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PACKAGING, PALLETS AND RACKING - SCOPE OF WORK

01 Describe the work to be performed

e Design, install and maintain racks and storage facilities on WesTrac sites in accordance with relevant
government and Worksafe standards

e Design and modify transport and shipping stands and containers in accordance with relevant Chain of
Responsibility, Government and Worksafe standards

e Wrap and preserve items for storage and preservation

e All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification

e As 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

Use of lifting equipment on site
Sub-contractor engagement
Hot works

Working at heights

04 Policies, procedures and inductions that may be relevant to this Scope of Work

Pallet Wrapping Machine Procedure (PCD-WA-PTS-0001)

Ride on Pallet Jack Daily Inspection Checklist (FTT-NAT-PTS-0027)
SWP — Packing Wet Cell Batteries for Transport (WIN-NAT-PTS-0621)
SWP — Pallet and Steel Storage Racking (WIN-GUI-PTS-0035)

SWP — Strapping and Strap Cutting (WIN-GUI-TRK-0023)

SWP — Strapping of Cylindrical Items to Pallets (WIN-MTT-SER-0016)
SWP — Use of an ITIPACK Strapping Tool (ITA 25) (WIN-GUI-CRC-0169)
SWP - Use of P325 Plastic Strap Tensioner (WIN-NAT-HSEQ-0243)

As per the Principal Scope of Works

05 Describe who supplies the materials

e 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

e The contracting company is to provide all tools necessary to complete the works

o 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

e The contracting company will be measured against safety, quality, velocity, cost and people-based metrics.
o The relevant WesTrac department will conduct reviews, feedback sessions and other performance
management tools it deems necessary

07 Describe at what point will the work be accepted
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e The contracting company is to provide WesTrac a Service Entry Sheet, maintenance report, commissioning
report or similar outlining works and testing completed

o The completed works will be tested and verified complete by both the contracting company and WesTrac

e The services as requested in the purchase order will be deemed to be delivered by WesTrac

e Acceptance will also be in accordance with WesTrac’s Terms & Conditions or Standing Offer

e Any large discrepancies in cost to be scrutinised between both parties
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PALLET WRAPPING MACHINE PROCEDURE

All employees using a Pallet Wrapping Machine or working in the vicinity of 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.
Upon the completion of a Risk Assessment (Takeb) it is deemed that the user is exposed to a greater risk then

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

0006

1.1 Additional PPE Required

e Hair net is only required if the hair is long and in danger of getting caught in the rollers or other workings of the
machine. All hair must be tied up and out of harm’s way.

2 Life Saving Commitments

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

e THE OPERATOR MUST NOT USE ANY PART OF THE BODY OR STAND ON EITHER TURNTABLE OR
PALLET WHILST IT IS IN MOTION FOR ANY REASON.

e ENSURE WORK AREA IS CLEAR AND OTHER PEOPLE HAVE LEFT THE IMMEDIATE AREA PRIOR TO

OPPERATING WRAPPING MACHINE.
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1. Place Rotolift unit in position.
2. Manoeuvre the stretch wrapper to the side of the Rotolift unit with the connection and push the stretch wrapper
into it so that the two stretch wrap prongs are in the forklift tine openings.

5. Lower the power guard
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6. The foot pedal controller has an airline running from the back of it which connects to the Rotolift

7. On the side of the stretch wrapper is a tube for the airline to go through, this is so the airline is protected and
doesn’t get damaged.

8. On the Rotolifts base, there are two airline connector fittings, one small and one big. Pull the airline from the
end of the tube and connect them to the fittings on the base. _

9) Ensure operator doesn’t have any loose or hanging clothing, jewellery, adornments or excessively long hair
(See 1.1 Hair net or hair tied up above shoulders required).

10) Ensure load is stacked evenly and securely on pallet using appropriate lifting MHE and correct horn signals

11) Release Emergency Stop

12) Turn Power on at the main power switch

13) Position power switch on control panel to ON

14) Set up plastic wrap ready for rotation

15) Adjust speed as required ***DO NOT RAISE TURN TABLE WHILE IN ROTATION***

16) Do not wrap parts too tight.
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17) Ensure load is completely sealed.

18) To stop the machine, select STOP on the main control panel.

19) Once load is securely wrapped & upon completion of rotation, break the film by restricting rotation of film role
and initiating a tear in the film.

20) Once load is wrapped, remove from turntable using correct MHE.

In case of EMERGENCY - push the EMERGENCY STOP button located

at the top of the main control box.

Emergency
Stop Button

Elevation |
controls

Table Turn
Speed

Power
Isolator

4 Service & Maintenance

e The Air Bag Elevator requires very little service.
e Before and maintenance is conducted, the Elevator should be raised and chocked into a secure position.
e Visual checks for missing, clips, pins and sustained damage should be conducted on a regular basis.
e The water trap on the air regulator should be inspected and emptied as required.
o There is no requirement to add oil to the airline
e Itis not recommended that the Air Bag sustain a build-up of water and should be emptied ASAP
e Monthly inspect the rollers and pivot points of the legs, lubrication can be applied to all pivot points.
e Rollers are all sealed precision ball bearings and should be replaced if damaged.
e Check the Air Bag for wear and tear, chaffing, etc. and remove any object which may potentially cause damage

to the Air Bag, (pallet board splinters, swarf, etc.)

If for any reason the Airbag is compromised, it should be replaced immediately.

e Optional safety curtains can be fitted to the elevator, which will also require inspection.

e The safety curtain will have to be raised and secured by the ties provided so that the above checks can be
performed.

e Ensure the Air Bag Elevator is fully raised, before attempting to remove the chocks.
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5 Further Information

e All employees and contractors who require further information or need clarification of anything contained in this
Safe Work Procedure should contact their Supervisor.

e Only Authorised Personnel are permitted to isolate & conduct repairs on the Film Wrapping machine following
WesTrac’s PCD-NAT-HSEQ-0125 Isolation & Tagging Procedure

6 Accountabilities

Compliance to Safe Work Procedure ~ WesTrac All

Implementation & Review Warehouse Supervisors

Approval of Safe Work Procedure Branch Supervisor/Branch Manager
Monitoring Branch Leadership Team, HSEQ Team
Interpretation and Advice Branch Leadership Team, HSEQ Advisor

7 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
POL-NAT-HSEQ-0100 Life Saving Commitments
PCD-NAT-HSEQ-0125 Isolation & Tagging Procedure

8 Definitions and Abbreviations

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

Term Definition
PPE Personal Protective Equipment
MHE Manual Handling Equipment

9 Document Amendment History

Prepared Reviewed Approved

Revision Date Description
By By By
12/02/2021 Document Creation MS EK DB
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RIDE ON PALLET JACK DAILY s r
INSPECTION CHECKLIST TO -
b

- &
Co:

\

Date At The Start

Model: Serial No: Of The Week:

DESCRIPTION MON TUE WED THU FRI SAT SUN
Shift AM PM AM PM AM PM AM PM AM PM AM PM AM PM

SMU (Machine
Hours)

Tyres
Serviceable
Liquid Levels
Battery

Check Floor for
oil leaks

Guards/Decals

Allin
Place/legible

Lift System
Lift Operations
Seating

Hand controls
(clearly labelled
and not worn)

Brakes

Steering

Steering serviceable
Horn

Gauges
illuminated

Shutdown

Emergency Stop
Button

Name of
Inspector

Employee P
Number

Supervisor
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OTHER

NOTES

FOLLOW UP

Supervisor: Date:

Branch Manager: Date:
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SAFE WORK PROCEDURE - USE OF P325 PLASTIC STRAP
TENSIONER

All employees using a “P325 Plastic Strap Tensioner” or working in the vicinity of a “P325 Plastic Strap Tensioner”
must comply with these safe work procedures.

DO NOT attempt to operate the tensioner 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.

SAFETY REQUIREMENTS

A Take 5 MUST be completed before starting this procedure.

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

Additional Requirements:
o Clear safety glasses must be worn when operating the tool inside.

Life Saving Commitments

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

PROCESS

1. Use correct lifting method to place item on strapping bench in Guildford freight area;

2. Wrap the plastic strap around the item to be shipped, ensuring that the strap passes under the slats of the
pallet that support the item - the loose end of the strap to be under the main run of the strap;

Pull the handle up to open the tension tool jaws;
Feed both runs of the plastic strap into the jaws and release the handle;

Press button 1 (one) to begin the tensioning process. Ensure excessive tension is not put onto fragile
components or boxes and ensure tips of gloves are clear of this area;

6. When the desired tension is achieved, press lever 2 (two) to begin the fusing process;

7. When the small LED on top of the tensioner turns from “Green” to “Orange” the fusing process is complete so
release lever 2 (two);
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8. Raise the handle to open the tension tool jaws and remove tooling.

NOTE: The recently fused ends of the plastic strap may still be hot so DO NOT touch.
Ensure all tooling is put back into the correct location and dispose of any waste that there may be.

Wrap the plastic strap around the item and
the pallet placing the tail of the strap under
the main run of the strap.

Lift handle to open the jaws of the tensioner and slip
both runs of the plastic strap into place.

Once the plastic strap is fully in place, release the
handle to trap the plastic strap between the jaws.

Press button 1(one) to begin the tensioning

When the desired tension is achieved, press lever 2
(two) to begin fusing phase.
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When the LED turns from “Green” to “Orange” the
fusing is completed. Lift handle and remove tooling.
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SWP — PACKING WET CELL BATTERY FOR TRANSPORT

Any employee packing a wet cell battery for transport or working within the vicinity of a wet cell battery must comply
with this Safe Work Procedure.

DO NOT attempt to pack batteries before reading and understanding 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.

Section 2 of the Take 5 “Spot the Hazards”; you may answer “NO” to “Does the task involve hazardous materials”
provided the battery is sealed, in good condition and not leaking.

When working on this task the following Personal Protective Equipment (PPE) SHALL be worn:

@000

1.1 Additional PPE Required
e Face Shield;

e Acid Proof Apron.
2 Life Saving Commitments

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

Z -
‘ S
3 Process

During packing and/or transport of wet cell batteries:

All batteries must be fitted with plastic caps that protect terminals;

Batteries must be fully secured and unable to move around;

Batteries are to be packed separately from other items;

Wear the appropriate personal protective equipment;

Handle all returned batteries with the same responsible care as new batteries;
Keep batteries upright at all times. Do not tip over on side or upside down;

Do not throw or drop batteries. Put batteries carefully down on pallet.
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3.1 Pallet Stacking

a) Select a sturdy pallet with no broken or missing boards. Be sure there are no nails sticking up, which could
puncture batteries;

b) Place a layer of cardboard on the pallet to prevent the batteries sliding off the pallet;

c) Make the first layer of batteries level and as close together as possible. If some of the batteries are shorter,
they should be placed in the centre of layers. Any taller batteries should be placed on the top layer;

d) Place waffle board (preferred) or sufficient cardboard (multiple sheets if necessary) between all layers,
including the top layer of batteries to prevent the possibility of puncturing the batteries above and short circuit.
Place cardboard on top of pallet (preferred);

e) Batteries must not be stacked more than 3 layers high. Larger batteries (i.e. 153-5720) must not be stacked
more than 2 layers high;

f)  Side terminal batteries must be stacked so the posts are facing away from each other and not facing towards
the outside of the pallet. Side terminals must never touch;

g) Top posts must be positioned toward the outside of the pallet so the layer above it leans toward the centre.
Make sure that no batteries are overhanging the waffle board or sheets of cardboard;

h) Stud post batteries (Marine, Group 31, Golf Car) should be on the top layer. If this is not possible you will need
extra layers of cardboard between the layers of batteries to prevent punctures. This is also important when

i) Damaged batteries are not to be dispatched and are to be taken to the battery recycling area;
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WAFFLEBOARD OR SHEETS OF CARDBOARD*

BATTERIES

WAFFLEBOARD PREFERRED*

(MINIMIZES POTENTIAL FOR POST PENETRATION AND SHORT CIRCIAT)

BATTERIES
WAFFLEBOARD PREFERRED*

(MINIMIZES POTENTIAL FOR POST PENETRATION AND SHORT CIRCIAT)

BATTERIES

CARDBOARD
PALLET

Pallets must be constructed with a minimum of three bottom
boards and durable enough to handle the battery load
Maximum layers per pallet = 3

Waffle board placed between each layer

Cardboard on top preferred

Strapping, wrapping, corrosive stickers and fragile tape

3.2 Pallet Wrapping

a) Wrap the batteries with plastic strapping to secure the load,;

b) Wrap the pallet with stretch wrap to secure the load and keep out the weather conditions. Stretch wrap
works best if it is pulled tight before stretching it around the corners;
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c) Place fragile tape on top of the wrapped pallet to prevent goods being placed on top of the batteries in
transport, which may damage the terminals;
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d) Place 2 Corrosive diamond stickers on top of the pallet.

A BATTERY MUST NOT BE DISPATCHED WITHOUT PROTECTIVE CAPS
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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 =~ Warehouse Manager

Implementation & Review Warehouse Manager
Approval of Safe Work Procedure Warehouse Manager
Monitoring WesTrac Management
Interpretation and Advice HSEQ 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 Chemical Management Procedure
WIN-NAT-HSEQ-0137 Using a Battery Cart

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
HSEQ Health, Safety, Environment and Quality

8 Document Amendment History

Prepared Reviewed Approved

Revision Date Description

By By By

5.0 14/04/20  Update to new template BG NT NT

6.0 15/10/20  reviewed NT NT

70 16/10/20 Reviewed, updated PPE and changed EC AB MW

document owner
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SWP — PALLET AND STEEL STORAGE RACKING

All employees using or working in the vicinity of the Parts and Distribution Warehouse 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:

1.1 Additional PPE Required

®

2 Life Saving Commitments

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

5= DY ezs

e Steel Racking systems shall be properly designed, fabricated, maintained and used in accordance with the
current version of AS4084- Steel Storage Racking. The structural adequacy of the design shall be checked by
an appropriately qualified engineer.

e Storage racking shall be designed specifically for the size, weight and shape of the products being stored. The
design of the racking shall be compatible with the pallets and the materials handling equipment used.

e The width of aisles shall be sufficient to accommodate the loading and unloading movements of reach trucks
and other material handling equipment.

e For designs where pedestrians can access the back of the racking, and single rows have been installed, rear
protection should be fitted to prevent loads falling out of the back of the racking.

4 a‘

3 Process
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3.1 Installation

The Warehouse Manager or his delegate should obtain and retain “as built” rack drawings and associated
specifications and certificates when racking is purchased and permissible safe stacking loads and the conditions of use
of the system shall be clearly marked on each rack.

SAFE WORKING LOADS \
The following information shall be displayed. See figure 1: P ACEORAE WM AR o0 2012
Racking manufacturer's name, supplier's name and trademark, and the installation date; G
Designer’s name; oo
Working unit load limit; ‘ }
Safe working unit load for each shelf beam level, ‘ e SENERE
Safe working total unit load for each bay; and ;
Maximum distance from the base plate level to the first beam level and maximum
distance between adjacent beam levels.

1200 KG

1500 MM
Eon CF
s & 32

8

=

°

2000 MM

Figure 1 Typical
Working Load sign
3.2 Modifications

Modifications from ‘as built’” manufacturers drawings are not permitted without sign-off from the manufacturer, supplier
or other competent person e.g. Structural Engineer

3.3 Collision Protection

To prevent damage to pallet racking, the lower parts of the frames that are exposed to potential collision or impact by
forklifts or other moving equipment shall be protected, for example by upright protector and end-of-rack protectors.
Protection devices shall comply with the requirements of AS4084- Steel Storage Racking.

A traffic and pedestrian plan should be developed and complied with.

3.4 Use

All operators who add or remove materials from pallet and steel storage racking shall be trained in the correct practices,
including reporting of damage, prohibitions on unauthorised alterations and understand the limits imposed by Safe
Working Loads.

Any damage to racking, however minor, must be reported so that it can be immediately assessed. Failure to report
damage will be considered a serious safety breach. Refer to Section 3.5.

Site/Area specific work procedures should be developed at each location where storage racking is in place.

3.5 Damage Reports

Workers should report any damage to a supervisor immediately for inspection and assessment. Racking shall be
assessed immediately upon damage and a decision made regarding:

e The need to unload the racking and the safety of doing so;
e Barricading the vicinity where product may fall;
e Applying ‘Do Not Use’ or ‘out of service’ labels and tape.

The damage should be recorded in the OnTrac incident/hazard reporting system and identified where safe to do so, on
the racking.
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3.6 Inspections

Three types of inspections shall be carried out on a regular basis. These shall be determined upon the frequency of use
and previous history. These include:

¢ Inspection undertaken by the MHE Operator as they load and unload racking - Ongoing

e General inspection of the condition of the racking, loads and area as part of a weekly racking inspection -
Weekly

¢ Inspections by persons competent in the requirements of AS4084- Steel Storage Racking. These shall occur on
a regular basis (typically annually) and as required (if damage reported). These shall be documented and
include recommended actions in Form Inspection of Pallet and Steel Storage Racking (FTT-GUI-PTS-0031) -
Annually

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 Warehouse Supervisor.

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors

Implementation & Review Warehouse Manager
Warehouse Supervisor

Approval of Safe Work Procedure Parts and Logistics Operations Manager
Monitoring WesTrac Management, Internal Audit, External Audit
Interpretation and Advice Warehouse Supervisor

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

WIN-GUI-PTS-0023 Safe Use Of a Forklift at the Guildford Parts Warehouse
WIN-GUI-PTS-0010 Safe Use of a Reach Truck at the Guildford Parts Warehouse
PCD-NAT-HSEQ-0127 Mobile Equipment Procedure

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

Term Definition
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WesTrac @ Document Number WIN GUI TRK 0023
Next Review Date 13" January 2022
Document Owner Area Manager

SWP — STRAPPING AND STRAP CUTTING

All employees using a strap cutter or working in the vicinity of a strap cutter 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:

O IGIRTS

2 Life Saving Commitments

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

I
\ 3 i /74

3 Process

1) Use service manual to reference tooling required.

2) Carry out TAKE 5 risk assessment, Identify hazards

3) Complete JHA if prompted to do so

4) Gloves must be worn at all times for the following steps.

5) Collect correct tooling required for strapping.

6) Inspect the condition of tooling being used and ensure all are in working order.

7) Place the roll of strapping in front of pallet and lock the wheel to prevent it from moving.
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WesTrac @

8) Feed the metal strapping out till you have enough to go around the pallet.
9) Start by going over the top of the pallet, down the back then underneath back to the front of the pallet

Document Number WIN GUI TRK 0023
Next Review Date 13" January 2022
Document Owner Area Manager

10) Place the strap into a circle shape and place the tightening device on the left hand side of the strapping to
tighten.

11) Tighten the shoes to the pallet securely (lifting the lever up and down) ensuring not to over tighten the
strapping and damage the pallet.
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12) Using the locking tab, place it over a loose part of where the two bits of strap meet (in front of tightening
device)

Document Number WIN GUI TRK 0023
Next Review Date 13" January 2022
Document Owner Area Manager

13) Using the locking clamp, clamp the metal tab in two separate spots to ensure the tab is locked.

-
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16) Roll any excess strapping up and bend the end of the strap to lock it in place on the roll holder, return
strapping to designated area.

PROCESS - CUTTING STRAPS OFF A PALLET OF SHOES

1) Select the correct tooling.

NEVER USE A GRINDE OR A HAMMER TO CUT/BREAK STRAPPING
2) Always wear gloves when this tooling is used.
3) Before the track shoe strapping is cut always use safety guards on the sides of each shoe lifter to protect from

4) When cutting link assembly strapping always have the link flat and on level ground

5) Place hand on top of strapping and take care when cutting any strapping as the strapping can flick back and
the load of track shoes can move

6) When the strap has been cut place all the strap in the waste metal bin.

7) Clean the cutter and place in the tooling storage area.

8) Report any damaged tooling.
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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 Track Shop Leading Hand or Supervisor.

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors here

Implementation & Review Trackshop Leading Hand
Trackshop Workshop Supervisor

Approval of Safe Work Procedure Area Manager
Monitoring WesTrac Management, Internal Audit, External Audit
Interpretation and Advice Trackshop Leading Hand

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 PTG REIENEE) | AT

By By By
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SWP — STRAPPING OF CYLINDRICAL ITEMS TO PALLETS

All employees strapping cylindrical items to pallets or working in the vicinity of a person strapping cylindrical items 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:

©0006

Additional PPE Required:
e Bump cap during crane use

2 LIFE SAVING RULES

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

[ RONAL: P>
3 PROCESS

Select suitable hard wood pallet for item to be strapped too. Obtain minimum two vee blocks from the store.
N A 2 P b e i A i
’m’ﬁ . B TR y
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Identify the best origination for the cylindrical item to be positioned on pallet in order for strapping to be anchored
to the structural beams of the pallet and not the top slats.
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Position vee blocks on pallet, in a suitable position to spread the load evenly.

Use suitable lifting device to position the cylindrical item on the selected pallet.

Anchor steel strapping around the structural beams of the pallet.

Tension steel strapping with tensioning device and lock with locking clamp as per document SWP — Metal

Strapping (WIN-NAT-HSEQ-0208).

If required apply protective coating to exposed areas and or shrink wrap the item to prevent water and debris

contamination.

Contact leading hand or workshop coordinator to inspect the pallet prior to dispatch.

Note: A Final Dispatch Checklist document - (FTT-NAT-HSEQ-0258) needs to be completed by person
responsible for loading the item for transport.

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 <Insert position title>.
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5 Accountabilities

Document Number WIN MTT SER 0016
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Compliance to Safe Work Procedure <Insert position title or All Employees and Contractors here>

Implementation & Review <Insert position title>
<Insert position title>

Approval of Safe Work Procedure <Insert position title>

Monitoring For example <Insert position title > or <WesTrac Management, Internal Audit,
External Audit>

Interpretation and Advice <Insert position title>
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
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WesTrac

SWP — USE OF AN ITIPACK STRAPPING TOOL (ITA 25)

SAFE WORK PROCEDURE

Document Number WIN GUI CRC
Next Review Date oth December 2022
Document Owner Project Manager — SE&I

0169

All employees using an ITIPACK battery powered strapping tool (ITA 25) must comply with this Safe Work Procedure.

DO NOT attempt to operate machine before reading and understanding this Safe Work Procedure.

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:

©@00®

1.1 Additional PPE Required

2 Life Saving Commitments

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

4=

ATTENTION!

Ensure that the following is performed before and throughout the Work Procedure
e You are aware of your surroundings and wearing the correct PPE
e The work areais clean from debris and obstructions
e The correct tooling for the task is used and in the correct manner
e Ensure all strapping is secured properly prior to dispatching
Excellent communication and observation is to be used by all personnel involved
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Hazard Symbol

Description

CRUSH
e This symbol represents any activity that has the potential to crush a limb or body.
e This includes hammer strikes, landing loads and handling heavy components.

ENTANGLEMENT
e Similar to a crush risk, this involves a limb or personal item being pulled into a turning
gear group.

e Fingers are most at risk, however, it is not uncommon for loose items of clothing,
jewellery or hair to be caught.

FALLING OBJECT
e Any component or tooling that is not affixed has the potential to dislodge and become
a projectile.
e Significant injury can occur if the edge of a tool or component impacts a person.

HANDLE WITH CARE
e Precision and fragile equipment can cause extensive damage if they are not handled
with care and protected.
e Small defects on component with fine tolerances can render the component
unsatisfactory.

MANUAL HANDLING
e Manual handling should be eliminated where possible. Taking the time to use a crane
correctly is ALWAYS preferred over manual handling.
e Long-term obstructive injuries can occur after just ONE poor lift.
e Posture, footing and body movements all affect manual risks.

SHARP EDGES
e Use cut-resistant gloves to protect hands from sharp edges and components.
e Applying a force like lifting or hitting could make a coarse edge sharp.
e Take note of sharp edges on components and tooling to isolate risk for rectification.

SLIPS
e Slips can occur when a person loses their footing when stepping into a fluid
e Alternatively, over-balancing when a socket comes off a bolt head can cause a similar
loss of footing.
e All spills must be cleaned up or signposted ASAP.

STORED ENERGY
e Stored energy encompasses anything with a potential. This ranges from a pressurised
line to a suspended load.
e Pressure cannot be seen; therefore, extreme caution should be exercised around all
lines and connections.

el g gl

e Any object left on the ground is a trip hazard.

e ltis the responsibility of all team members to pack away and return all items to safe
locations as soon as practicable.

e Where a hazard cannot be removed it must be isolated or signposted.

UNBALANCED LOADS

e Anuncentred or unbalanced load has the potential to fall.
k, e Uncentred loads may overload slings causing component failure.
- e Never work around or under a suspended load.
e Always consider line of fire and egress prior to commencing lifts.
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3 Process
3.1 Basic Inspection and Adjustments

Inspect the strapping tool, making sure battery is
charged and lever is functional.

Ensure there is enough polyester (PET) strap on the roll
for the job.

If there is not enough strapping on the roll, contact a
Leading Hand or Supervisor to order another roll.

PET Strap part number: 4515

Turn on the tool by pressing the number ‘1’ button once.
Machine will beep and the green LED will flash.

The Tooling should start up and the selected mode will
have a LED lit up under the mode.

To change modes, hold down the SET button until LED
flashes in bar at mode position.

Whilst flashing, press the SET button until desired mode
position is selected.

To adjust the WELD or TENSION value of the tooling,
hold down the respective button until the illuminated
numeral flashes.

3 | Once itis flashing, continue to press the button until the
required intensity is reached.

1 = Minimum intensity
9 = Maximum intensity
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3.2 Strapping Method

Ensure the item / component to be strapped down is
placed on a pallet in good structural condition (refer to
1 | WIN-WA-HSEQ-0109).

As a standard, have the item / component positioned in
the centre of the pallet,

Position the PET strap in front of item and pass strap
over the item and under supporting pallet slats.

Always pass the strap through the closest slat from the
item / component you are securing. If you use the slats

3 | furthest from or not directly under the item, the risk of the
wooden slat coming loose when tensioning with the tool

increases.
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Pull the strap up ensuring it passes through the closest
slat under the item / component.

Align the loose end of the strap to be under the main run
of the strap.

Pull the lever of the tooling to open the tension tool jaws.
Insert the PET strap between the jaws and release the
6 | lever.

The strap is now ready for tensioning and welding.
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3.3 Tool Operation — Manual Mode

Press and hold down button ONE (1) until desired
tension is achieved, then release.

Maximum tension is still regulated by the Tension
Setting, so it will stop tensioning at the pre-set tension
value.

Press button TWO (2) to complete welding and cutting of
2 | the PET strap; a countdown begins with a beep signals
the completion of the process.

3 | Pull the lever to release strap from tool. Slide tool away.

SWP — USE OF AN ITIPACK STRAPPING TOOL (ITA 25) Page 6 of 10
Revision: 1.0 Confidential Level: Green

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.






SAFE WORK PROCEDURE

WesTrac Document Number WIN GUI CRC 0169
Next Review Date 9" December 2022
Document Owner Project Manager — SE&I

3.4 Tool Operation — Semi-Automatic Mode

Press and hold down button ONE (1) until tensioning
and friction weld is heard; the countdown will begin
ending with a beep which signals the completion of the
process.

Release button.

2 | Pull the lever to release strap from tool. Slide tool away.

SWP — USE OF AN ITIPACK STRAPPING TOOL (ITA 25) Page 7 of 10
Revision: 1.0 Confidential Level: Green

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.






SAFE WORK PROCEDURE

WesTrac Document Number WIN GUI CRC 0169
Next Review Date 9" December 2022
Document Owner Project Manager — SE&I

3.5 Tool Operation — Automatic Mode

Press button ONE (1) one to release safety mechanism.

Note: Ensure that your job can sustain tension setting
before engaging automatic mode; i.e. metal or wood.

Press button ONE (1) for one second. This activates the
tension and welding function. The beep signals the
2 | completion of the process.

Then release the button.

3 | Pull the lever to release strap from tool. Slide tool away.
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3.6 Finishing Off and Other Information

Inspect the straps and check to make sure it is secure
1 | and welded properly. Try to move the strap or item and
ensure it doesn’t move or come loose.

(G1)

(G2)

Check that the strap welding is properly sealed.

2 | G1 - No, seal strength insufficient
G2 - Yes, seal strength good
G3 - No, seal strength compromised

Take caution when strapping cardboard items down.
Use ‘Manual’ mode to tension the strap without

3 | damaging or warping the integrity of the cardboard.
Doing so may damage the contents within the cardboard

box.
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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 Leading Hand or Supervisor

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors here

Implementation & Review Area Manager
HSE Advisor
Approval of Safe Work Procedure Area Manager
Monitoring WesTrac Management, Internal Audit, External Audit
Interpretation and Advice Supervisor

Leading Hand
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
WIN-WA-HSEQ-0109 Pallet Inspection and Selection

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

Term Definition
PET Polyester
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