-HSEQ-0138 Using a Battery Charger 


WIN-NAT-HSEQ-0141 Safe Removal of a Battery from a Machine 


  


 
The following outlines the reporting requirements related to this Procedure: 
 


Reporting Requirement Reporting Body Frequency 


Explosion or significant incident relating to wet cell battery Relevant Health and 
Safety Regulator: 
NSW – Safe Work NSW 
WA – WorkSafe 


Immediately after an 
incident occurs 
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Department for Mines, 
Industry Regulation and 
Safety 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Worker Refers to any person that carries out work in any capacity for Westrac.  A worker includes; 
direct employees, contractors, subcontractors, labour hire, apprentices or trainees and 
volunteers 


SDS Safety Data Sheet 


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 27/05/15 Document transferred to new template BM MC CG 


2.0 14/04/20 
Transferred to new template, reviewed and 
updated 
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WORKING ON EQUIPMENT LOADED ON A FLOAT 
PROCEDURE 
 


1 Purpose 
 


The purpose of this procedure is to ensure the safety of personnel, contractors and visitors in regard to working on and 
around equipment that has been loaded and secured to a float. At all costs, work shall be conducted on the ground or 
on a solid construction.  


This is to be used in extreme circumstances when work was unable to be completed prior to loading. This procedure is 
the minimum requirements to work on a float safely. Some sites and situations may require further measures such as 
Barricading, Spotters, Traffic management. Ensure all Signage, Equipment and Personal Danger Tags are 
removed/packed away when work is completed on Machine. 


2 Scope 
 


This procedure encompasses all mobile plant equipment that is loaded onto a float/truck which is undergoing work.  
Work such as, but not limited to: 


• Isolations 


• Taking Photo’s 


• Tying up ladders 


• Topping up fluids/oils 


• Putting documents/parts/accessories into cab 


• Quality Inspections 


• Mechanical Repairs/Modifications 


• Securing of load 


There are 3 scenarios that will be covered in this procedure: 
1) Equipment loaded on float - No Prime Mover 
2) Equipment loaded on float with Prime Mover – No Truck Driver 
3) Equipment loaded on float with Prime Mover and Truck Driver Loaded 


 


3 Procedure 
 


3.1 Hazard and Risk Management 
 


Where there is a potential to fall from one level to another (inclusive of an elevated platform, opening, edge, level 
surface etc.) the risk must be identified, assessed and managed. Prior to commencing any work, a Take 5 and/ or a 
JHA shall be conducted.   


3.2 Life Saving Commitments 
 


The following Life Saving Commitments apply to this task and must be adhered to at all times: 
 


              
 
 
 
The minimum Personal Protective Equipment (PPE) SHALL be worn for this task: 
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All signage, chocks and barricading can be found in the LOAD-OUT KIT. (Not all sites will have the need for a 
permanent load out kit however all required items should be available at all sites) 


 


3.3 Record Management 


Risk assessments are required to be documented in OnTrac for record retention and record management. 


3.4 Competency, Communication and Consultation 


All personal requiring access to floats are required to have the following pre-requisites: 


• Have undertaken the WesTrac Safety for All and Safety for Operations Online induction (within the past 2 
years) 


• Hold a current Working at Heights Certificate 


Work scheduled to be conducted on equipment which is loaded on a float is to be communicated at the start of shift 
during the PSI meeting. The supervisor of the area is to nominate a responsible person who will be required to consult 
with the Float operator (where applicable) to ensure all controls outlined in the risk assessment are implemented and 
understood.  


3.5 General Access and Egress 
 


3.5.1 Wheel Chocks 
 
In accordance with safe work procedures, ensure that the float is parked in a fundamentally stable position, wheel 
chocks installed in front and behind a wheel to prevent any movement.  


 
3.5.2 Isolations 
 
Ensure workers that are required to access the foot print of the float are appropriately tagged onto the equipment in 
accordance with the Isolation and Tagging Procedure (PCD-NAT-HSEQ-0125) 


 
3.5.3 Access and Egress 
 
Where suitable access and egress is not available (e.g. engineered ladder/step with handle) a safety ladder shall be 
used. 3 points of contact shall be maintained at all times. Whilst on the float, workers are walk along the centre of the 
trailer maintaining a minimum of 450mm from the edge. Where there is a potential to fall more than 1m (e.g. the height 
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of the float is >1m) a method of fall restraint and or edge protection (e.g. Guardrails) shall be installed in accordance 
with the Working at Heights Procedure (PCD-NAT-HSEQ-0132). 


3.6 Equipment Loaded on a Float – No Prime Mover 
 
3.6.1 Signage 
 
Position sign in front of float hitch to prevent Prime Mover access the float 


 
3.7 Equipment Loaded on a Float – Prime Mover – No Float Truck Operator 


 
3.7.1 Signage 
 
Position sign in front of prime mover driver door where it cannot be missed by someone entering the truck 


 
3.7.2 Isolations 
 
In addition to tagging onto the equipment (3.5.2), a danger tag shall be applied to the driver’s door handle, due to prime 
movers not having isolation points.  


3.8 Equipment Loaded on a Float – Prime Mover Loaded and Float Truck Operator Present 
 
3.8.1 Positive Communication 
 
Prior to commencing any task, the Float Truck Operator shall be engaged in the risk assessment process (Take 5/JHA) 
to ensure that requirements are clear. 


• The truck must not be left running 


• The ignition keys to the prime mover must be placed into a key barrel with a danger tag attached an locked with 
an isolation lock then placed onto the driver’s seat.  


• The Lead Spotter in charge of the task is to retain the isolation key until all personnel are finished the task and 
tagged off.  
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• If the float and prime mover are to stay overnight, the isolation lock is to be presented to the shift supervisor at 
the end of the shift.  


• See the supervisor if there are any issues with obtaining the keys to the prime mover.  


 


3.8.2 Signage 


Signage shall be installed in accordance with section 3.7.1. 


3.9 Emergency Management 
 
All persons accessing or egressing the rear of a float are only permitted to do so under the supervision of another 
worker (contractor/employee) to ensure that in the unlikely event of a fall, swift response and first aid can be provided.  
 
Fall arrest is not to be used when accessing the rear of floats. A fall restraint system is however permitted.  


 


4 Responsibilities 
 
4.1.1 Area Manager 


• Planning of loading and unloading bay location 


• Ensuring area is clearly demarcated and a driver safe zone is determined 


• Platforms are made available where access to floats with limited space are identified as a risk and registered in 
the area risk register.  


• Ensuring training is provided in this procedure 


• Load out kit is made available 


• Adequate first aiders are available 


4.1.2 Supervisor 


• Ensuring a JHA is conducted and documented in OnTrac if the process deviates from this procedure 


• Ensuring that all workers required to access the rear of a float are identified through a training needs analysis, 
have read and signed off on this procedure 


• Ensure all workers required to access the rear of a float have conducted working at heights training within the 
past 3 years.  


4.1.3 Workers 


• Ensure a risk assessment is conducted prior to work (Take 5 or JHA) 


• Positive communication is conducted 


• Equipment is parked in a fundamentally stable position 


• Correct signage is installed 


• Isolations are conducted 


• Platforms, ladders, guardrails or working at heights equipment is used as identified in the Take 5 or JHA 
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5 Reporting 
 
Safety Interactions are to be conducted through OnTrac to ensure adherence to this procedure and identify coaching 
opportunities. Actionable items are to be recorded against the Safety Interaction as an opportunity for improvement or 
through the identification of a hazard.  
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the Regional Manager - Service 
 
In the event of a procedure breach, the task is to be stopped, area made safe and barricaded to prevent access to the 
scene. The supervisor is to be notified immediately to commence an investigation.  


 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors (Workers) 
 
Implementation & Review   Area Manager - Service 
 
Approval of Procedure   GM - Operations 
      
Monitoring  Area Managers, Supervisors or WesTrac Management, Internal Audit, External 


Audit 
 
Interpretation and Advice  Area Manager - Service 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0127 Mobile Equipment Procedure 


PCD NAT HSEQ 0125 Isolation and Tagging Procedure 
PCD-NAT-SER-0292 Loaded and Unloading of Mobile Plant from Floats and Trailers 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 


PCD-NAT-HSEQ-0135 Ladders, Stairs and Walkways 
 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


Work Health Safety Act (2011) Duty of Care (s19) 
Work Health Safety Regulations (2017) Falls (cl78 – 80) 


 
The following outlines the reporting requirements related to this Procedure: 
 


Reporting Requirement Reporting Body Frequency 


Incident – all Supervisor Immediately 


Dangerous Incident, Serious Incident,  Regulator Adhoc – 48 hours 
High Potential Incident Regulator Adhoc – 7 days 
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9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Workers All employees or contractors who have been approved to work on site and have 
conducted the Safety for All and Safety for Operations Inductions 


Working at Heights 1m or higher 


Fall Arrest Safe stopping of a person already falling – e.g. harness, lanyard with an absorber 
installed 


Fall Restraint Method or system that prevents a person from falling into a void or off an edge 


 


10 Document Amendment History  
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Prepared 


By 
Reviewed 


By 
Approved 


By 
1.0 8/7/2015 Document Created NL RH RH 
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Unloading of Mobile Plant from Floats and 
Trailers Procedure (PCD-NAT-SER-0292) 


- Formatting of document 
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WORKSHOP MACHINE MODIFICATION  
 


1 Purpose 
 


The Workshop Machine Modification Procedure (WMMP) is one of four main procedures within the Machine Modification 
Management System (MMMS) which provide a sequence of cross-functional activities, and processes to support the end-
to-end machine modification process.  
 
The purpose of the WMMP is to ensure that machine modifications designed and/or manufactured in WesTrac workshops 
are planned, performed, checked, reviewed, signed-off and documented in a controlled manner i.e. the modifications:-  


• Are scoped and reviewed in detail against customer and statutory requirements. 


• Are designed and developed in accordance with Engineering guidelines for best-practice and statutory compliance 


• Have documented designs and manufacturing information including quality control, testing and validation 
requirements with specific acceptance criteria. 


• Are manufactured and installed in accordance with the manufacturing documentation 


• Have quality control, testing and validation performed and documented to verify the conformity of products to their 
requirements. 


• Non conforming products are identified and controlled 


• Have externally provided products and services controlled and managed 


• Have a safety (hazard and risk) assessment performed 


• Have all documentation produced including bills of material, pricing/procurement info, quality checks, testing, and 
“as-built” documentation. 


• Have customer documentation generated i.e. operation and maintenance manuals and parts/service support 
information 


• Have a detailed pre-delivery inspection and documention review before final sign-off and release of the modified 
machine 


• Have all changes controlled, reviewed and documented 


• Provide configuration control i.e. identification and traceability for each specific machine build.  


2 Scope 
 


• The procedure applies to all WesTrac operations in Australia, and all employees and contractors must ensure 
compliance 


• The procedure covers all modifications made to Caterpillar (and other) machines (including additions and 
attachments). 


• The procedure covers all modifications made to new machines, used machines, machine rebuilds and operational 
machines. 


• There are to be no exceptions or exclusions. 
 


3 Procedure 
 


The relationship of the Workshop Machine Modification Procedure within the Machine Modification Management System is 
shown in Figure 1: 
 
The WMMP interacts with the other 3 procedures within the MMMS.  


 
The WMMP has been developed as a generic National process to show intent, and designed to fit in with non-WA and non-
New Machine processes, and also to give direction for future processes. 
 
The WMMP covers both new and existing Workshop developed Solutions (WS) and  Engineered Solutions (ES).  
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Figure 1: Machine Modification Management System 
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3.1 Fundamental Definitions 
 
Historically within WesTrac modifications to machines are refered to as Dealer Provided Options, User Defined 
Attachments or Customer (Machine) Variations. 
 
Within the Machine Modification Framework, it is necessary to formalise and standardise the terminology as follows:- 


 
3.1.1 Dealer Provided Option (DPO) 
 
Refers to all machine modifications performed by WesTrac, both historic and new, regardless of origin. 
 
3.1.2 Engineered Solution (ES) 
 
A machine modification which has been developed, approved and fully documented through the Engineering Design and 
Development Management Procedure (PCD-NAT-ENG-0007).  
  
3.1.3 Workshop Solution (WS) 
 
A machine modification which has been developed, approved and documented through the Workshop Machine 
Modification Procedure.   
 
3.1.4 Standard DPO 
 
A standard acceptable machine modification for a particular model of machine. 
 
N.B. a Standard DPO may be an ES, a WS, or as yet unavailable. 
 


3.2 Workshop Machine Modification Processes  
 
The WMMP consists of 5 processes, as follows:- 
 
3.2.1 Workshop DPO Design, Development and Manufacturing Process – For Workshop Solution (WS) – First of 


Kind  
 
This process is represented by the Promapp process map: 
 
Workshop DPO Design, Development and Manufacturing Process (For Workshop Solution (WS) - First of Kind) (PRO-NAT-
SER-0028) 
 
This process details the cross-functional activities required to Design, Develop, Manufacture, Document and Sign-Off a 
DPO machine modification performed in the workshop  for the first time. 
 
3.2.2 Workshop DPO Manufacturing Process – For For Engineered Solution (ES) – First of Kind 
 
This process is represented by the Promapp process map: 
 
Workshop DPO Manufacturing Process (For Engineered Solution (ES) - First of Kind) (PRO-NAT-SER-0029) 
 
This process details the cross-functional activities required to Manufacture, Validate and Sign-Off a DPO machine 
modification designed by Engineering and being manufactured for the first time. 
 
3.2.3 Workshop DPO Manufacturing Process – For Existing Engineered Solution (ES) or Workshop Solution 


(WS)  
 
This process is represented by the Promapp process map: 



https://au.promapp.com/westrac/Process/Minimode/Permalink/HjeueJhpi1tK4aVzzP4dNC

https://au.promapp.com/westrac/Process/Minimode/Permalink/HjeueJhpi1tK4aVzzP4dNC

https://au.promapp.com/westrac/Process/Minimode/Permalink/Fl2Fkt38ENzfhb2d9NMVLM
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Workshop DPO Manufacturing Process - For Existing Engineered Solution (ES) or Workshop Solution (WS) (PRO-NAT-
SER-0030) 
 
This process details the cross-functional activities required to Manufacture and Sign-Off a previously documented and 
validated DPO machine modification - either Workshop Solution (WS) or Engineered Solution (ES). 


 
3.2.4 DPO External Supplier Process  
 
This process is represented by the Promapp process map: 
 
DPO External Supplier (PRO-NAT-SER-0026) 
 
This process details the required process for the control and management of external service suppliers during the 
manufacture and installation of machine modifications (DPO's). 
This process specifically applies to the supply of services, and major componenets/systems which require fitment by 
external suppliers or contractors. 
 
3.2.5 DPO Final Sign-Off Process  
 
This process is represented by the Promapp process map: 
 
DPO Final Sign-Off (PRO-NAT-SER-0027) 
 
This process details the required process for the final sign-off of a machine with modifications 
 


4 Responsibilities 
 
Responsibilities for the procedural requirements are set by the department(s) or specific positions undertaking the 
respective activities in the process/procedure. 
 


Role Responsibilities 
Workshop/Branch:-   


- Leading Hand 
- Workshop Supervisor 


- Planner 


• Assessment of Machine Modifications for customer quote 


• Design, Manufacture, Control, Verification, Validation, Safey 
Assessment, Documentation and sign-off of machine modifications 


Branch Manager / 
Workshop Area Manager  


• Sign-off of final machine release 


Engineering • Engineering Assessment of Machine Modifications 


• Provision of Engineering guidelines 


 
 


5 Reporting 
 
To ensure procedural requirements are being met, periodic reviews/audits of the relevant documentation within the WMMP 
processes will occur.  The primary purpose of the review is to ensure that correct information is being captured and there is 
adherence to the Workshop Machine Modification Procedure.  
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Procedure 
should contact the Chief Engineer. 
 
 



https://au.promapp.com/westrac/Process/Minimode/Permalink/B4rOp0WPpWOH6MVgn6qldY

https://au.promapp.com/westrac/Process/Minimode/Permalink/B4rOp0WPpWOH6MVgn6qldY

https://au.promapp.com/westrac/Process/Minimode/Permalink/Fby0GqIvC0H4XhaeBEZjDN

https://au.promapp.com/westrac/Process/Minimode/Permalink/HEPb31GZJrbgU0CjteEmFa
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7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation and Review   Group Manager Operations 
                                                                 Chief Engineer 
 
Approval of Procedure   Group Manager Operations 
      
Monitoring  Chief Engineer, WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  Chief Engineer, Head of Internal Audit and Process Improvement 
 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


POL-NAT-SER-0003 Machine Modification Management Policy 


PCD-NAT-SAM-0003 Machine Modification Justification and Assessment Procedure 


PCD-NAT-ENG-0007 Engineering Design and Development Management Procedure 


PCD-NAT-ENG-0008  Customer Documentation Management Procedure 


POL-NAT-IA-0002 Risk Management Policy 


PCD-NAT-HSEQ-0005 Record Management Procedure 


PCD-NAT-HSEQ-0013 Quality Corrective and Preventive Action Procedure 


 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


ISO 9001:2016   Quality management systems - Requirements 


 
The following outlines the reporting requirements related to this Procedure: 
 


Reporting Requirement Reporting Body Frequency 


   


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


MMJAP Machine Modification Justification and Assessment Procedure 


MMMS Machine Modification Management System (the Machine Modification Framework) 


DPO Dealer Provided Option  


ES Engineered Solution  


WS Workshop Solution 


BOM Bill Of Material 


WMMP Workshop Machine Modification Procedure 
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10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 19.06.18 Document Created. RB PL PL 
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