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

• Allow the use of various mobile plant on WesTrac sites, including forklifts, cranes, EWP's, earth-moving
machinery, lawn mowers, tractors, etc

• Comply to all DoT, WorkSafe and WesTrac regulations and procedures
• All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification 

• Provide details of plant and machinery to be brought on site in addition to any listed in the Pre-qualification
• Retain maintenance schedules, and copies of maintenance for last year of all plant brought to site
• Pre-starts for each piece of plant to be used on site before use each day
• Users to hold appropriate licences for each class of machinery
• Comply to all WesTrac policies and procedures regarding associated plant
• Complete WesTrac VOIP process to operate WesTrac and customer machinery on site
• All other requirements per the Principal Scope of Works

03 Other Scopes of Work required or relevant to this task 

• As per the Principal Scope of Works

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

• Fluid Injection Procedure (PCD-NAT-HSEQ-0164)
• Forklift Daily Inspection Checklist (FTT-NAT-PTS-0026)
• Forklift Operations and Management Procedure (PCD-NSW-HSEQ-0004)
• Loading and Unloading of Mobile Plant from Floats and Trailers Procedure (PCD-NAT-SER-0292)
• Mobile Equipment Procedure (PCD-NAT-HSEQ-0127)
• Permit - Loading and Unloading Mobile Plant (FTT-NAT-SER-0167)
• SWP - Keyless Forklift Pre-Start (WIN-WA-SER-0027)
• SWP - Loading Unloading and Towing Plant Trailers (WIN-NAT-HSEQ-0339)
• SWP - Moving Machinery Using Track Mats (WIN-NAT-SER-0055)
• SWP - Spotting Machine Movements (WIN-NAT-SER-0067)
• SWP - Scissor Lift Operation (WIN-NAT-HSEQ-0189)
• SWP - Transporting Major Assemblies with a Forklift (WIN-NAT-HSEQ-0249)
• SWP - Use of Forklift Tow Ball Attachment SWP (WIN-PAR-SER-0003)
• SWP - Using a Battery Cart (WIN-NAT-HSEQ-0137)
• SWP - Using a Battery Charger (WIN-NAT-HSEQ-0138)
• All other requirements per the Principal Scope of Works

05 Describe who supplies the materials 

• The decision as to who is providing machinery 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 

• The contracting company will be measured against safety, quality, velocity, cost and people-based metrics.
• The relevant WesTrac department will conduct reviews, feedback sessions and other performance

management tools it deems necessary
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07 Describe at what point will the work be accepted 

• The contracting company is to provide WesTrac a Service Entry Sheet, maintenance report, commissioning
report or similar outlining works and testing completed

• The completed works will be tested and verified complete by both the contracting company and WesTrac
• The services as requested in the purchase order will be deemed to be delivered by WesTrac
• 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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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 
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FORKLIFT DAILY INSPECTION CHECKLIST  
 
To be completed prior to first operation each shift. 
 


Model Number:  Serial Number 
or 


Asset Number 
 


Week Starting (Date):  


DESCRIPTION MON TUE WED THU FRI SAT SUN 


Shift AM AM AM AM AM AM AM 


SMU (Machine Hours)        


DESCRIPTION MON TUE WED THU FRI SAT SUN 


Shift PM PM PM PM PM PM PM 


SMU (Machine Hours)        


Tyres 


Serviceable, Wheel Nuts Fitted        


Liquid Levels & Leaks 


Battery        


Coolant – Engine        


Engine Oil        


Brake Fluid        


Hydraulic Oil        


No Oil Leaks on Floor        


Check Fuel Level – Fill if Required.        


Gas Cylinder 


LPG Cylinder Line Condition        


LPG Cylinder Test Date – (details stamped on 
cylinder and must be within 10 years)* Note date 
last tested 


       


Full        


Not Damaged        


Carriage in Good Order        


Guards/Decals 


All in Place/Legible        


Mast/Tilt/Lifting Systems        


Forks in Good Condition        


Load Bracket         


Fork Securing Pins        


WWL/SWL Marked        


Max Permissible Speed Marked        
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DESCRIPTION MON TUE WED THU FRI SAT SUN 


Pinch Points / Hazards Marked        


Mast in Good Order        


Hoses/Chains Undamaged        


Tilt/Lift/Side Systems Operation        


Lifting Chain Retaining Pins Undamaged        


Fire extinguisher fitted / in date / in green pressure        


Tow Hook in Good Condition        


Seating 


Seat and mountings        


Seat belt, shutdown system        


Seat adjusting controls        


Hand controls (clearly labelled and not worn)        


Brakes 


Hand Brake        


Foot Brake        


Creep Brake        


Steering/Utilities        


Controls 


Mast hydraulics        


Lights         


Horn        


Gauges and switches        


Sign Off 


NAME OF INSPECTOR        


EMPLOYEE P NUMBER        


INITIALS OF SUPERVISOR        


OTHER NOTES 


 


 


FOLLOW UP 


 


 


 


TO BE COMPLETED AT THE END OF THE WEEK 


Supervisor:  Date:  


Area Manager:  Date:  
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FORKLIFT OPERATIONS AND MANAGEMENT PROCEDURE  
 


1 Purpose 
 
To provide a system of work that ensures the health and safety of all personnel exposed to the risks associated with 
the operation of forklifts on WesTrac sites. 


 


2 Scope 
 


This procedure applies to all forklift related operations completed on WesTrac sites or by WesTrac employees. 
 


3 Procedure 
 


3.1 Life Saving Rule Requirement 
 
Life Saving Rules provide absolute clarity on expectations to manage fatal risks and 
prevent someone from being seriously injured or killed. Plant and Mobile Equipment 
potentially have the risk to cause a fatal event and as such is one of WesTrac’s Life  
Saving Rules. The Plant and Mobile Equipment Life Saving Rule outlines:  
 
I will never operate plant or mobile equipment unless trained, competent and 
authorised to do so. 
 
The following mandatory controls or requirements also apply to the Life Saving Rule:  
 


• Only drive those vehicles on roads for which you have a licence to do so. 


• Only operate equipment deemed as high risk (e.g. a forklift, crane or elevated work platform), if you have the 
required high risk licence to do so. 


• Only operate mobile equipment for which you have been trained, deemed competent and authorised to 
operate. 


 
The Plant and Mobile Equipment Life Saving Rule 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 Rules refer to the Life 
Saving Rule Policy (POL-NAT-HSEQ-0100).  
 


3.2 Risk Management 
 


WesTrac will take all practicable steps to eliminate or minimise forklift related hazards, through a risk management 
approach in accordance with Hazard and HSE Risk Management Policy. 
 
3.2.1 Risk Assessment 
 
A risk assessments is conducted: 


• Prior to purchase and introduction of any new model of forklifts into WesTrac sites; 


• For existing forklifts to ensure appropriate risk controls are implemented; 
 


Risk assessment will involve (as applicable): 


• Review of manufacturers or supplier specifications and risk assessments; 


• Visual inspection of forklift units, and their intended working environments;  


• Consultation with operators, suppliers and relevant stakeholders. 
 
3.2.2 Hazard Identification 
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When identifying hazards and risk factors relating to forklifts, the following will be considered: 
 
Vehicles 


• Identification of all related activities including forklift use, inspection, maintenance, storage and parking; 


• Suitability of the type of forklift for the task; 


• Potential for injury from forklift, or from being caught between a forklift and a wall or structure, due to 
entanglement, crushing, trapping, cutting, stabbing, puncturing, shearing, abrasion, tearing; 


• Failure of the forklift resulting in loss of load or ejection of operator, collapse, overturning etc.; 


• Capacity of the forklift (and any attachments) to lift or move materials or people, and suitability of secondary 
back-up system to support a load in the event of failure; 


• Potential for inadvertent movement or operation of the forklift; and 


• Integrity and control of forklift safety systems and features, including warning devices and guarding; 
 


People 


• Foreseeable misuse of forklifts; 


• Potential for people to fall out of the forklifts; 


• Ergonomic needs relating to operator  or equipment use, including access or egress, prolonged use etc.; 


• Competency of forklift operators. 
 


Work Environment 


• Hazardous conditions, for example poor lighting, electricity, noise, fire or explosion, temperature, moisture, 
fumes or dust, ice; 


• Travel and stability of forklift on work surfaces e.g. on or around inclines, potholes, ridges  or humps (including 
speed humps), surface condition, soft ground etc.; 


• Forklift location in the workplace, and impact on workplace layout – consider vicinity to electrical installations, 
other structures; access-ways (including emergency egress) storage areas (particularly chemical storage); 
workstations; or, overhead and other obstructions.  Note: Special requirements apply to operation of elevating 
forklifts near overhead power lines; 


• Potential for falling objects onto the forklift operator, and onto people in the vicinity;   


• Workplace access and egress for the forklift. 
 


3.2.3 Risk Control 
 
Risks relating to forklift operation must be eliminated or, where this is not reasonably practicable, minimised. The 
Hierarchy of Controls will be used to select the appropriate control measures. 
 
3.2.4 Signage  
 
Warning signage will be displayed in areas where forklifts normally operate. Examples: 


   
 
3.2.5 Keys 
 
Keys must be stored in a secure place, when vehicles are not in operation or use the key must never be left in the 
forklift. 
 
3.2.6 Mobile Phone Use 
 
Mobile phone use of any type while operating Forklifts is prohibited while the equipment is moving, engine running or 
implements engaged. All functions including but not limited to; any phone calls (included hands free), texting, camera, 
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video messaging, online chatting, reading preview messages and emailing are prohibited by WesTrac. If these 
functions are to be used, the Forklift must be parked in a safe and authorised parking spot with implements grounded 
and the engine turned off. 
 
3.2.7 Training, Competency and Authorisation 
 
To be deemed competent any person who operates a forklift shall: 


• Hold the appropriate certification and/or licensing - National Certificate of Competency for High risk work; 


• Read and understand the Forklift Management Procedure;  


• Read and understand the site Traffic Management Plan; and 


• Participate in Safe Behaviour Observation Checklist. 
 
The Branch Manager shall ensure the forklift operator completes all of these requirements and is responsible for 
maintaining all records. Supervisors of forklift activities will maintain the:  


• Track licensed operators via the Training Matrix; 


• Copies of workers’ current licenses; 
 
Copies of Licences, Training Records and the Register will be electronically stored on the Team Site. 
 
3.2.8 Forklift New Driver Observation Checklist 
 
The Forklift New Driver Observation Checklist is intended to ensure new employees have the appropriate license and 
display the correct safe behaviours in alignment with WesTrac’s core value of Keeping Each Other Safe. This 
Observation Checklist should be completed by someone who also has the appropriate license and at least 6 months 
experience operating Forklifts on a WesTrac site.  
 
Should a new employee display at risk behaviour, this should be discussed with the supervisor and appropriate 
coaching should take place. If the new employee requires more assistance than on-the-job coaching, a ½ day 
refresher training session can be organised with the assistance of the Institute/ External Trainer. The new employee 
must not drive Forklift under these circumstances. 
 
3.2.9 Forklift Operations Management 
 
A documented Traffic Management Plan shall be developed for managing the safest and most efficient movement of 
traffic in the workplace. It shall contain practical, workable controls based on risk assessment.  
 
The Traffic Management Plan shall be displayed in the work area identifying traffic flow, speed limits, parking areas, 
manoeuvring and loading areas, ‘forklift prohibited zones, pedestrian crossings, required ‘give ways’, and designated 
pedestrian walk-ways.  
 
All employees, contractors and visitors, must be familiar with the Traffic management plan. It shall be included in 
induction, workplace training sessions, and posted at forklift operational area entrances and notice boards.  
 
 
 
 
 
 
 
 
3.2.10 Pedestrian and Forklift Separation 
 
Speed and Stopping Distance 
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Forklift operators must understand the total stopping distance required when travelling at full speed. The table below 


specifies the stopping distance for a fully laden 2.5 tonne forklift.


 
 
Forklift and pedestrian zones will be established and enforced, through the use of physical barriers wherever 
practicable and/or floor marking, formal induction or training, instruction and supervision of workers and others 
(including visitors), with ongoing monitoring and enforcement. 
 
Rules will also be established and enforced to ensure that, if forklifts need to enter pedestrian areas for any reason, 
that all pedestrians leave the area beforehand, and are prevented from re-entering through the use of barriers 
wherever practicable. This will also be supported by training and supervision. 
 
The same rules will apply to pedestrians in the vicinity of mechanical loading or unloading. 
   
Loading and Unloading Transport Vehicles 
Branch Managers or Supervisors will establish safe systems of work to ensure that: 


• Loading or unloading of a transport vehicle only commences when the forklift operator is in attendance; 


• Pedestrian exclusion zones are established around loading or unloading areas through the use of marked 
exclusion zones with suitable bollards or barricades; 


• The forklift operator assumes control of the loading/unloading process, under the direction of the Transport 
Driver; 


• Before the forklift operator commences loading or unloading the vehicle, the Transport Driver moves to a 
designated ‘Driver Safety Zone’ and remains there until advised by the operator that it is safe to approach; 
and 


• If the Transport Driver wishes to approach his or her vehicle during loading or unloading, the Forklift operator 
ceases operation of the forklift until the Transport Driver has finished and has moved back into the Driver 
Safety Zone.   
 


The above controls will be supported by supported by induction, training, supervision and enforcement. 
Branch Managers will establish processes to ensure that Transport Contractors are regularly informed of site rules 
with respect to loading and unloading practices and have completed a Driver Induction. 
 
Working in Warehouse Aisles 
Branch Managers will establish rules to ensure that: 


• Wherever practicable, pedestrians do not enter warehouse aisles where forklifts are operating, and vice-versa; 


• If a pedestrian needs to enter an aisle where a forklift is operating, a minimum exclusion zone of 3 meter is 
maintained between pedestrian and forklift. 


This also applies where a pedestrian enters an aisle where a forklift is working on the other side of back-to-back 
racking, to avoid the risk of ‘push through’ of a pallet or load. 
3.2.11   Refuelling and Recharging 
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Supervisors will ensure that standard operating procedures are established for on-site charging of Forklift batteries, for 
forklifts, also other Forklifts where charging and filling is required through the open top of the battery case.  Risk 
controls will be subject to checking for effectiveness during workplace inspections and risk reviews.    


• Battery charging stations and operations will be located in well-ventilated areas to prevent the build-up of 
potentially flammable hydrogen fumes;   


• Ignition sources (e.g. through ‘hot work’, mobile phones, ‘sparking’ equipment, smoking, open flames etc.) will 
not be permitted in the charging area; 


• Signage warning of the hazards associated with battery charging will be displayed at each station;  


• An Emergency Eyewash unit will be located adjacent to the charging station.  Fixed Eyewash units will be 
subject to Workplace Inspections; 


• Battery charging units will be suitably maintained with records of service/repair documented; and 


• Battery charging stations will be maintained free from unnecessary equipment, rubbish and combustible 
materials. 
 


Safe systems of work will be implemented to manage risks to personnel from flammable gases, manual handling and 
other hazards during replacement of LPG Cylinders on gas-powered forklifts.   
 
If required, safe operating procedures will also be established for top-up of battery electrolytes: 


• Face shields and gloves will be provided to protect skin during top-up operations; and 


• Spill kits will be provided for appropriate clean-up and disposal of spilled electrolyte. 
 
3.2.12 No Idling 
 
Forklift operators will shut down their engines whenever the vehicle is stopped, and there is no operational or safety 
need for engine power. Keys must not be left in the vehicle. 


 
3.2.13 Forklift Purchasing  
 


New forklifts bought, leased or hired shall be selected based on a review of work tasks, operating conditions/work 
environment and the manufacturer’s advice as regards the forklift limitations including suitability of lifting mechanism, 
load carrying capacity at different lifting height, tyres and wheels.  All new forklifts shall meet the relevant safety 
requirements of AS2359 Powered Industrial Trucks.  
 
Forklifts used for lifting (including load carrying and work at height) shall be selected based on the following criteria: 


• That the carrying capacity, reach capabilities and the features of the forklift selected to do a job are suitable 
for the types of loads to be handled, the terrain over which loads will be carried and the design of the 
workplace.  


• Every forklift clearly displays a load chart showing the maximum rated load and the variation of the rated safe 
load capacity with the reach of the forklift.  


• Forklifts are equipped with warning devices and lights that are appropriate for the work environment.  


• The forklift is equipped with a seat belt, or other restraining device.  
 


Pre-purchasing processes will incorporate: 


• Forklift risk assessment and/or review of manufacturers’ or ‘suppliers’ risk assessments and specifications; 


• Consultation with forklift operators, Branch Managers and HSE function; and 


• Identification of operator competency and training requirements. 
 
3.2.14 Minimum Forklift Standard – Existing Forklifts 
 


Existing forklifts and their operation shall be subject to a documented risk assessment taking account of tasks to be 
undertaken, operating conditions/work environment, driver and pedestrian potential for interaction and protection, the 
forklift manufacturer’s advice on the forklift limitations including suitability of lifting mechanism, load carrying capacity 
at different lifting height, tyres and wheels. Forklift safety features shall be employed to reduce risk to an acceptable 
level.  
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3.2.15 Forklift Maintenance and Repair 
 


A register of all forklift owned/leased by WesTrac will be established by the Branch Manager. All forklifts will be 
regularly serviced and maintained as per manufacturers or ’suppliers’ specifications and regulatory requirements.   
Documented pre-use checks will be performed on all forklifts, in line with manufacturers or suppliers 
recommendations. Employees will report forklift faults to the Branch Manager/ Supervisor for follow-up, where these 
cannot be rectified immediately. Where the safe operation of the equipment is in question, it will be taken out of 
service until repaired. An ‘Out of Service’ tag will be placed on the equipment (e.g. on the steering wheel) until 
repairs have been made. Ignition keys must be removed and handed to the Branch Manager. 
 
Forklift repairs and maintenance can only be performed by a qualified and competent person. A record will be 
maintained of all forklift inspection, maintenance and servicing, including pre-use checks, on the Team Site. 
 
Records will include: 


• Forklift name/number;  


• Date of fault identification, inspection and (where applicable) repair;   


• Faults/problems identified; corrective action taken; name of competent person inspecting / repairing the 
equipment; and 


• For preventive service programs, the required service interval (e.g. 3-monthly). 
 


Components added to the forklift (such as attachments, control and warning devices) must also be maintained and 
serviced. 
 
All lifting equipment must have a thorough inspection at least annually by a competent person. This examination 
must include but not be limited to chains, forks, mast, carriage, tilt mechanism, brakes, steering, seat restraints, 
overhead guard and tyres.   


 
3.2.16 Forklift Attachments 
 


Branch Manager for forklift operations will ensure that all attachments:  


• Are properly designed, rated and Compliance-plated according to their lifting capacity;   


• Are inspected pre-use; and annually inspected and maintained by a competent person; and 


• Have safe work procedures based on risk assessment established for any operations involving the use of 
forklift attachments, and that staff are suitably trained in these. 


 


Forklifts must also have the compliance plate updated for any attachment that is used with that Forklift. 


 


3.2.17 Waste Management 
 


Where applicable, oils and other waste substances with potential for environmental impact that are generated 
through forklift use or servicing will be disposed of in an environmentally-responsible manner.  Forklift servicing 
shall be managed to ensure there is no potential to release in or near stormwater drains. 


 


3.2.18 Registration 
 


Forklifts required to travel on any sections of public roads will need to be registered in accordance with local 
statutory requirements. Please obtain guidance from the HSE if required. 


 
 
3.2.19 Divestment of Forklifts 
 


When any WesTrac owned forklifts are sold, scrapped or transferred, a risk assessment will be undertaken to 
identify: 


• Whether the forklift is fit for operation by the purchaser/receiver; or, whether the purchaser/receiver has been 
made aware of any conditions which may inhibit safe use; 
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• How the forklift is to be removed and transported safely; and  


• The documentation required to prove that the forklift has been appropriately removed and sold. 
 


Before leased forklifts are returned, a pre-return inspection shall be conducted and recorded to verify the condition 


of the item.  This will include all the issues identified in the three points above. Where possible, this inspection 


should be conducted with the owner of the forklift. 


 
3.2.20 Order Picker Operations (Class LO) 


 


• A current High Risk Work Licence (Class LO) is required to operate Order Picker;  


• Working at height training must be current prior to undertaking any work at height tasks; 


• Ensure harness is worn and fitted and attached to correct and nominated anchor point; 


• Conduct a Take 5 prior to operation and inspection; 


• Always face direction of travel, forks/platform are to be facing away from forward travel; 


• Always perform a pre-start inspection on the equipment. 
 


3.2.21 Work Assist Vehicle Equipment (WAVE) 
 


The WAVE allows one person to safely and efficiently move stores and equipment in an efficient and safe manner. 
Prior to operating any WAVE, all operators must: 
• Deemed competent to operate the equipment, 


• Conduct a Take 5 prior to operation and inspection; 


• Be familiar with the manufactures operating instructions, 


• Conduct a pre-start inspection; and 


• Not overload the safe work capacity of the machine. 
 
3.2.22 Risk Review 
 


Individual forklift units/tasks will be re-assessed: 


• Prior to any change to the equipment or any associated work practices; 


• In line with any changes to legislation, Codes of Practice, Standards or Industry Guidelines; 


• Following reports of incidents, complaints/concerns; and  


• Following new information regarding hazards or risk control methods. 
 


3.2.23 Procedure Review 
 


The effectiveness of processes for managing the risks associated with forklifts at WesTrac will be reviewed in 
consultation with stakeholders including workers as part of the HSE Management Review.   
Any modifications to this procedure will be documented and incorporated into management systems. 
The above framework will ensure that WesTrac identify, assess, and manage potential risks to workers, visitors, 
others and the environment from Forklift activities at WesTrac workplaces. 
 
 
 
 
 


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


• Ensure that any forklift is operated only by persons trained and deemed competent / proficient in its use; 


• Arrange the training of operators and retraining when necessary;  


• Ensure that all such training is to be recorded on the company training matrix; 
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• Ensure that equipment is operated in the approved way at all times to avoid damage and danger to 
employees; 


• Verify that licenses held by employees are current and appropriate for the work;  


• Ensure that any damage or defect found on forklift is reported and repaired; and  


• Ensure that inspections are conducted at the appropriate intervals. 
 
Operators: 


• Perform daily pre-start inspections of forklift prior to use 


• Ensure they have valid and current licences as required by WesTrac and State Legislation 


• Tag faulty equipment “out of service” and not operate until all defects are rectified 
 


5 Reporting 
 
Monitoring of compliance and opportunities for improvement will be completed through the Safe Act 
Observation/Interaction tool with assigned KPI’s to all leadership and management positions along with monthly 
workplace inspections and scheduled audit regime. 
 
Reporting of non-compliance will be captured through the WesTrac Hazard and Incident Reporting system and where 
required investigations will be conducted and corrective actions will be assigned and monitored. 
 


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


 


7 Accountabilities 
 
Compliance to policy   All Employees and Contractors  
 
Implementation and Review   HSE Business Partner 
 
Approval of Procedure   GM – Safety, Security, Risk 
 
Monitoring  WesTrac Management 
 
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-0127 Mobile Equipment Procedure 


FTT-NAT-HSEQ-0209  Forklift Daily Checklist - Apprentice Assessment Area 


FTT-NAT-HSEQ-0208 Forklift Daily Inspection Checklist 
FTT-NSW-HSEQ- Forklift New Driver Observation Checklist 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 


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


Occupational Safety and Health Act 
1984 (WA) 


OHS Act for WA 


Mine Safety and Inspection Act 1994 
(WA) 


Mining OHS Act WA 


Work Health and Safety Act (NSW) 
2011 


WHS Act NSW 


Work Health and Safety Act (ACT) 
2011 


WHS Act ACT 


Managing the Risks of Plant in the 
Workplace (July 2012) 


Safe Work Australia Code of Practice 


Moving Plant on Construction Sites 
(2004) 


WorkCover NSW Code of Practice 


AS 2359 Powered Industrial Trucks 


 
The following outlines the reporting requirements related to this Procedure: 


 


Reporting Requirement Reporting Body Frequency 


Reporting of non-compliance through WesTrac Hazard 
and Incident Reporting System 


All WesTrac employees 
and Contractors 


As necessary 


Safe Act Observations WesTrac Management Monthly 


Monthly Workplace Inspections WesTrac Management Monthly 


 
9 Definitions and Abbreviations 
 


The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


  


  


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 25/06/2018 New document created JT JT GH 
      


 
 





		1 Purpose

		2 Scope

		3 Procedure

		3.1 Life Saving Rule Requirement

		3.2 Risk Management

		3.2.1 Risk Assessment

		3.2.2 Hazard Identification



		When identifying hazards and risk factors relating to forklifts, the following will be considered:

		Vehicles

		People

		Work Environment

		3.2.3 Risk Control



		Risks relating to forklift operation must be eliminated or, where this is not reasonably practicable, minimised. The Hierarchy of Controls will be used to select the appropriate control measures.

		3.2.4 Signage

		Warning signage will be displayed in areas where forklifts normally operate. Examples:

		3.2.5 Keys

		Keys must be stored in a secure place, when vehicles are not in operation or use the key must never be left in the forklift.

		3.2.6 Mobile Phone Use

		3.2.7 Training, Competency and Authorisation

		To be deemed competent any person who operates a forklift shall:

		3.2.8 Forklift New Driver Observation Checklist





		The Forklift New Driver Observation Checklist is intended to ensure new employees have the appropriate license and display the correct safe behaviours in alignment with WesTrac’s core value of Keeping Each Other Safe. This Observation Checklist should...

		Should a new employee display at risk behaviour, this should be discussed with the supervisor and appropriate coaching should take place. If the new employee requires more assistance than on-the-job coaching, a ½ day refresher training session can be ...

		3.2.9 Forklift Operations Management

		3.2.10 Pedestrian and Forklift Separation

		Speed and Stopping Distance

		Forklift operators must understand the total stopping distance required when travelling at full speed. The table below specifies the stopping distance for a fully laden 2.5 tonne forklift.

		Forklift and pedestrian zones will be established and enforced, through the use of physical barriers wherever practicable and/or floor marking, formal induction or training, instruction and supervision of workers and others (including visitors), with ...

		Rules will also be established and enforced to ensure that, if forklifts need to enter pedestrian areas for any reason, that all pedestrians leave the area beforehand, and are prevented from re-entering through the use of barriers wherever practicable...

		The same rules will apply to pedestrians in the vicinity of mechanical loading or unloading.

		Loading and Unloading Transport Vehicles

		Branch Managers or Supervisors will establish safe systems of work to ensure that:

		The above controls will be supported by supported by induction, training, supervision and enforcement.

		Branch Managers will establish processes to ensure that Transport Contractors are regularly informed of site rules with respect to loading and unloading practices and have completed a Driver Induction.

		Working in Warehouse Aisles

		Branch Managers will establish rules to ensure that:

		3.2.11   Refuelling and Recharging

		Safe systems of work will be implemented to manage risks to personnel from flammable gases, manual handling and other hazards during replacement of LPG Cylinders on gas-powered forklifts.

		If required, safe operating procedures will also be established for top-up of battery electrolytes:

		3.2.12 No Idling

		Forklift operators will shut down their engines whenever the vehicle is stopped, and there is no operational or safety need for engine power. Keys must not be left in the vehicle.

		3.2.13 Forklift Purchasing

		3.2.14 Minimum Forklift Standard – Existing Forklifts

		3.2.15 Forklift Maintenance and Repair

		A register of all forklift owned/leased by WesTrac will be established by the Branch Manager. All forklifts will be regularly serviced and maintained as per manufacturers or ’suppliers’ specifications and regulatory requirements.

		Documented pre-use checks will be performed on all forklifts, in line with manufacturers or suppliers recommendations. Employees will report forklift faults to the Branch Manager/ Supervisor for follow-up, where these cannot be rectified immediately. ...

		Forklift repairs and maintenance can only be performed by a qualified and competent person. A record will be maintained of all forklift inspection, maintenance and servicing, including pre-use checks, on the Team Site.

		Records will include:

		3.2.16 Forklift Attachments

		Branch Manager for forklift operations will ensure that all attachments:

		3.2.17 Waste Management

		Where applicable, oils and other waste substances with potential for environmental impact that are generated through forklift use or servicing will be disposed of in an environmentally-responsible manner.  Forklift servicing shall be managed to ensure...

		3.2.18 Registration

		Forklifts required to travel on any sections of public roads will need to be registered in accordance with local statutory requirements. Please obtain guidance from the HSE if required.

		3.2.19 Divestment of Forklifts



		When any WesTrac owned forklifts are sold, scrapped or transferred, a risk assessment will be undertaken to identify:

		Before leased forklifts are returned, a pre-return inspection shall be conducted and recorded to verify the condition of the item.  This will include all the issues identified in the three points above. Where possible, this inspection should be conduc...

		3.2.20 Order Picker Operations (Class LO)

		3.2.21 Work Assist Vehicle Equipment (WAVE)



		The WAVE allows one person to safely and efficiently move stores and equipment in an efficient and safe manner. Prior to operating any WAVE, all operators must:

		3.2.22 Risk Review



		Individual forklift units/tasks will be re-assessed:

		3.2.23 Procedure Review
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LOADING AND UNLOADING OF MOBILE PLANT FROM 
FLOATS AND TRAILERS PROCEDURE  
 


1 Purpose 


To ensure all personnel involved in loading or unloading mobile plant on floats or trailers adhere to this procedure. 
 


2 Scope 


All personnel are required to follow this procedure whilst conducting this task on all WesTrac sites. 
All personnel are required to follow relevant customer sites procedures, when conducting this task on a non-WesTrac 
site. 
 


3 Procedure 


3.1 Life Saving Commitments 
 


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


     
 


3.2 Risk Management   
 
Loading and unloading of mobile plant from floats and trailers is considered by WesTrac as a High-Risk Task. All 
personnel involved in the task must complete a Take 5 and sign onto the Loading and Unloading Mobile Plant Permit 
to complete a risk assessment prior to commencing the task.  
 
Where an Owner Operator or Authorised Representative (NSW only) is operating their Mobile Plant ONLY, an 
Exemption Form, in addition to a Take 5 risk assessment, is to be used instead of the Permit. A WesTrac employee 
shall be appointed to conduct the risk assessment in consultation with the Owner Operator/Authorised representative. 
 
The Load/Unload Permit (FTT-NAT-SER-0167) or Exemption form (FTT-NAT-SER-0168) must be completed and 
signed off by a Supervisor/Leading hand who is trained in Loading and Unloading tasks and authorised to perform 
Load/Unload tasks on site. The Supervisor must also have an understanding of the WesTrac Loading and Unloading 
of Mobile Plant from Floats and Trailers Policy. 
  
The permit is valid for the loading/unloading of one float unless otherwise deemed appropriate by a Regional 
Manager.  


 
3.3 Competency and Training Requirements 


The following table outlines what training shall be completed prior to loading/unloading operations on a WesTrac site. 
 


Who Requirements Description 


WesTrac Worker Safety for All  


 Safety for Operations  


All • Loading and Unloading Mobile Plant PCD-NAT-SER-0292 
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from Floats 


• Mobile Equipment Procedure 


• SWP – Spotting Machine Movements 


• SWP – Working on Equipment 
Loaded on a Float 


 
PCD-NAT-HSEQ-0127 
WIN-WA-SER-0022 
PCD-NAT-SER-0003 


Machine Operator  
(WesTrac) 


WesTrac Limited Movement/Recognised 
Operator Card (Safety Card)  


 


Make of Equipment (equipment 
family) 


 Load and Unload Plant VOC – WA 
RIIHAN308D – NSW 


 Permit – Loading and Unloading Mobile 
Plant 


 


Machine Operator  
(Owner Operator/Authorised 
operator) 


Drivers Licence (either/or) 
C/MR/HR 


Licence is to correspond with the 
vehicle being loaded – Light 
vehicle/medium rigid/heavy rigid.  


 Delivery Driver Induction 
 


 


 Recognised Operator Card (Safety Card)  
or National unit of competency 


 


 Load and Unload Mobile Plant Exemption 
Form 


 


 
Where the mobile plant is being loaded using an alternative method (i.e. forklift or crane) the forklift/crane operator 
holds the relevant high-risk licence. The alternative methods (i.e. forklift or crane) must have sufficient load capacity 
and be rated to carry out the task safely. 
  







 


PROCEDURE 


Document Number PCD NAT SER 0292 


Next Review Date 19th June 2022 


 Document Owner  GM – Product Support 


  
  


LOADING AND UNLOADING FLOATS AND TRAINERS  Page 3 of 11  


Revision: 14.0  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. 


3.4 Planning and Preparation 
 


Loading/unloading activities shall be supervised by a WesTrac employee at all times. The loading and unloading bay 
or location shall be established prior to pick up or delivery and communicated to the float/trailer operator (where 
practicable). The following considerations shall be made prior to the task being scheduled and conducted: 
 


• Site Access - ensure access/egress within the yard is clear as per the site Traffic Management Plan (TMP) 


• Load Bays - Loading/Unloading operations shall be conducted in the designated loading/unloading bays as per 
the Traffic Management Plan. Where this is not practicable – a JHA shall be conducted, exclusion zones 
established with appropriate barricading and new load/unload bay communicated to other personnel who may be 
affected 


• Gradient - Loading and Unloading operations should be carried out on flat level firm ground to prevent 
rollover/runaway/roadway damage. Vehicle direction (e.g. up slope) may need to be considered during the 
planning phase 


• Weather conditions - are to be monitored, mobile plant shall not be loaded if ice or frost is present on plant or low-
loader 


• Competent People - Ensure sufficient trained and competent staff are available and transport company will not be 
excessively delayed, Spotters to be provided in accordance with the machine type and size, SWP - Spotting 
Machine Movements (WIN-WA-SER-0022).   


• An escort or a spotter must be used if the load is over 5.5 metres in width or over 30 metres in length, in and out 
of the WesTrac premises, refer to SWP – Spotting Machine Movements (WIN-WA-SER-0022). 


• Fit for Purpose Equipment 


• Refer to the Load Restraint Guidelines to determine the mass and dimensions of the mobile plant, the transport 
vehicle requirements, and any other requirements specific to the mobile plant transportation 


• Prior to operating mobile plant, the operator must ensure the fuel level is a minimum of 25% capacity to reduce 
the weight of the equipment and minimise gravitational shift during transport 


• Methods of communication are required to be established prior to commencement of activities to ensure all parties 
are aware of responsibilities. 


• Acquire load out kit (wheel chocks, barricading tape, signage, dunnage or cribbing etc.), if required and in 
accordance with the SIS procedure; 


 
Note: ‘Over Centre’ chain binders are NOT to be used – this shall be communicated to the driver 


 


• Where grousers are not fitted on ramps, rubber is to be utilised (Tracked machines only); 


• Communicate with float operator to confirm the final mobile plant position on the float/trailer; as per TMP, provide 
with the Traffic Management Plan Site map where practicable and a site contact number for the WesTrac 
representative. 


 
Note: The above point is mandatory where mobile plant is due to arrive/depart outside of business hours (e.g. 


Monday – Friday) the Branch Manager/Area manager shall contact the customer in advance to confirm mobile 


plant pick up/drop off location on site as per the TMP, agreed time and provide a map and site contact number 


for the lead spotter  


 


• Ensure that appropriate resources are available for ensuring that the Roll Over Protection System (ROPS) is 
reinstated on Mobile plant that is excess of >800kg. ROPS is required to be fitted, prior to commencing 
unloading/loading activities; 


• Notify all relevant stakeholders on planned mobile plant movements and any Lifting activities during the PSI 
  



https://westrac4.sharepoint.com/hseq/Load%20Restraint%20Guides/Forms/AllItems.aspx
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3.5 Loading/Unloading Operation 
3.5.1 Float Driver arrives onsite   
 


• When the Transport Company arrives at the WesTrac Branch, the Float Operator shall report to the 
gatehouse or branch office and complete the site-specific load/unload induction (if not already completed) 


• Gatehouse or WesTrac representative to make contact with the site representative to confirm the path to the 
designated unloading/loading area, where possible a map is to be provided to the driver. Float operator to 
observe all traffic management plan and site-specific requirements. 


• Large/Oversize floats may be required to be escorted and/or spotted throughout the yard. Prior to entry onsite, 
the escort vehicle and/or spotter(s) are required to meet the float operator at the gatehouse. Plan the route 
and consider the height/width requirements and take notice of any overhead power lines. 


• Float operator to then proceed to the designated unload/load area, when all parties have agreed on route of 
path to be taken. 


• Upon arrival, all personnel to confirm hand signals to be used between the guide, spotter(s) and operator. 


3.5.2 Set up Float/Trailer 
 


• Prime mover and low loader/trailers shall be parked with hand/park brakes applied and wheel chocks 
installed, prior to unloading or loading mobile equipment (where required) 


• Install barricading requirements to the designated area. Ensure area is clear of pedestrians and traffic. 


• The float size needs to be compatible with the Mobile Plant to be transported – the Float operator is 
responsible for setting up the float configurations to the correct width and height for the mobile 
plant/alternative practices (i.e. crane, float reversing under chassis etc.). The float shall be lowered to as low 
as reasonably practicable and lower the ramps.  


Note: The Minimum float trailer legal width requirement shall be a maximum projection of 150mm (for loading 
operations) 


• All personnel (excluded float operator) are to keep clear of the float during the set up. Float operator is to 
remain at ramp controls, until the ramps are fully lowered. 


• A visual inspection of the ramps and float/trailer is required to identify any defects prior to loading/unloading 
mobile plant. 


• Where mobile/removable ramps are used, the ramp shall be secured to the float/trailer using a locking pin(s) 
or as per manufactures requirements. Ramps must be rated and suitable for the item being loaded or 
unloaded. 


• Twin Steel Drum Rollers must NOT be loaded via steel ramps, unless appropriate rubber lagging, or matting 
is fitted to the ramps. 


• Where no float movements are required, following the float adjustment, the prime mover is to be shut down 
and isolated (where practicable). Where the prime mover is unable to be isolated, the ignition key is required 
to be removed. 


3.5.3 Install/Remove Support and/or Restraint Systems 
 


• In the event of unloading - Mobile plant is to be unsecured by the Transport/Float operator. 


• All personnel entering the footprint of the Mobile Plant shall apply person isolation as per Isolation and 
Tagging Procedure (PCD-NAT-HSEQ-0125) and Working on Equipment loaded on a Float (PCD-NAT-SER-
0003). 


• Over centre binders are PROHIBITED from use in restraint systems on any 
WesTrac site, refer to Prohibited and Controlled Items Register (PCD-NAT-HSEQ-
0167). 


• Where dunnage (timber) is used to elevate loads, ensure all personnel are outside 
the ‘NO GO’ zone (refer to Appendix 1) when driving onto/off dunnage due to risk 
of ricocheting material. 


• If wooden sleepers are to be used during the task, mechanical lifting equipment or two people are to lift and 
shift sleepers and shall be install in accordance with the mobile plants Service Information System (SIS) 
procedure, refer to SWP - Blocking and Cribbing (WIN-NAT-HSEQ-0178). 
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3.5.4 Mobilise Mobile Plant to/from Loading Area 


 


• The mobile plant operator shall conduct a visual inspection/prestart inspection of the mobile plant prior to 
loading/unloading. 


• The mobile plant operator must wear a seatbelt at all times during loading or unloading. Note. A drill operator 
wearing a seatbelt maybe given an exemption following a risk assessment, due to lack of visibility based on 
cabin size layout. 


• Ensure mobile plant is driven within the workshop/yard in accordance with the Mobile Equipment Procedure 
(PCD-NAT-HSEQ-0127). 


• Move the mobile plant to the required position, as discussed with the float operator. 


• If there is a delay in loading operations, the mobile plant is to be parked on level ground, hand/park brakes 
applied, implements grounded (where applicable), mobile plant shut down and the machine battery Isolator 
turned “OFF” (where fitted). 


• Taking directions from the lead spotter, the operator of the Mobile Plant is to drive until in the correct position 
in respect to the float/trailer ramps is achieved (e.g. square). Where a Mobile Plant is not aligned to float, the 
Mobile Plant shall be reversed back and repeat the process until alignment is satisfactory. 


 


3.5.5 Loading/Unloading Mobile Plant 
 


• If the centre of Mobile Plant in reference to the centre of float is critical during the loading/unloading practice, a 
spotter shall be positioned at the rear of the float (i.e. behind Mobile Plant) and not positioned on top of the 
float. Alternatively, the use of a ‘Go Pro’ or an alternative method maybe required to eliminate managing open 
edges/working at height risk and vehicle interaction. 


• Spotters are to position themselves on both side of float, outside of exclusion zone whilst loading/unloading 
the machine (refer to appendix 1). The float driver guides the machine operator and is overseen by lead 
spotter. The lead spotter is to remain in visual sight of operator whilst loading plant at all time. The lead 
spotter is in control of the loading process. All other spotters are required to relay information to the lead 
spotter. 


• Where the operator is unable to sight the guide (float operator) /lead spotter, the Mobile Plant is to be stopped 
until communication is restored. 


• Ensure all Mobile Plant implements are raised to clear, while loading/unloading. 


• The float operator may nominate to drive/reverse underneath or from under the mobile plant. Steering 
movements should be kept to a minimum and whilst positioning the float. If necessary, realign the float and 
start again. 


• Be aware when loading/unloading track type Mobile Plant, once the Mobile Plant is over centre, the centre of 
gravity will cause it to tip forward/backwards. Avoid where possible, stopping the Mobile Plant travel at the 
tipping point.  


• The operator is to drive the mobile plant on/off the float/trailer. The operator is to drive at the slowest speed 
the item of plant is capable of, typically half walking pace. Minimise steering movements to prevent uneven 
distribution of weight.  


• Once the position is confirmed as correct, lower/adjust implements onto appropriate dunnage, as pre-
arranged with float operator. 


• Apply hydraulic lock (if applicable), apply the hand/park brake, shut down the Mobile Plant and turn the battery 
isolator “OFF”, if fitted. 


• Exit the Mobile Plant/float using a platform ladder maintaining 3 points of contact at all times.  
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3.5.6 Load Restraint 
 


• Once on the float, position the Mobile Plant as pre-arranged by the float operator, consideration of weight 
distribution is required to ensure all axels are evenly loaded – operators and spotters are required to consult with 
the float operator until distribution is adequate for transport. 


• Once the position is confirmed as correct, lower/adjust implements onto appropriate dunnage, as pre-arranged 
with float operator. 


• Apply hydraulic lock (if applicable), apply the hand/park brake, shut down the Mobile Plant and turn the battery 
isolator “OFF”, if fitted. 


• Exit the Mobile Plant/float using a platform ladder maintaining 3 points of contact at all times. 


• The load restraint guide for the mobile plant shall be used to inform the float operator/owner operator as per 
adequate requirements for restraining the load 


• Once verbal confirmation has been completed between the WesTrac employee(s) and Float operator the loaded 
Mobile Plant is handed over to the float driver for the purposed of securing the load only.  


• The loaded Mobile Plant’s battery isolator is to be turned “OFF”, (where fitted) and then the Mobile Plant is then 
deemed a load. No application of a personal danger lock(s) and tag(s) is required. 


Note: No WesTrac personnel are permitted to conduct any work once the Mobile Plant is handed over. The 
Lead Spotter is to remain to prevent inadvertent access to barricaded area, whilst the machine is being 
secured. 


• The loaded Mobile Plant is then handed over to the Transport Company/Owner Operator/Authorised Operator to 
prepare the float (i.e. float to be positioned to smallest configuration possible) prior to leave yard.  


• The area is to remain demarcated, until the Mobile Plant is secured, float ramps are raised, secured and 
confirmed ready for transport. 
 


3.5.7 Transport Company leaves WesTrac premise  
 


• Ensure the load restraint has been checked prior to departure and all items are secure 


• WesTrac representative to complete required documentation for transport company. 


• Ensure CoR paperwork has been completed with correct mass and dimensions.  


• Photos have been taken of the loaded equipment 


• The driver representative and WesTrac representative have signed off the paperwork. 


• Transport vendor then leaves the yard, under escort and spotted (as required). 
 


4 Responsibilities 


Regional Managers:  


• Ensure that this procedure is disseminated and regularly reviewed, and that all relevant contractors and 
employees are identified for induction and meet these procedure requirements. 


 
Area Managers and Project Managers: 


• Ensure that all relevant employees and preferred contractors are familiar in this procedure and comply with the 
procedure. 


 
Mobile Plant Operator: 


• Operate Mobile Plant that they are deemed competent to do so. 


• Only load/unload Mobile Plant if trained and deemed competent in unload and load mobile plant.  


• Follow this procedure, including the use of the designated PPE. 
 
Spotter(s): 


• WesTrac employees ONLY to conduct this role whilst on a WesTrac site. 


• (Lead Spotter only) WesTrac employee whom takes ownership of the overall un-loading operations.  


• (Lead Spotter only) Oversees the Guide role (Float Operator or WesTrac employee).  


• (Lead Spotter only) Remains in direct line of sight with mobile plant operator. 
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• (Lead Spotter only) May assume the role of Guide, in the instance where, the Guide (i.e. Float Operator) conducts 
a check and is unable to maintain direct line of sight with the operator. 


• Ensure all involved in task are wearing the correct PPE. 


• Ensure the designated loading/unloading area is clearly defined (include barricaded) and hazards minimised. 


• Confirms with the guide, the hand signals to be adopted PRIOR to loading or unloading operations 


• Remain outside the ‘Exclusion Zones’ whilst mobile plant is being loaded or unloaded. 


• Ensure everyone is a safe distance from the float and you remain in visual contact with the spotter. If not STOP, 
until they are. 


• Follow the directions given by the Lead Spotter. 
 
Transport Float Operator:   


• Complete all required paperwork prior to arriving and departing WesTrac facilities. 


• Obtain authorisation from Owner/Operator (where self-loading is to be conducted)  


• Complete required WesTrac HSE inductions prior to entry onsite. 


• Communicate with the Spotters and Mobile Plant operator the final position of mobile plant on float/trailer. 


• (Guide Role only) Confirm hand signals with all spotters and operator, PRIOR to commencing unloading/loading. 


• (Guide Role only) Ensure you remain in direct line of sight of the mobile equipment operator.  


• (Guide Role only) Work in conjunction with the Lead Spotter (WesTrac employee) who is ultimately in control of 
loading/unloading task whilst on WesTrac site. 


• (Guide Role only) Relinquishes control to the Lead Spotter, when unable to maintain a direct line of sight with the 
operator (i.e. whilst conducting inspections or checks). 


• (Guide Role only) Do not commence loading or unloading mobile plant until all Spotters are in position. 
 


5 Reporting 


Monitoring of compliance and opportunities for improvement will be completed through the OnTrac Safety Interaction 
tool with assigned KPI’s to all leadership and management positions. 
 
Reporting of non-compliance will be captured through the online OnTrac Reporting system.  
 


6 Further Information  


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


7 Accountabilities 


Compliance to Procedure  All Personnel and Contractors 
 
Implementation & Review   Area/Regional Managers  
 
Approval of Procedure   GM - Product Support  
      
Monitoring  Area/Regional Managers  
 
Interpretation and Advice  Area/Regional Managers  
     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 


PCD-NAT-HSEQ-0127 Mobile Equipment Procedure 







 


PROCEDURE 


Document Number PCD NAT SER 0292 


Next Review Date 19th June 2022 


 Document Owner  GM – Product Support 


  
  


LOADING AND UNLOADING FLOATS AND TRAINERS  Page 8 of 11  


Revision: 14.0  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. 


Document Number Title 


PCD-NAT-HSEQ-0129 Limited Movement Procedure 


PCD-NAT-SER-0003 Working on equipment loaded on a float 


PCD-NAT-HSEQ-0167 Prohibited and Controlled Items Register 


WIN-NAT-HSEQ-0232 SWP – Moving Inoperable Machines 


WIN-NAT-HSEQ-0196 SWP – Testing and Demonstrating Machines 


WIN-NAT-HSEQ-0178 SWP – Blocking and Cribbing 


WIN-WA-SER-0022 SWP – Spotting Machine Movements 


PCD-NAT-SER-0003 Working on Equipment Loaded on a Float 


FTT-NAT-SER-0167 Permit – Loading and Unloading Mobile Plant 


FTT-NAT-SER-0168 Form – Unload and Load Mobile Plant Exemption 


FTT-NSW-SER-0023 Form – Unload and Load Mobile Plant Authorisation form for Owners (NSW 
Only) 


 


9 Definitions and Abbreviations 


The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Spotters Provides guidance to the lead spotter (whilst spotting in the workshop/yard) or directly to 
the Guide (whilst spotting on/off a float or trailer) in relation to mobile equipment position. 


Lead Spotter WesTrac representative only 
Overall responsibility for the unloading/loading operations. 
Works directly alongside to the Guide role to provide overall supervision.  
Remains in direct line of sight with the operator. 
May assume the Guide role, where there is an inability to maintain direct line of sight with 
the operator (i.e. the Guide carries out a check).  


Guide Float Operator (where experience) or a WesTrac representative. 
Communicates directly to operator via hand signals to indicate the required movement 
directions. 
Remains in direct line of sight with the operator. 


Machine Operator A WesTrac worker deemed competent in Load/Unload Plant and Limited movement.  
 
Owner/Operator – the owner of the plant/machinery being loaded and deemed competent 
by providing evidence of licencing 
 
Authorised Representative of Owner Operator – a contractor authorised to perform 
Load/Unload tasks on behalf of the Owner Operator  
 


TMP Traffic Management Plan 


 


10 Document Amendment History  


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


10.0 18/05/18 
Changed Document number from WIN-NAT-
HSEQ-0292 to PCD-NAT-SER-0292. Updated 
entire document following 2017/2018 incidents. 


CS AD IU 


11.0  27/06/18 
Referenced Prohibited and Controlled Items 
Register and updated LUEZ zones 


CS SE, DD IU 


12.0 05/03/19 
Updated document reference – Prohibited and 
Controlled Items Register from PCD-WA-HSEQ-
0001 to PCD-NAT-HSEQ-0167 


DC DC DC 


13.0 07/02/20 Updated document to include: GM, DT NT (WA) AH 
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Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


- Defined authorised operator 
requirements/exemptions and 
expectations (NSW only) 


- Formatting of document 
- Alignment with WHS legislation 
- Alignment with NTC Load Restraint 


Guide 
- Alignment with Spotter SWP and 


Access/Egress to a float SWP 
- Integrate Loading/Unloading sections  


and MC NT(NSW) 


14.0 11/06/2020 


Section 3.2 – modified wording to clarify who 
can sign off on Permit/Exemption form  
Heading changed from “Safety Requirements” 
to “Risk Management” 
Updated to include reference to FTT-NSW-SER-
0023  


NT NT AH 
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Appendix 1 
 
Loading, Unloading Exclusion Zones (LUEZ) – Trailers and Floats 
 
The ‘NO GO’ Zones within the loading and Unloading Exclusions zone distance will be determined based on the 
number of factors. These will include, but not limited to, the size of the mobile plant being loaded, the float /trailer 
width dimension, whether the mobile plant is being loaded by a machine (i.e. crane or forklift) or driven onto the 
float/trailer and operator experience etc. 
The distance of the ‘NO GO’ Zone will be identified as part of pre-job planning and captured within the specific risk 
assessment or Standard Work Procedure (SWP) for the machine family type.   
 


 
 
 
 
 


Image 1. LUEZ Zones during loading 


 
Image 2. LUEZ Zones when machine park brakes is not 


applied and ramps not secured. 
 
Note. The ‘No Go’ Zone is the minimum distance required to be maintained between the spotter(s) and the operating 
mobile plan (minimum distance of 3 metres) allowance is required for all equipment (e.g. float height + equipment 
height. Also ensure personnel are clear of loading ramp ‘swing arc area during lowering/raising and when raised but 
not secured. 
 
Key: 


  “No Go” Zone During loading or unloading mobile plant. All personnel to keep out. 


  Safe Zone During loading or unloading mobile plant. 


 
  


NO GO 
ZONE


SAFE 
ZONE


NO GO 
ZONE


SAFE 
ZONE


SAFE ZONE SAFE ZONE
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Appendix 2  
 
Recommended Maximum Ramp Angles 
 
These figures are provided as a guide only, and are based on the operator having full steering, braking, and traction 
control of the Mobile Plant. 


 


Maximum Loading Ramp Angle 
(on flat, level ground) 


 Wet Loading Surface Dry Loading Surface 


Steel Drum, or 
Steel Track Plant 


 
 
 
 


Maximum Slope: 9° 
(1 : 7 slope ) 


 
 
 
 


Maximum Slope: 15° 
(1 : 4 slope ) 


 


Rubber Tyre Plant 


 
 
 
 
 


Maximum Slope: 20° 
(1 : 3 slope ) 


 


 
 
 
 
 


Maximum Slope: 20° 
(1 : 3 slope ) 


 


* Information taken from RTA Safe Work Method Statement “Loading, Unloading & Securing Plant Items Transported 
by RTA Operated Floats” dated 29th October 
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LOADING AND UNLOADING OF VEHICLES PROCEDURE  
 


1 Purpose 
 
The purpose of this procedure is to provide practical guidance to support WesTrac specific requirements for the safe 
loading and unloading of delivery vehicles carrying general freight leaving or arriving at WesTrac facilities or 
warehouses.  
 
The procedure and accountabilities will vary with commodity and load, the location of the storage facility and other site 
specific rules and regulations that may need to be considered. 
 


2 Scope 
 
This procedure shall apply to all WesTrac employees and contractors engaged in the loading and unloading of 
delivery vehicles across all WesTrac operations. 
 
It is the responsibility of any person or contractor who arranges a delivery to a WesTrac Site to ensure that the 
contracted transport company is familiar with WesTrac Chain of Responsibility Policy and Procedures.  
 
Note* This procedure does not cover the Loading and Unloading of Mobile Plant from Floats and Trailers. For the 
Loading and Unloading of Mobile Plant from Floats and Trailers please refer to SWP – Loading and Unloading of 
Mobile Plant From Float and Trailers (WIN-NAT-HSEQ-0292) and ensure that all personnel hold a current unit of 
competency for Load and Unload Plant (RIIHAN308D). 
 


3 Procedure 
 


3.1  Risk Assessment Prior to Loading or Unloading 
 
Prior to undertaking any loading or unloading activities including the removal of straps, chains, tie-downs and/or load 
restraints by the Driver, the following should be carried out: 
 


• A brief walk around inspection should be conducted of the load and immediate area by the WesTrac 
Representative, Operator and Driver;  


• A Take 5 should be carried out by the WesTrac Representative prior to undertaking any loading or unloading 
activities to identify any particular hazards within the Work Area and implement the relevant controls in order to 
minimise any associated risks. The following should also be undertaken:  


• A Take 5 should be carried out by the WesTrac Consignor or Receiver to identify any particular hazards 
within the Work Area and implement the relevant controls in order to minimise any associated risks. 


 
The Take 5 could include, but is not be limited to, the following: 
 


• A discussion with the Driver about load characteristics, weight, centre of gravity, leaking fluid, security of load etc. 
The delivery docket may also indicate the load weight; 


• An assessment of the potential for the load to become unstable upon the removal of straps, chains, tie-downs 
and/or load restraints by the Driver; 


• An assessment on the suitability of Load Shifting Device for the load; 


• An assessment on the ability to maintain load stability during lifting/unloading/loading; and 


• Potential for oil, mud or parts etc. to fall off during transport and affect public road users 
 


Due to safety risks associated with the use of ‘over centre’ load binders (dog and chain), this type of load restraint 
equipment must not be used*. Ratchet tie down devices such as the “Ausbinder” or “Ev-Cam” should be used in their 
place. 
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*Note – if a transport vehicle arrives at a WesTrac facility with an ‘over centre’ load binder securing a load, a 
comprehensive JHA must be completed with effective controls in place to keep personnel out of the line of fire. The 
task of release of the binder shall be directly overseen by the relevant Area Supervisor. If in any doubt during this task 
– stop the job and reassess to complete the task safely. 
 


3.2  Requirements 
 
The following requirements must be applied when performing the task of loading/unloading of any delivery vehicle. 


• If not inducted, the delivery driver/s as a minimum MUST report to site security for a driver’s induction and then be 
escorted when on site unless otherwise stated in the site traffic management plan.  


• The person escorting is to ensure that the delivery driver is fully aware of entry obligations and the WesTrac 
Traffic Management Plan that is in operation on the WesTrac site. 


• The delivery driver/s must be wearing correct PPE in accordance with the WesTrac policy.  


• Delivery drivers are to obey the instructions of the authorised WesTrac Consignor or Receiver responsible for 
loading/ unloading activities at all times. 


• Exclusion zones are to be formally established and communicated to all delivery drivers. 


• All persons who form part of the ‘chain’ shall be trained in the legislative and practical aspects of the legislation. 
Those who are considered to be in the “chain” and shall be trained in COR requirements include:  


• Consigners – a person or company commissioning the carrying of goods 


• Packers – those placing goods in packages, containers or pallets 


• Loaders – those placing or restraining the load of the vehicle 


• Drivers – those in the physical act of driving a vehicle (in WA this includes FS Light Vehicles) 


• Operators/Managers – those operating a business which controls the use of a vehicle 


• Receivers – those paying for the goods/taking possession of the load 


3.3  Delivery vehicles 
 


• Are to be loaded/ unloaded on a surface that is close to level as practicable. 


• Engine ‘MUST’ be shut off, the vehicle made fundamentally stable, ‘in gear, park brake applied fully’. 


• All Forklift and Crane operators ‘MUST’ be trained as competent to hold the relevant high risk work license and 
meet be authorised by WesTrac to operate equipment.  


• Forklift and Crane operators are to ensure that their equipment is suitably capable and has the correct capacity to 
load/ unload the freight. 


• If a hazard/ risk is identified during the work then work shall cease until, the area supervisor/ contract coordinator 
or delegate is to be contacted to assist in an agreed corrective action. 


3.4 Exclusion Zones 
 


• Each site or branch must establish and communicate exclusion zones which should be documented in the 
site/branch traffic management plan.  


• No one is to enter pedestrian exclusion zones during loading or unloading operations unless the forklift or crane 
operator has signalled that it is safe to enter and the forklift or crane operator has shut down the equipment 
engine, lowered all masts/booms, exited the cab and placed wheel chocks as per the site WesTrac procedures. 


• Unloading operations will immediately ‘STOP’ work if the location of the delivery driver cannot be confirmed or any 
pedestrians or vehicles enter the exclusion zone. 


• The delivery driver is to remain outside the exclusion zone in a designated SAFETY ZONE during the 
loading/unloading operation unless instructed by the loading/ unloading operator. 


 
All WesTrac sites must have the following administrative control as a minimum:  
 


• 4 x Green Witches Hats (Minimum) to clearly define a driver SAFE ZONE during loading/unloading operations. 


• 2 x Red Witches Hats (Minimum) to clearly define exclusion NO GO ZONE. 
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• Where high traffic volumes occur the Safe/ No Go Zones may be demarcated with paint or other permanent 
barriers. 


 
Note – controls over and above these points may be implemented at a site specific level and then annotated within the 
sites Traffic Management Plan. 


3.5 High Risk Loads 
 
For all high risk loads a JHA will be required.  A load will be defined high risk due to any of the following: 


• If for any reason a member of the loading/ unloading team feels that a JHA should be undertaken then work will 
not commence, or will stop until the JHA is completed in accordance with WesTrac requirements. 


• If the load has moved or its strapping/ restrains have loosened or broken during transit. 


• The loads size, shape, weight or combination of those or any other factor, means that the loading/ unloading is 
complex or requires additional resources to successfully complete the operation without injury damage or event.  


• Dangerous goods or chemicals containers have been breached/ split. 


• Anything that will require an escort on public roads. 
 


3.6 Loading/Unloading Team 
 
The loading/unloading team may consist of: 


• A trained loading/ unloading operator (i.e. forklift/crane operator). 


• Dogmen or Riggers assigned to assist a crane operator  


• The delivery driver. 
 
Note: Only trained, authorised and competent dogmen and riggers shall undertake lifting activities as per the 
requirement in Cranes, Lifting and Equipment (PCD-NAT-HSEQ-0136). Those involved must also be trained, 
authorised and competent to operate the relevant lifting devices (crane, forklift, etc.) 
 


3.7 Manual Handling 
 
Wherever practicable mechanical lifting devices should be used for all materials. Compliance with this procedure shall 
remove, or significantly reduce the potential exposure to personnel when conducting unloading or loading material 
tasks. 
 
Individual personnel must not attempt repetitive, frequent or heavy lifting. Mechanical lifting equipment must be made 
available for identified specific tasks as required. Mechanical lifting devices include, but are not limited to: 


• trolleys; 


• hydraulic lifts; 


• forklifts; 


• cranes; and 


• Vehicle mounted ‘Hiabs’. 
 


3.8 Completion of loading and unloading 
 


• The receiver is responsible for checking that the goods delivered are in good order. 


• Any damage is to be reported to the receiver or delegate who in turn is to inform the delivery company. 


• Drivers and the WesTrac Consignor are to ensure that all load restraint equipment is secure before driving off. 


• If only part of the freight has been off loaded the driver is to ensure the remaining freight is fully restrained. 


• Ensure that freight being transported (whether it is for WesTrac or not) complies with Chain of Responsibility 
Legislation. 
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3.10  Indirect Load Restraint – Load Friction 
 
Indirect load restraint is a method used to prevent a load from moving by the friction between the load and the vehicle.  
The friction force prevents the load moving forward, rearward and sideways. The lashings are tensioned at the 
acceptable angles to clamp the load to the vehicle and to prevent load shift. 
 


• Correct restraint of packages and items onto vehicles is critical.  


• The NTC – Load Restraint Guide shall be used as a reference to assist with material specific packaging and 
restraint guidelines.  
Steel items shall not be loaded directly onto a steel tray due to the risk of sliding.  Restraint of steel items shall be 
with the use of a rubber or alternative suitable packaging material. No steel on steel. 


• Due to safety risks associated with the use of ‘over centre’ load binders (dog and chain), this type of load restraint 
equipment must not be used*. Ratchet tie down devices such as the “Ausbinder” or “Ev-Cam” should be used in 
their place. *Note – if a transport vehicle arrives at a WesTrac facility with an ‘over centre’ load binder securing a 
load, a comprehensive JHA must be completed with effective controls in place to keep personnel out of the line of 
fire. The task of release of the binder shall be directly overseen by the relevant Area Supervisor. If in any doubt 
during this task – stop the job and reassess to complete the task safely. 


• Load restraint equipment shall provide protection from load shift as per Figure 1. 
 
Note: A tarpaulin or other suitable material shall be used where applicable to provide a barrier to the outside elements.  
In doing so, it can act to further contain the load and help to prevent the loss of any goods during transit.  Tarpaulins 
are not classed as a method of restraint to secure a load. 
 
Figure 1: Load restraint forces 
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3.11 Direct Load Restraint – Load Containment 
 
Direct restraint is a method that relies on containment of the load, such as goods being loaded directly against the 
head, tailboards and the sides of the vehicle. The load is restrained either by the vehicle structure itself or by securing 
aids such as gates, containment curtains and bolsters. 
Important: It is a WesTrac requirement that both indirect and direct methods of restraint are used when transporting 
freight for WesTrac. 
 


3.12  Inspection of Restraint Equipment  
 
All freight carriers are to ensure all load restraint equipment used complies with the NTC – Load Restraint Guide and 
shall have a documented inspection process for conducting periodic inspections of load restraint equipment.  All 
inspections and pre-start checks shall be documented.  
 


3.13  Lifting Equipment 
 


• All lifting equipment must be tagged and certified. 


• Equipment or materials which have designated lifting points, is to be accompanied with the correct certifications 
and testing documentation. 


• Materials with designated lifting points, which are not accompanied with the correct tags, certification and test 
documentation, must not be removed using the lifting points. Should this occur the contractors crane supervisor 
will be notified and called to inspect the suspect lifting points. 


• The requirements for certification and testing documentation shall be applied to all purpose built lifting equipment 
such as flat racks, containers, cradles and bolsters etc. 


 


3.14 Working at Heights 
 
Where possible all work should be completed at ground level. 
 
A person shall be considered to be working at heights where there is a risk of falling from one level to another when 
working from more than 1m off the ground or there is a potential risk of tools or equipment being dropped from an 
elevated work area.   
 
Prior to undertaking any Working at Heights task, Consignors, Operators and Drivers must control the risks associated 
with the task to an acceptable level. Working at Heights Risks must be assessed using the Hierarchy of Control (HOC) 
to reduce risk of a fall as low as reasonably practicable (ALARP). Those accessing or egressing from the back of a 
truck must always maintain 3 points of contact as a minimum.  
 


Level HOC Working Example for Loading and Unloading Operations 


1 Eliminate  
Undertake the work at ground level or from a solid construction 


2 Substitute 


3 Isolation Undertake the work using fall prevention methods e.g. barriers, edge protection 


4 Engineering 
Use of approved platform ladders and edge protection to safely access and egress the 
flatbed truck. The use of trailer guards should be considered for this purpose 


5 Administrative Take 5, JHA, Safe Work Procedures and awareness training 


6 PPE Personal Protective Equipment Controls.  Fall arrest harnesses 
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3.15 Communication  
 


• Positive communications must be achieved throughout the loading and unloading process. 


• Communication during loading and unloading shall be clear to ensure directions are not misinterpreted. 


• WesTrac encourages any person involved in the loading or unloading to say STOP. 


• To ensure messages and instructions are interpreted correctly, all instructions issued over radios are to be 
repeated by the receiving party.  


• Radios, designated for use by crews dedicated to loading and unloading are to have a designated frequency. 
Shared radio channels/frequencies are not permitted. 


 


4 Responsibilities 
 
Regional Managers 


• Provide adequate resourcing for the development, implementation and maintenance of the requirements of 
this procedure. 


 
Area Managers/Branch Managers 


• Oversee the review of relevant processes and procedures associated with this procedure within area of 
responsibility. 


• Provide the resources and training to ensure freight leaves WesTrac premises in a safe manner. 
 
Supervisors 


• To ensure that the procedure is implemented in area of responsibility when required. Ensure that the 
procedure is communicated and understood by all personnel in area of responsibility. 


 
All Personnel 


• Ensure the procedure is followed for all unloading and loading tasks. 


• Report any deficiencies with this Procedure and assist in procedure development and review as appropriate. 
 


5 Reporting 
 
Detail reporting and monitoring requirements for this Procedure to ensure compliance are required in the event of a 
breach or non conformance. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact the CoR Project Manger. 
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The company requires the following steps to be taken in the event of a breach or non-conformances to this Policy. 
Log an incident in OnTrac in the event of a packaging or load restraint issue with incoming or out going freight. 
 


7 Accountabilities 
 
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   CoR Project Manager, Branch Managers 
      
Approval of Procedure   GM - Product Support  
      
Monitoring  WesTrac Management  
 
Interpretation and Advice  CoR Project Manager  


 


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-0292 SWP - Loading and Unloading of Mobile Plant From Floats and Trailers 


PCD-NAT-HSEQ-0136 Cranes, Lifting and Equipment 


  


 


9 Definitions and Abbreviations 
 


The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Delivery Vehicle 
Vehicle used for the transportation of freight and/or equipment to and from 
the WesTrac. Such vehicles include trucks, semi-trailers, vans, utilities and 
the like. 


Driver 
A person appropriately licensed and/or accredited to operate the Delivery 
Vehicle on public roads and motorways. 


Load Shifting Device 


Mobile equipment used to load and/or unload freight and items of 
equipment onto and/or off Delivery Vehicles. Such mobile equipment 
includes Forklift, Mobile Crane, Vehicle Loading Crane and other like 
equipment. 


Operator 
A person authorised by WesTrac based on relevant training and 
competence to operate Load Shifting Device(s) on the WesTrac site. 


Work Area 
Area on the WesTrac site at which the unloading and/or loading task is 
being undertaken. 


 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 06/01/17 New Document Created. BG EP KT 


2.0 21/06/19 Reviewed and updated for CoR 2018 DT GB/SH AH/RH 


3.0 27/08/19 
Reviewed and updated to reflect changes to 
para 3.14- Working at a height 


NT SH RH 
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Fig 2: Example Loading and Unloading Exclusion Zones 
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MOBILE EQUIPMENT PROCEDURE  
 


1 Purpose 
 


WesTrac aims to control and reduce to a minimum the risks related to the interaction between people and mobile 
plant, excessive wear and damage to mobile equipment by using preventative maintenance and proper selection, 
training, licensing and supervision of drivers and operators. 


 


2 Scope 
 


All WesTrac workers are covered by this procedure whilst working on WesTrac sites or under WesTrac direction. 
Lifting operations using mobile plant are not covered by the scope of this procedure. Refer to the Use of Cranes and 
Lifting Equipment Procedure (PCD-NAT-HSEQ-0136) 


 


3 Procedure 


3.1 General Rules  
 


The following rules apply to the Operation and Limited Movement of Mobile Equipment: 
 
Operation of a machine will be defined as any time the engine is running. 
 


• All operators must be over the age of 18; 


• Unsafe equipment must not be operated; 


• All equipment must be have a thorough pre-start inspection completed prior to use; 


• Operators must maintain a safe speed at all times – Maximum of 8 km per hour in WesTrac yard areas; 


• Do not jump off vehicles or equipment - use the ladder, hand rails and grab bars provided. Use three points of 
contact and inspect the landing area before dismounting; 


• When dismounting equipment with vertical ladders, always face the equipment;  


• Do not attempt to get on or off equipment while it is in operation; 


• Riding on equipment is prohibited unless it is on a purpose designed and fitted seat. Seatbelts must be worn 
at all times by each person whilst the equipment is in operation. The operator is not permitted to use a mobile 
phone whilst operating equipment; 


• Handheld mobile phone use while operating mobile equipment is prohibited while the equipment is moving, 
engine running or implements engaged. All functions including; phone calls, texting, camera, video 
messaging, online chatting, reading preview messages and emailing are prohibited by the relevant state law 
and WesTrac. If you wish to use these functions, you must be parked in a safe and authorised parking spot 
with implements grounded and the engine turned off. 
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3.2 Life Saving Commitment 
 
Life Saving Commitments provide clarity on expectations to manage fatal risks and  
prevent someone from being seriously injured or killed. Plant & Mobile Equipment  
potentially have the risk to cause a fatal event and as such is one of WesTrac’s Life  
Saving Commitments. The Plant & Mobile Equipment Life Saving Commitments outlines:  
 
I will never operate plant or mobile equipment unless trained, competent  
and authorised to do so. 
 
The Plant & Mobile Equipment 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 Commitments Policy (POL-NAT-HSEQ-0100).  


3.3 Authorisation to Operate Mobile Plant or Equipment 
 


Only trained and authorised workers are permitted to operate mobile plant or equipment. All mobile equipment 
operators must hold the following qualifications as a minimum: 
 
For Mobile Plant: 


• National Certificate of Competency for the type of equipment being operated (unless only performing Limited 
Movement), or 


• Hold a WesTrac Verification of Individual Proficiency (VOIP) Permit for the type of equipment being operated 
(to perform Limited Movement); 


• Hold a current "C" class drivers' licence. 


 
For Forklifts, Mobile Cranes, EWP’s, Scissor Lifts etc: 


• Current High-Risk Work Licence for the class of equipment. 


 
For Underground Diesel Machines: 


• National Certificate of Competency for the type of equipment being operated is required for limited movement 
of the equipment.  


 
Prior to operation of any mobile plant the operator must hold a current VOIP card for the type of plant being operated, 
the VOIP card will be issued by the WesTrac institute, this card can be used as a quick reference as evidence of 
proficiency (See section 3.5 Recognition of Prior Learning for national units of competency) 
 
Operators have a responsibility to familiarise themselves with this procedure and any other procedures relating to the 
operation of equipment.  
 
They must also familiarise themselves with each type of machine prior to use by reading the appropriate operation 
and maintenance manual before operating the machine. Operation and Maintenance Manuals are included as part of 
the Service Manual.  
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3.4 Limited Movement 
 
Limited Movement of mobile equipment is defined as any time the engine is running, slow movement around the yard, 
driving in and out of workshops, basic testing (i.e. performing cycle times) and testing implements such as 
buckets/blades etc. It does not include ground engagement (i.e. digging, loading, pushing, hauling etc.) 


• Any person required to perform Limited Movement of Mobile Plant must hold a WesTrac VOIP Permit issued 
by the Training Institute; 


• Limited Movement VOIP Permits only apply to mobile equipment that is not covered by a High-Risk Work 
Licence or State drivers licence, except for Limited Movement of On-Highway Trucks on WesTrac property; 


• VOIP Permits are only valid on WesTrac owned and operated sites or whilst performing work on behalf of 
WesTrac on customers sites. This procedure must be adhered to at all WesTrac branches and sites; except 
for those that have more stringent site-specific requirements placed on them by the client / or other parties; 


• Operation of equipment on public roads must be in accordance with the Road Traffic Act; 


• Should machine testing/evaluation be required that will go outside of the scope of Limited Movement as per 
the definition at the top of this section refer to SWP - Testing, Evaluation and Demonstrating Machines (WIN-
NAT-HSEQ-0196); 


• For more information refer to the Limited Movement of Mobile Plant Procedure (PCD-NAT-HSEQ-0129). 


3.5 Recognition of Prior Learning (RPL) 
 
Any worker who holds a unit of competency for the operation of mobile equipment may be eligible to receive RPL and 
receive a VOIP permit. Please contact the WesTrac Institute for further information. 


3.6 Load and Unload Mobile Equipment  


Any worker who is required to load and unload mobile equipment must have the following: 


• Current VOIP permit for the family of machine being loaded/unloaded issued by the WesTrac Institute. 


• National unit of competency RIIHAN308D for Load and Unload Plant. 


• Follow SWP – Loading and Unloading Mobile Plant from Floats and Trailers Procedure (PCD-NAT-SER-0292) 


Training for loading and unloading plant is available through the WesTrac Institute, please be aware that a current 
limited movement VOIP card is a pre-requisite to book training 
Note: 
Transport contractors (NSW/ACT) may be exempt from the above as long as the Load and Unload Mobile Plant 
Authorisation Form (Owners) (FTT-NSW-SER-0023) form has been completed and signed by the Area Manager or 
Customer Coordinator. 
 
Upon arrival to site the transport contractors or owner operator is required to fill out the Load and Unload Mobile Plant 
Exemption Form (Authorised Operators Only) (FTT-NAT-SER-0168) 
 
WesTrac employees are required to complete the Loading and Unloading Mobile Plant Permit (FTT-NAT-SER-0167) if 
loading / unloading the plant 
 


3.7 Horn Signals 
Horn signals are used to alert personnel within the vicinity of your intentions. Always allow at least 5 seconds between 
sounding your horn and completing a function. 


• One (*) short blast before starting engine 


• Two (**) short blasts before moving forward 


• Three (***) short blasts before reversing. 
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3.8 Spotters 
 
Spotters are used to assist operators Internal and external on company premises and maintenance workers in 
carrying out their work in confined and potentially dangerous areas. 


• You must use a spotter/s when moving machines in and out of workshops or in the yard unless stated 
otherwise in this procedure 


• All equipment when reversing must have a spotter 


• If three spotters are required, two spotters must be at the front of the machine and one at the rear regardless 
of whether the machine is going forward or reverse. 


• The spotter is in charge of the job and their directions are indisputable. If there is any confusion, stop the 
machine immediately and sort it out. 


• Hand signals such as "stop", "turn left", turn right" and "approach me" area generally understood. Any 
variations or different signals are to be used; they must be communicated to each other and agreed upon 
before starting the job. 


• The spotters must stay in visual contact at all times. If visual contact with the spotter or spotters is lost – STOP 
and wait until visual contact is regained. 


• Refer to the table below for the number of spotters required when moving equipment around the yard. The 
spotter will need to be in a position so as to safely direct traffic and advise machine operator. The spotter is 
not only to have visual contact but is to be in 2-way radio contact also. The 2-way radio headsets can be 
obtained from the designated area on site. 


 
When moving equipment around the yard spotters must be used as stated below: 
 


Equipment Number of Spotters Required 


Trucks  


All Articulated Off Highway trucks 1 min 


All Off Highway rigid dump trucks 3 min 


Excavators  


All excavators 3.18 to 308 None 


All excavators 311 to 330 1 min 


All excavators 345 and above 2 min 


Loaders  


All Wheel loaders 980 and below None 


All wheel loaders 988 to 990 1 min 


All wheel loaders 992 and 994 2 min 


Track Dozers  


All Dozers D3 to D8 1 


All Dozers D9 to D11 2 


Graders  


All Graders up to 16 1 


All Graders 24H/M 2 


Skid Steer Loaders  


All skid steer loaders  None 


Underground Diesel Machines  


All Load Haul Dump 1 


All Load Haul Dump with trailer 1 
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For all equipment not mentioned in this table a risk assessment will determine the number of spotters required 
This should reflect similar sizes and visibility of equipment as the above table. 
 


3.9 Pre-Start Inspections 


• All equipment must be pre-started before operating to ensure there is no “Out of Service” or “Danger” tag 
attached. 


• When a prestart is conducted the machine must be locked and tagged in accordance with the WesTrac 
isolation procedure including “testing for dead” after the lock and tag has been fitted to the isolator 


• Every machine must be pre-started before the engine is started.  Items to check are: - oil, coolant (not hot), 
fuel and wheels/tracks. A steering and brake check are also to be conducted in accordance with the operator’s 
manual. 


• Regarding the operation and driving of Trucks: - ensure all bolts are installed in the final drive assembly before 
any movement/driving of the truck is made, this will reduce the possibility of shearing the bolts.  


• The Operator must walk around vehicle to observe surroundings and obstacles before vehicle movement 


• All equipment when started must be checked for appropriate warning gauges operation and understanding of 
what those warnings could mean. 


• Check that all machine controls are operational, and the operator has an understanding of the function of each 
control before moving.  


• If the machine has been shut down for parking, maintenance or cleaning, check that all implements have been 
lowered to the ground, the park brake has been applied, controls have been neutralised and secured if locks 
are fitted and the machine has been shut down 


• The location and correct operation of the emergency fire suppression system is also to be understood. 


•  


Refer to:  SWP – Spotting Machine Movements (WIN-WA-SER-022) 
 


3.10 Parking 
 
Parking of the machine in any area is the responsibility of the operator. The operator is responsible for the safety of 
the machine and the people around it, so it needs to be parked keeping this in mind. Before an operator leaves a 
machine, they must take all precautions to make sure that the machine will not move or roll away so as not to 
endanger the lives of personnel or risk damage to the equipment.  
 
After the vehicle is parked and the parking brake is applied (do not use retarder for parking under any circumstances), 
all implements are to be lowered to the ground and the machine shut down. If necessary, wheel chocks are to be 
used. 
 
If any maintenance is to be conducted on equipment with rubber tyres, two approved wheel chocks are to be placed 
on one wheel – one at the front of the wheel and one at the rear of the wheel.  
 
Rubber matting must be used on ALL workshop floor surfaces as per Image 1 below.  
 
As a minimum, on rubber tyred machines, 2 Wheel Chocks on one wheel must be used prior to work commencing as 
per Image 2 below.   
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     Image 1 Image 2 
                                   
Any equipment that has a frame/articulation or slew lock must in place prior to work commencing. Place tyres or 
rubber strips or small wood blocks under implements like rippers and buckets and ensure all implements are 
grounded. 
 


3.11 Moving Inoperable Machines 
 
Prior to moving an inoperable machine, a JHA shall be conducted. A suitable sized forklift or plant to move the 
machine is to be used, prior to use a prestart shall be conducted to ensure it is in good working order 


• Select a fit for purpose towing strap or chain (lifting equipment shall not be used to tow equipment), inspect 
prior to use and attach to the inoperable machine  


• Consider the use of a towing A Frame or stiff bar if available 


• Release the inoperable machines brakes using compressed air supply, ensure that the brakes on the 
inoperable machine can be applied sufficiently to stop the machines movement 


• If the brakes have been released mechanically and cannot be applied seek an alternative means of 
transportation, such as heavy tow truck or crane 


• Ensure there are sufficient personnel available to conduct the operation.  This includes forklift driver, machine 
driver and spotters 


• Ensure clear lines of communication are available between all parties, obtain two-way radios if necessary 


 
NOTE: The inoperable machine must not rely solely on the forklift for braking; ensure the brakes on the 
inoperable machine can be applied 
 


• Move machine at approximately walking speed 


• When in its final position chock the wheels of the machine  


 


3.12 Operation of Forklift Trucks 
 
Workers are only permitted to operate Forklifts if they hold a current High-Risk Work Licence (LF) or have a current 
Work Cover logbook and are supervised by an appropriately ticketed person whilst using the Forklift (NSW workbook 
system only).   
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Prior to the operation of a Forklift, a prestart checklist must be completed using either the Forklift Daily Inspection 
Checklist or the Forklift Daily Checklist - Apprentice Assessment Area. 
Further information can be obtained from each Forklift’s Operators Manual.  
 


3.13 Mobile Cranes, Hydraulic Hoists and Platforms 
 
The Mobile Cranes, Hydraulic Hoists and Platforms Checklist must be completed on a quarterly basis. 
 
Refer to –  Mobile Cranes, Hydraulic Hoists and Platforms Checklist (FTT-NAT-HSEQ-0206) 
  Hand Operated Hoists Checklist (FTT-NAT-HSEQ-0211) 
  Mobile Crane Daily Inspection Checklist (FTT-NAT-HSEQ-0242) 
 


4 Responsibilities 
 
The below outlines key accountabilities for different roles in compliance with this procedure:  
 
Area Manager: 


• Ensure that any vehicle or piece of mobile equipment is operated only by workers trained and deemed 
competent / proficient in its use. 


• Arrange the training of drivers or operators and retraining when necessary.  


• Ensure that all such training is to be recorded on the company training matrix. 


• Ensure that equipment is operated in the approved way at all times to avoid damage and danger to workers. 


• Verify that licenses held by workers are current and appropriate for the work.  


• Ensure that any damage or defect found on mobile equipment is reported and repaired.  


• Ensure that inspections are conducted at the appropriate intervals. 


• Ensure that all registered/classified plant is recorded on an up to date register. 


Operators: 


• Perform pre-start inspections of mobile equipment prior to use 


• Ensure they have valid and current licences as required by WesTrac and State Legislation. 


• Tag faulty equipment “out of service” and not operate until all defects are rectified. 


• For all registered/classified items of plant, ensure that a logbook is kept with that piece of plant or equipment 
and be readily available for inspection. 


5 Reporting 
Monitoring of compliance and opportunities for improvement will be completed through Safety Interactions with 
assigned KPI’s to all leadership and management positions along with monthly workplace inspections and scheduled 
audit regime. 
 
Reporting of non-compliance will be captured through the OnTrac system and where required investigations will be 
conducted and corrective actions will be assigned and monitored. 
The following outlines the reporting requirements related to this policy: 


Reporting Requirement Reporting Body Frequency 


Reporting of non-compliance through WesTrac Hazard 
and Incident Reporting System 


All WesTrac Workers As necessary 


Safety Interactions WesTrac Management Monthly 


Monthly Workplace Inspections WesTrac Management Monthly 
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6 Further Information  
All workers who require further information or need clarification of anything contained in this Procedure should contact 
their HSE Advisor or HSE Manager. 


7 Accountabilities 


Compliance to policy   All Employees and Contractors  
 
Implementation & Review   HSE Manager 
 
Approval of Procedure   GM – Safety, Security, Risk 
 
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE Managers and 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 


PCD-NAT-HSEQ-0136 Use of Cranes and Lifting Equipment Procedure 


POL-NAT-HSEQ-0100 Life Saving Commitments Policy 


WIN-NAT-HSEQ-0196 SWP - Testing, Evaluation and Demonstrating Machines  


PCD-NAT-HSEQ-0129 Limited Movement of Mobile Plant Procedure 


PCD-NAT-SER-0292 SWP – Loading and Unloading Mobile Plant from Floats and Trailers Procedure 


FTT-NSW-SER-0023 Load and Unload Mobile Plant Authorisation Form (Owners) 


FTT-NAT-SER-0168 Load and Unload Mobile Plant Exemption Form (Authorised Operators Only) 


FTT-NAT-SER-0167 Loading and Unloading Mobile Plant Permit 


WIN-NAT-SER-0022 SWP – Spotting Machine Movements 


FTT-NAT-HSEQ-0209  Forklift Daily Checklist - Apprentice Assessment Area 


FTT-NAT-HSEQ-0208 Forklift Daily Inspection Checklist 


FTT-NAT-HSEQ-0206 Mobile Cranes, Hydraulic Hoists and Platforms Checklist 


FTT-NAT-HSEQ-0211 Hand Operated Hoists Checklist 


FTT-NAT-HSEQ-0242 Mobile Crane Daily Inspection Checklist 


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


Title Description  


Occupational Safety and Health Act 
1984 (WA) 


OHS Act for WA 


Mine Safety and Inspection Act 
1994 (WA) 


Mining OHS Act WA 


Work Health and Safety Act (NSW) 
2011 


WHS Act NSW 


Work Health and Safety Act (ACT) 
2011 


WHS Act ACT 


Managing the Risks of Plant in the 
Workplace (2018) 


Safe Work Australia Code of Practice 


Moving Plant on Construction Sites 
(2004) 


WorkCover NSW Code of Practice 


AS 2359 Powered Industrial Trucks 
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9  Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 


Mobile Equipment 
Includes (but not limited too) Forklift, Mobile Cranes, Scissor Lift, Boom type EWP (Cherry 
Picker), Highway Trucks and Heavy Earth Moving Equipment  


Limited Movement 


Limited Movement of mobile equipment is defined as any time the engine is running slow 
movement around the yard, driving in and out of workshops, basic testing (i.e. performing 
cycle times) and testing implements such as buckets/blades etc. It does not include ground 
engagement (i.e. digging, loading, pushing, hauling etc.) 


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. 


10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 28/06/13 Procedure re-drafted to new format BM MC DP 


2.0 18/11/13 
Machine Testing missed from original document 
migration (re-added in as section 3.5). 


MR MC MC 


3.0 21/01/14 Addition of Mobile Crane Daily Inspection checklist.  HM MC MC 


4.0 13/02/14 
Links to DMS updated, Spotters table, Limited 
Movement, Operator authorisation, moving 
inoperable machines. 


BM AK BG/GH 


5.0 19/03/14 Updates as indicated in grey. AK MC BG/GH 


6.0 30/05/15 Font amended JH GH BG/GH 


7.0 07/08/14 Highway Trucks added to definitions MM BG/GH BG/GH 


8.0 2/09/14 
General Rules updated. Motion replaced by 
Operation 


SL BG/GH BG/GH 


9.0 26/07/16 Diesel Machines included in 3.2 and 3.5 EK BL/GH BL/GH 


10.0 19/10/16 
Updated document to reflect Mobile phone usage in 
vehicles 


AT GH GH 


11.0 27/05/19 


Life Saving Rules updated to Life Saving 
Commitments. 
Worker definition throughout document. 
OnTrac system added. 
SAO’s changed to Safety Interactions. 
Updated template. 
Worker definition added 


LD LD KB 


12.0 13/07/20 


Updated document to reflect Loading and Unloading 
Mobile Equipment from Floats or Trailers 
Removed reference to Refer to the manual on the 
assembly procedure for On Highway Trucks (OHT) 
– no procedure available 
Removed reference to SWP- Moving Inoperable 
Machines, recorded process in section 3.11. SWP 
has been archived. 


GM NT GH 
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PERMIT - LOADING AND UNLOADING MOBILE PLANT 
    


Work Order  Date  Time  


COLLECTION SITE 


Address  


Telephone Number  Mobile Number  


Contact Person  


WesTrac Representative  


Owner/Authorised 
Operator/Driver 


 


Customer  Customer Contact  


LOAD 


Model  Serial Number  


Transport Company & Driver  
 


The following conditions MUST be met to proceed  


Is an authorised WesTrac employee unloading the mobile plant? Y  N  


If No: Exemption Form(FTT-NAT-SER-0168) filled out by the Owner Operator/Authorised Delegate? Y  N  N/A  


If NO to both of the above questions, work is not permitted to commence 


The minimum Personal Protective Equipment (PPE) SHALL be worn for this task: 


 


1. Training and Competency        


1.1. All – the following SWPs have been read and understood Mandatory 


 ☐ Loading and Unloading of Mobile 


Plant from Floats and Trailers (PCD-
NAT-SER-0292) 


☐ SWP – Spotting Machine 


Movements (WIN-WA-SER-0022) 


☐ Working on Equipment loaded on a 


float (PCD-NAT-SER-0003) 


1.2. WesTrac Mobile Plant Operator/High Risk Work Operators – have the following  


Limited Movement/Recognised Operator Card (Safety Card) for the mobile plant family  Y  N  


Load and Unload Plant Competency  
-VOC (WA)  
-RIIHAN308D (NSW) 


Y  N  


Do other operators (e.g. Forklift/Crane) hold the relevant high-risk licence (verify) Y  N  N/A  


1.3.  Owner Operator/Authorised Operator/Float Operator (delivery/pick up) N/A  


Float operator /Owner operator has a delivery/truck driver induction  Y  N  


If no, circle measure to be taken :  Delivery Driver Induction Escorted on Site 
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2. Planning and Preparation 


Access and Egress from the site is clear:  
Communicate maximum height of overhead powerlines/other obstructions  


Y  N  


Designated Loading/Unloading Zone been identified as per the TMP Y  N  


Where possible, TMP Map provided to Prime mover/float/trailer Y  N  N/  


If no to the above: Establish exclusion zones with consideration to overhead obstructions (e.g. 
powerlines/trees/awnings) and communicate to other workers 


Y  N  


Has a minimum 3m exclusion zone been established  
Refer to: Loading and Unloading of Mobile Plant from Floats and Trailers (PCD-NAT-SER-0292 
Appendix 1) 
Note: additional distance may be required where the height of the float + Mobile plant exceeds 3m 


Y  N  


If applicable, has a driver location been established Y  N  N/A  


Loading/Unloading area flat and on firm ground Y  N  


Tick yes if there is no frost or ice present Y  N  


Escort or spotter arranged if load is >5.5m in width or >30m length or if driver has not conducted a 
delivery driver induction 


Y  N  N/A  


Load Restraint Document Name:  


Confirm float/trailer size is compatible with Mobile plant, provide weight and dimensions to 
operator 
If necessary invite operator to site to measure Mobile plant 
Note: Maximum float trailer legal width requirement – maximum projection of 150mm side 
overhang 


Y  N  
 
N/A – Unloading  


Excess fuel removed from the Mobile plant Y  N  N/A  


Remove additional accessories or loose items from the Mobile plant Y  N  


Communication method established (e.g. headsets) Y  N  


Load out kit obtained (if required as per SIS procedure) Y  N  N/A  


Roll Over Protection System is installed Y  N  


If no to the above: Organise lifting equipment & permit to reinstate cab/ROPS: arranged? Y  N  


PSI – notify employees/stakeholders on planned Mobile equipment loading/unloading and if 
applicable lifting activities 


Y  N  


Stop – if any of the above conditions are not met, Loading/Unloading is not authorised. 


 


Authorisation 


I have reviewed the planning needs for loading and unloading and confirm the task has the required resources to 
proceed. Any additional resources required are listed below: 


Additional Resources: 
 


Role Name Signature Date 
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3. Load/Unload  


3.1. Float / Truck / Trailer Arrival 


Have all people completed a Take 5 &/JHA – that addresses the following points: 
Hand signals/Fundamentally Stable Parking/Ram Inspection, Angle and 
Security/Isolations/Friction Matting/ Dunnage/ Sleepers, Access & Egress from Plant (e.g. ladder), 
Restraint 


Y  N  


3.2. Roles and Responsibilities 


Each person involved in the task must sign-on to the permit, as an acknowledgement that they understand their role and 
responsibilities, including any associated procedures and risk assessments. 
Spotters to circle their position below (i.e. Left Hand Front – LHF).  


Role: Name: Signature: Date: 


Lead Spotter (WesTrac employee only)    


Guide (e.g. Truck/Float Operator)    


Spotter 1         LHF 
LHS 


   


Spotter 2        LHR    


Spotter 3 RHF 
RHS 


   


Spotter 4 RHR    


Mobile plant Operator    


3.3. Install Restraint Systems 


Confirm the Mobile plant/ implement has been placed in a transport position as per the load 
restraint guide that prevents front/back and side load movement? 


Y  N  


Confirm with Prime mover/float/trailer operator that the mobile plant/implement load is evenly 
distributed 


Y  N  


If required, Implements lowered, hydraulics locked off, hand brake/park brake engaged Y  N  


Load restraint guideline used to inform the float operator/owner operator of the adequate restraints. 


Loaded plant handed over to Transport Company/Owner Operator/Authorised Operator to prepare the float prior to 
leaving the yard. 


Final inspection to be conducted, focus is to be on areas where repairs/modifications have been completed. 
Have any concerns been raised (overload, oversize, tie down method or tooling, load positioning or restraining)? 
Detail: 
 


TOTAL LOAD (Obtained from Load Restraint Guidelines) 


Total Weight  


Total Dimensions H: W: L: 


Number of items:  ☐ Loose ☐ Rigid ☐ Fragile 


 Name Signature Date 


Float / Truck Driver    


WesTrac Representative    


WesTrac responsible person required to take photos of the load prior to leaving site.  


APPENDED DOCUMENTS: 


Photos ☐ 


Machine Release Authorisation Form (FTT-NAT-SAM-0003) ☐ 


Outward Goods Advice (FTT-NAT-SER-0067) ☐ 
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SWP – PRE-START OF A KEYLESS GAS FORKLIFT 
 
All employees conducting a pre-start on a keyless gas forklift or assisting with the pre-start of a keyless gas forklift 
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 Rules 
 
The following Life Saving Rules apply to this task and must be adhered to at all times: 
 


                     
 


3 Process 
 


1) Positively isolate at the main battery isolator as per the isolation procedure  – (image 1, attach your personal 


lock and danger tag) 


2) Conduct a “try start” to prove isolation effectiveness. 


3) Tilt the seat backrest, to the forward position –(image 2) to prevent the gas supply line and gas cylinder from 


being hit when the engine cover is raised. (NOTE: The seat may also need to be slid forwards) 


4) Tilt the steering column fully forward towards the tines to allow the engine cover to be raised. 


5) Release the engine cover catch – (image 3) and raise the seat & cover assembly, ensuring that the safety 


sleeve engages on the gas strut – (image 4) to prevent the assembly from lowering unexpectedly. 


6) Conduct the following static checks: 


• Engine oil level. 
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• LPG fuel level – minimum ¼ full. 


• Hydraulic oil level. 


• Brake fluid level – to the left of the steering column. 


• Coolant level. 


• Fire extinguisher in date and tagged. 


• LPG cylinder is in date (within 10 years of manufacture date) 


• Battery & battery lead security and condition. 


• Fan and fan belt condition. 


• Air filter obstruction indicator. 


• Mast and components condition and security. 


• Tyres, wheels and wheel nuts. 


• Oil leaks. 


• Overall visual machine condition, impact damage etc. 


7) Close the engine cover and place the seat backrest in the upright position. 


8) Tilt steering column back into the desired position. 


9) Ensure the gas supply valve is turned “ON” 


10) Remove personal lock and danger tag and turn battery isolator to the “ON” position. 


11) Using your personal swipe card, activate the “Info-Link” display screen and follow the prompts – (image 5 & 


image 6). 


12) Conduct the following live operational checks at this point. 


• All lights for operational condition. 


• Reverse alarm. 


• Hydraulic function test. 


• Brake check – park, service and inching. 


• Steering check. 


• NOTE: The system will ask more than the above prompts – answer each question as it appears on 


the Info-Link screen. 


13) At the successful conclusion of the pre-start, place the forklift into service.  


 


NOTE: If any faults are found during the pre-start, tag the forklift “Out Of Service” and advise your Supervisor. 
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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 area Supervisor. 
 


5 Accountabilities 
  


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


Image 1 Image 2 Image 3 


Image 4 Image 5 Image 6 
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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 


POL-NAT-HSEQ-0100 Life Saving Rules Policy 


WIN-NAT-HSEQ-0261 Swapping Out  A Gas Cylinder On A Forklift 


WIN-NAT-HSEQ-0168 Forklift Jib Attachment 


WIN-NAT-HSEQ-0001 Filling LPG Cylinders On Forklifts And Floor Sweepers 


 


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


Term Definition 


LPG Liquified Petroleum Gas 


  


 


8 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 14/11/2017 Procedure Created EP AD KB 
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SWP – LOADING / UNLOADING AND TOWING PLANT 
TRAILERS 
 
All employees using a plant trailer or working in the vicinity of a plant trailer 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 may result in an injury or accident, which may result in an investigation and disciplinary 
action may be an outcome  
 
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: 


 


 
 
Additional PPE Required: 


• Use of a hard hat is mandatory where hard hat signage is displayed; wear PPE as required for the work area. 
 
LIFE SAVING RULES 
 
The following Life Saving Rules apply to this task and must be adhered to at all times: 
 


       
 
This SWP outlines the minimum requirements for loading / unloading and towing Building Construction Products 
(BCP) on plant trailers behind light vehicles. 
 
REQUIREMENTS 
 


1. Employees shall have a valid class C drivers licence before driving a light vehicle and towing a trailer 
2. All personnel who load and unload mobile plant from a trailer shall hold as a minimum a WesTrac limited 


movement permit for the family of machine to be loaded or unloaded or a recognised operator card (national 
unit of competency) 


3. All personnel must hold a current unit of competency for Load and Unload Plant (RIIHAN308D) 
4. Inspect the trailer and towing vehicle before use; FTT-NAT-SER-0131 Trailer Safety Inspection and FTT-NAT-


HSEQ-0024  Light Vehicle Weekly Inspection  
5. Utilise the Plant Trailer Payload Calculator to assist with estimation of the mass of the trailer and payload  
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Vehicle Towing Capacities: 


• Before attempting to tow a plant trailer, firstly understand the towing capacity of the vehicle and its Gross 
Combined Mass (GCM).  Information about the vehicles towing capacity can be found on a decal or a 
compliance plate located within the vehicle or the operators handbook.   


• Ensure that the towing capacity of the vehicle is greater than the load to be towed; this includes the trailer and 
all attachments on the trailer. 


• Understand the rear axle weight limit and ensure this weight limit is not exceeded by positioning the bulk of 
the weight on the trailer over the trailer axle, not over the tow ball. 


 
Vehicle Tow Pack:  


• Ensure the tow ball is in good condition and the diameter is suitable for the tow hitch on the trailer. 


• Inspect the tow pack fitted to the vehicle and ensure that the tow pack is appropriate for the load, i.e. some 
vehicle manufacturers have standard and heavy duty tow packs that have different towing capacities and tow 
ball down force limits.   


• Ensure the weight of the load including the trailer and attachments is known prior to proceeding to tow the 
trailer 
NOTE:  The most you can tow is the amount specified by the vehicle manufacturer or the capacity of the tow 
bar – whichever is least! 
 


 
 


• The image (above left) shows a square drive heavy duty tow hitch.  The image on the right is a standard tow 
hitch and not suitable for towing plant trailers.  Check the manufacturer’s specifications before proceeding. 


 
Trailer Braking Systems: 


• Vehicle towing capacities can change dependant on the braking system fitted to the trailer.  Generally a 
vehicle can tow a heavier trailer load if the trailer is fitted with electric brakes.  Check the vehicle towing 
capacities for more information.   


• To tow a trailer with electric brakes the vehicle must first have an electric brake module fitted inside the 
vehicle to control the braking application.  Check the manufacturer’s recommendations for towing an empty 
plant trailer where the electric brake module may not be required. 


• Vehicles with electric brakes can have a breakaway braking system.  Breakaway systems involve a cable that 
is mounted to a control module on the trailer and attached to the vehicle when connecting the trailer.  In the 
event the trailer disconnects from the vehicle in transit, the cable will pull tight and activate the electric brakes 
on the trailer and slow it down.   


• Trailers that do not have electric bakes typically have an overrun braking system, sometimes called a surge 
brake or inertia brake that relies on the trailer to act upon a brake actuator that applies the trailer brakes.  This 
occurs typically when the towing vehicle brakes and the trailer momentum surges the trailer forwards and 
applies force to the brake actuator and in turn applies the trailer brakes.  As the towing vehicle accelerates the 
force on the brake actuator reduces and the trailer brakes are released.  
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• The image (left) shows part of an electric braking system on a trailer.  The presence of this breakaway module 
is indicative of an electric braking system.  On the right is an overrun braking system with the park brake lever 
engaged. 


 
Connecting the Trailer to a Light Vehicle: 


• Once you are satisfied that the vehicle and the tow pack combination is suitable for towing the plant trailer 
refer to WIN-NAT-HSEQ-0035 SWP – Connecting a Trailer to Light Vehicle for specific instructions on 
connecting the trailer 


 
Loading/Unloading the Machine: 


• Before loading, unloading or re-positioning the load on the trailer, always ensure the trailer is correctly coupled 
to the towing vehicle and positioned on level ground.  Always ensure that both loading ramps have their free 
end resting on firm and level ground, and that the support stays on the loading ramps are also resting on firm 
and level ground. 


• Load, unload or re-position load on firm level ground at a safe distance from personnel, road traffic and other 
property. 


• Ensure the vehicle park brake and the trailer park brake is firmly engaged.  


• When loading/unloading earthmoving equipment on the trailer, ensure that the bucket or other attachment 
fitted to the machine and any scraper blade, stabilizer or similar attachment are raised and do not contact any 
part of the Trailer whilst the machine is being moved. 


• Once a machine or piece of equipment is positioned on the trailer, carefully lower any bucket or other 
attachment and/or scraper blade onto the resting points designed for these implements. Do not rest any 
attachments or stabilizers on parts of the deck or drawbar which are not resting points. 


• Before moving a loaded trailer, ensure that the load is firmly secured to the trailer using straps or chains which 
are adequate for the purpose and are anchored to the fixing points on the trailer. The load must be secured in 
such a way that the load cannot move during transport.  Ensure there are no loose objects which could fall 
from trailer whilst travelling. 


• All machinery loaded on the trailer must be switched off during towing.  


• Ensure that both loading ramps are raised in the upright position and securely braced before towing the trailer. 
Bracing must be such that ramps cannot move from the upright position whilst the trailer is being towed. 
 


Securing the Load: 
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• Before towing the trailer the machine must be appropriately secured to prevent the machine shifting during 
transport.   Likewise any item transported on a plant trailer i.e. rock hammer, hydraulic auger etc. must be 
secured. 


• The plant trailer has tie down points fitted and is supplied with chains and tensioning equipment.  To ensure 
the machines are secured appropriately and consistently observe the following examples: 
 


      
 


1. Utilise a ratchet binder and tie down chain to secure the machine blade as shown.  This secures the blade 
against the blade stop and prevents the machine from moving back during transport. 


2. With the mud bucket attached to the machine and the additional buckets stowed inside the mud bucket, use a 
ratchet strap over the top and secure onto the tie down point under the chassis rail.  Ensure the ratchet handle 
is on the opposite side of the trailer to the spare wheel, this ensures the spare wheel is not impeding the 
operator when tightening the ratchet strap. 


3. For the rear of the machine utilise the second ratchet binder and tie down chain to secure the machine via the 
tie down point on the underside of the machine chassis as shown. 


4. Ensure all ratchet binders and straps are tight and the machine is secure before towing.  Additional ratchet 
straps will need to be sourced to secure attachments if required to be transported on the trailer. 
 


Towing the Trailer: 


• Ensure that the tow ball height of the carrying vehicle is such that when the laden trailer is correctly fitted, the 
trailer is level. This ensures even loading of the axles and tyres. 


• Ensure the overrun brake reverse lock is in the open position as outlined below prior to towing the trailer in a 
forward direction. 


• Certain speed limits for towing trailers apply according to state laws. In NSW trailers can be towed at the 
speed limit for the particular road, in WA the maximum permissible speed limit is 100km/h. 


• However it is not recommended that the loaded plant trailer be towed at a speed greater than 80km/h 
according to the manufacturer’s safety instructions. 


• Always allow for the extra weight of your vehicle and trailer combination which requires greater stopping 
distance when braking.  
 


Reversing the Trailer: 


• Reversing a trailer can be difficult and requires extra care and practice.  For trailers fitted with an overrun 
brake, reversing will be prevented as the trailer brakes will be engaged as the towing vehicle reverses.   


• To overcome this the overrun brake reverse lock must be closed as shown below 
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• With the reverse lock in the open position (left) the trailer brakes will be applied when the towing vehicle 
reverses.  Upon closing the lock (right) the overrun brake gap is maintained and the brakes will not be applied 
allowing the trailer to be reversed. 
 


NOTE: It is essential that the reverse lock be left in the ‘open’ position prior to towing the trailer in a forward 
direction.  In the event the reverse lock remains in the closed position the trailer brakes will be non-operational 
and provide zero braking force when required. 
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SWP – Moving Machinery Using Track Mats 
 
All employees using a track mats when moving a machine or working in the vicinity of a process being carried out 
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 
 
Hearing Protection as required 
 
 


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


        
 


3 Process 
 


1) All machines being moved on ground/flooring that is not specially designed for driving tracked machines and 


roller machines must use certified track mats to protect the workshop floor / ground / grass / bitumen / 


pavement / etc. Mats may also be used on loose sand or mud to prevent bogging or keep machine clean. 


2) The Mobile Equipment Procedure (PCD-NAT-HSEQ-0127) must be adhered to at all times.  


3) Discuss task with all people carrying out task present – Spotters, Mat pulling team and Operator.  


4) Use an experienced spotter to guide machine. An extra spotter in tight spaces or busy areas is recommended. 


Make sure everyone is aware of the signals being used. Use light sticks or signs to convey signals if required 


due to poor lighting or excessive noise. All personnel must stand well clear and out of the line of fire when the 


machine is in motion and/or the implements are off the ground. The lead spotter will signal when every step of 


the process is carried out. 
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5) Get mat pulling team organised and aware of their part of the task. Ensure they are warmed up and ready for 


the task to prevent strains. If going over a long distance or difficult ground (i.e. soft/muddy/uphill) have extra 


people doing the pulling and laying of the mats to reduce fatigue. See mat weight below. 


6) Ensure all the ground team (including spotters) are wearing high visibility clothes or vests. 


7) Check mat trolley is not overloaded, any more than 12 mats makes it too heavy to manoeuvre by hand on a 


flat surface. Reduce number of mats or use a forklift on inclines. 


8) Check machine is isolated and carry out pre-start checks. Do not operate machine unless it passes this test. 


9) Notify nearby staff that you are preparing to move machine and barricade the path if deemed necessary. 


10) Lay out the mats end to end with the handles facing outwards from the machine in the direction the machine is 


going to travel. Be sure to use enough mats so that those pulling the mats do not have to get too close to the 


machine or inside its footprint to swap them end from end. This may not be possible in all circumstances such 


as tight corners or parking close to a structure, in such cases push mat into place using another mat. 


11) When ready to move start the machine. The lead spotter is to direct the machine along the mats until the 


machine has moved onto the last one in the line and then stop the machine.  


12) Operator must put machine into park and engage the park brakes. Lower any implements that are raised for 


driving. When complete driver is to signal spotter that they are parked and secure. 


13) When signal is received by spotter from driver they can permit the mat pulling team to begin shifting the mats 


from one end to the other. When done they must stand clear again and let the spotter know they are finished. 


14) Continue with this stop and start routine (steps 8-12) until movement completed. Ensure Park brake is on and 


that implements are lowered. Implements must also be set down onto a mat or suitably rated supportive block. 


15) Install wheel chocks and isolate machine. 


16) Pack away remaining track mats, and any barricading and safety signage used. 


ENVIREX MEGATRAX MATS  NATIONAL PLASTICS MATS 


Lrg:  2000mm x 600mm – 24kg each  
NPR1016: 1000mm x 800mm – 18kg each 


Sml: 1500mm x 600 – 18kg each  
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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. 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure All Employees and Contractors 
 
Implementation & Review   Workshop Supervisors 
 
Approval of Safe Work Procedure Regional Manager 
      
Monitoring  WesTrac Management, Internal Audit, External Audit 
 
Interpretation and Advice  HSE Advisor 
 


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 


PCD-NAT-HSEQ-0127 Mobile Equipment Procedure 


PCD-NAT-HSEQ-0129 Limited Movement of Mobile Plant Procedure 


  


 


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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SWP – SCISSOR LIFT OPERATION 
 
All employees using a scissor lift or working in the vicinity of a scissor lift 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. To operate a scissor lift you must hold a valid 
competency (for example; RIIHAN301D) and have a current working at heights certificate. 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 
1.1 Additional PPE Required 
 
The task risk assessment will identify the additional PPE that may include, gloves, hearing protection or a safety 
harness. 
 


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


         
 


3 Process 
 


1) Pre-Start Inspection 
 


a. The scissor lift is a battery operated or engine powered elevated work platform used to work at height. The 
Pre-operative checks are a series of mandatory checks that must be carried out each day before the machine 
is used. Pre-operative checks must be carried out thoroughly to help ensure that the machine is in safe 
working order. These checks are designed to complement the planned maintenance program. If unsafe to 
operate contact your supervisor and put Scissor lift out of service immediately. 


b. The Scissor Lift Daily Inspection (FTT-NAT-HSEQ-0264) must be completed before operating scissor lifts, 
boom lifts, cherry pickers and knuckle boom work platforms 


c. Fall protection PPE is not required in the basket unless a risk assessment determines otherwise. If a harness 
is required refer to Body Harness Checklist (FTT-NAT-HSEQ-0222) 


 
Note: When checking the hydraulic operation, (Raise and Lower) use the manual control on the side of the Scissor lift. 
Do not stand on it. 







 


SAFE WORK PROCEDURE 


Document Number WIN NAT HSEQ 0189 


Next Review Date 3rd October 2021 


 Document Owner  HSE Manager 


  
 


 
SWP – SCISSOR LIFT OPERATION Page 2 of 3 
Revision: 4.0 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. 


 


2) Operation 
 
a. Do not drive near drop offs, open elevator shafts and loading docks. 
b. Do not raise platform on uneven surfaces. Do not drive onto uneven or soft surfaces when elevated. 
c. Do not raise platform on slope when elevated. 
d. Do not raise platform in windy or gusty conditions. 
e. Scissor lift is not overloaded  
f. Railing lock pins and entry gate/chain/bar are in place. 
g. Lock pins installed on hinged railings. 
h. Work platform is working properly, i.e. The railings are secure, it slides out and in smoothly, it goes up and 


down properly and also no part is damaged or worn. Note: Maximum weight allowed on extension platform 
lower than the main SWL 


i. Do not work outside the perimeter of the scissor lift. 
j. No one is permitted to sit or stand on the guardrails. 
k. No ropes or chains are attached to guard rails. 
l. Do not use under the influence of drugs or alcohol. 
m. Do not override safety devices. 
n. Do not leave machine unattended with key in the key switch. 
o. Do not raise the platform while machine is on a truck, fork-lift or other device or vehicle. 
p. Do not use ladder, scaffolding, or other devices to increase size or working height of platform. 
q. Do not use improperly inflated/damaged tyres or wheels. 
r. Do not use wheels or tires that are not original manufacturer’s equipment. 
s. Ensure AC charger is disconnected from the entry ladder rungs. 
t. Enter by pushing and holding the gate in the open position with the left hand and using the right hand to hold 


the guard rails. 
u. Ensure that the gate closes fully after entry.  
v. Operator should ensure that no person, equipment or obstacle is in the vicinity of where the scissor lift is to be 


driven, and that there are no overhead obstacles present. 
w. Any accidents or incidents that occur whilst performing this task must be reported to your supervisor 


immediately. 
 


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 Safe Work Procedure All Employees and Contractors 
 
Implementation & Review   HSE Advisor 
      
Approval of Safe Work Procedure HSE Manager 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE Manager 
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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-0132 Working at Heights Procedure 


FTT-NAT-HSEQ-0129 Working at Heights Permit 


FTT-NAT-HSEQ-0264 Scissor Lift Daily Inspection 


FTT-NAT-HSEQ-0222 Body Harness Checklist 


 


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


Term Definition 


PPE Personal Protective Equipment  


SWL Safe Working Load 


 


8 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


4.0 03/10/2019 Moved to new template and updated NT (NSW) NT (WA) NT (NSW) 


5.0 04/10/2019 Updated Section 1 Pre-Start Inspection Section. NT (NSW) NT (WA) NT (NSW) 


 
 





		1 Safety Requirements

		1.1 Additional PPE Required



		2 Life Saving Commitments

		3 Process

		4 Further Information

		5 Accountabilities

		6 Related Documents

		7 Definitions and Abbreviations

		8 Document Amendment History






 


SAFE WORK PROCEDURE 


Document Number WIN NAT SER 0067 


Next Review Date 26th August 2022 


 Document Owner  Regional Manager – Central Operations 


  
 


SWP - SPOTTING MACHINE MOVEMENTS                                                                                                                       Page 1 of 8 


Revision: 4.0                                                                                                                                               Confidential Level: Green 


 


This Document 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. 


SWP – SPOTTING MACHINE MOVEMENTS 
 
Spotters are used to assist operators Internal and external on company premises and maintenance workers in 
carrying out their work in confined and potentially dangerous areas. The purpose of this SWP is to provide spotters 
with clear signals and requirements for positive communication when spotting equipment during relocation / moving / 
loading activities.  
 
DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work 
Procedure. 
 
This safe work procedure is applicable to workers identified as spotters, supervisors of spotters and machine 
operators who are to be directed by a spotter when moving machines in and out of workshops, movement in the yard, 
and, loading and unloading operations 


 
This safe work procedure does not address spotting for lifting activities (spotting lifting activities is deemed a High-Risk 
Task where the operator is not in view of their load – Dogging Licence required).  
 
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 which considers the following as a minimal: 
 


• Where there is potential for vehicle interaction, pedestrian interaction, structural interaction – barricading shall be 
established to prevent unauthorised access into the machine pathway.  


• Where this is not practical, a Spotter shall be used. 


• All equipment whist reversing must have a spotter 


• Where there is potential for machine instability, the machine is to be equipped with a Roll Over Protection System 
(ROPS) and spotters are to be a minimum of 3m from the equipment (height dependent). Where the height of the 
equipment (highest point) is to exceed 3m, the exclusion zone is to be increased to a distance which allows for 
potential roll over. 


• Operators are to wear seatbelts at all times. 


• Horn signals shall be used by the operator. 
 
When working in this area the following Personal Protective Equipment (PPE) SHALL be worn: 
 


 
 
Figure 1: where noise emission exceeds or is likely to exceed 85dB(A) hearing protection is mandatory. 


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


3.1 Record Management 


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


3.2 Competency, Communication and Consultation 


Spotter 


• Have undertaken the WesTrac Safety for All and Safety for Operations Induction 


• Read and signed off on this safe work procedure. 
 
Operator 


• Have undertaken the WesTrac Safety for All and Safety for Operations Induction 


• Hold a current "C" class drivers' licence (minimum) 


• National Certificate of Competency for the type of equipment being operated (unless only performing Limited 
Movement), or 


• Hold a WesTrac Verification of Individual Proficiency (VOIP) Permit for the type of equipment being operated 
(to perform Limited Movement). 


• Read and signed off on the Mobile Equipment Procedure (PCD-NAT-HSEQ-0127) 


• Read and signed off on this safe work procedure. 


Movement of machinery through the yard / workshops etc. is to be communicated at the start of shift during the PSI 
meeting. The supervisor of the area is to nominate a lead spotter who will be required to consult with the operator to 
ensure all hand signals and controls outlined in the risk assessment are implemented and understood. 


3.3 Spotter Signals 


NOTE: The primary Spotter is in control of all signals conveyed to the operator to reduce any chance of confusion. 
 


• The spotter is in charge of the job and their directions are indisputable. If there is any confusion, stop the machine 
immediately and sort it out. 


• The spotters must stay in visual contact at all times. If visual contact with the spotter or spotters is lost – STOP 
and wait until visual contact is regained. 


 
 
TO STOP ANY MACHINE MOVEMENT 
    
 


 
 


• The nominated Spotter to face the equipment’s Operator with both hands in front 
of the body, palms open and arms still 


 
 
 


 


 
  







 


SAFE WORK PROCEDURE 


Document Number WIN NAT SER 0067 


Next Review Date 26th August 2022 


 Document Owner  Regional Manager – Central Operations 


  
 


SWP - SPOTTING MACHINE MOVEMENTS                                                                                                                       Page 3 of 8 


Revision: 4.0                                                                                                                                               Confidential Level: Green 


 


This Document 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. 


DIRECTING EQUIPMENT FORWARD/TOWARD YOU 
 


• The nominated Spotter shall face the equipment operator and raise arms from 
the sides of the body in an upward motion towards the head, repeating these 
motions for as long as the equipment is required to move forward 


 
 
 
 


 
 
 
DIRECTING EQUIPMENT BACKWARD/AWAY FROM YOU 


 
 
 


• The nominated Spotter shall face the 
equipment operator either arm outward stretched in the direction of travel that is 
intended/backward away from your current location. 


 
 
 
 


 
 


MOVE EQUIPMENT IN THE LEFT OR RIGHT DIRECTION 
 
 
 
 


• The nominated Spotter shall face the equipment     
operator, with the arm fully extended palm open in the 
intended direction you wish the machine to move. 


 
 
 
 
 


3.4 Implementation of Spotters 


Refer to the table below for the number of spotters required when moving equipment around the yard. The spotter will 
need to be in a position so as to safely direct traffic and advise machine operator. The spotter is not only to have 
visual contact but is to be in 2-way radio contact also. The 2-way radio headsets can be obtained from the designated 
area on site. 
 
When moving equipment around the yard spotters must be used as stated below: 
 


Equipment Number of Spotters Required 


Trucks  


All Articulated Off Highway trucks 1 min 


All Off Highway rigid dump trucks 3 min 
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Excavators  


All excavators 301.8 to 308 None 


All excavators 310 to 330 1 min 


All excavators 345 and above 3 min 


Loaders  


All Wheel loaders 980 and below None 


All wheel loaders 988 to 990 1 min 


All wheel loaders 992 and 994 3 min 


Track Dozers  


All Dozers D3 to D8 1 


All Dozers D9 to D11 2 


Graders  


All Graders up to 16 1 


All Graders 24H/M 2 


Skid Steer Loaders  


All skid steer loaders  None 


Underground Diesel Machines  


All Load Haul Dump 1 


All Load Haul Dump with trailer 1 


 
For all equipment not mentioned in this table a risk assessment will determine the number of spotters required 
This should reflect similar sizes and visibility of equipment as the above table. 
 


3.5 Spotting of Machine into the Workshop (e.g. haul truck) 


NOTE: Spotter 1 is the Lead Spotter 
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3.6 Emergency Management 
 
All persons working in and around moving equipment are only permitted to do so under supervision of another person. 
In the unlikely event of vehicle, pedestrian or structural interaction, swift response and first aid can be provided. 
  


I HAVE READ AND UNDERSTOOD THIS PROCEDURE 


Position Name Signature Date 


Operator   /     / 


Spotter 1 (Lead)   /     / 


Spotter 2    /     / 


Spotter 3   /     / 


L/H Supervisor   /     / 


 


3.7 Responsibilities 


Area Manager 
• Ensure that all workers working in the department undertake the relevant inductions and ensure that they 


are committed to working safely;  
• Ensure employees are trained in safe operation of vehicles/mobile equipment to be moved within and 


around the workshop;  
• Mobile equipment including forklifts, Scissor lifts and EWP’s will be moved to workshop/Assembly yard areas 


by employees who are trained and verified as competent to operate the equipment; and 
• Ensure that employees are supplied with sufficient tools and training to enable implementation of this policy. 
 


Supervisors 
• Ensuring that all new employees, contractors and visitors (if required) have completed the appropriate 


WesTrac Safety Inductions; 
• Providing area specific induction; 


• Enforce the requirements of the Traffic Management Plan; 
• Ensure employees are trained in safe handling of forklifts/vehicles to be moved within the Truck Assembly 


and yard; 
• Ensure that employees are supplied with sufficient tools and training to enable compliance with this SWP; 


and 
• Ensure that all vehicles, machinery, signage and demarcation are maintained in good condition and that 


registers are maintained of their maintenance and inspection. 
• Communication to workers during the PSI regarding proposed machine movements and estimated time of 


movement 
• Ensure adequate personal are assigned to the task 


Lead Spotter 
• Conform to the requirements of this SWP; 
• The Lead Spotter position is at the LHF corner of the machine closest to the cab. 


When moving a Haul Truck forward into the 
workshop a minimum of 3 Spotters shall be used. 
The Spotters should be positioned to the front left, 
front right and rear left of the vehicle in direct line of 
sight of the Operator.  


When moving a Haul Truck backward into or out of 
the workshop a minimum of 3 Spotters shall be 
used. The Spotters should be positioned to the 
front left, rear left and rear right side of the vehicle 
in direct line of sight of the Operator via the rear-
view mirrors.  
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• The Lead Spotter is responsible for every movement of the machine i.e., the driver does not turn the wheel 
or move the machine without being directed to by the Spotter; 


• Stay in the line of sight of the driver at all times. Should the driver not see you they are to stop and do 
nothing until being directed by you again; AND 


• Utilise tools and training to enable safe vehicle and pedestrian movement where appropriate in accordance 
with this SWP 


• Engage additional Spotters if required or identified during the risk assessment 


 
Operator 


• Conform to the requirements of this SWP 


• Carry out inspections of forklift/vehicles/mobile equipment prior to use; 
• Follow the Lead Spotter’s directions exactly at all times. Do not anticipate movements i.e., turn/ straighten 


the wheel without being directed to do so; 
• If at any time you are unable to see the Lead Spotter stop and do nothing until being directed by them 


again; and 
• Utilise tools and training to enable safe vehicle and pedestrian movement where appropriate in accordance 


with this plan;  
• Maintain vehicles, machinery, signage and demarcation in good condition, report any defects using the 


OnTrac Safety Management System 


Workers 
• Follow instruction as highlighted during the shift start PSI 


• Do not enter exclusion zones 
 


3.8 Reporting 
 
Behavioural Observation 
 
Safety Interactions are to be conducted through OnTrac to ensure adherence to this procedure an 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.  


Area Inspections 
 
Area inspections are to be monitored through the Monthly Inspection conducted through OnTrac. Non-conformances 
are to be recorded and appropriate actions raised in the Safety Management System to allow for monitoring through to 
closure.  


Plant and Equipment Inspections 
 
Prestart inspections are logged in OnTrac prior to each use to ensure equipment is fit for purpose, non-conformances 
are actioned and monitored by the workers direct supervisor. 
  


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 Area Manager. 
 
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.  
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5 Accountabilities 
 
Compliance to Procedure  All Employees and Contractors (Workers) 
 
Implementation & Review   Area Manager - Service 
 
Approval of Procedure   Regional Manager – Central Operations 
      
Monitoring  Area Managers, Supervisors or WesTrac Management, Internal Audit, 


External Audit 
 
Interpretation and Advice  Area Manager – Service or HSE Advisor 
 


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-0127 Mobile Equipment Procedure 
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This Safe Work 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) Mobile Equipment (cl 214-215) 


 
The following outlines the reporting requirements related to this Safe Work 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 


 


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


Term Definition 


SWP  Safe Work Procedure 


ROPS Roll Over Protection System 


Lead Spotter Authorised person nominated to provide positive communication (in the form of hand 
signals or via headset) to the machine operator.  


Spotter Authorised person to provide additional support to the Lead Spotter where there are 
additional risks identified (e.g. blind corners, potential structural impacts, simultaneous 
operations) 
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SWP – TRANSPORTING MAJOR ASSEMBLIES WITH A 
FORKLIFT 
 
All employees using a forklift to transport major assemblies must comply with this Safe Work Procedure. 
 
DO NOT attempt to operate machine without the appropriate licence and 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 
 


1) Ensure daily forklift pre-start inspection has been carried out, vehicle is safe to operate, and inspection 
documented prior to use  


2) Ensure that the weight of the load to be transported is known and is within the lifting capacity of the forklift and its 
attachments 


3) Ensure the transport stand condition is inspected prior to use. Ensure the major assembly is secured 
appropriately to the transport stand prior to moving. 


4) Ensure the load you are moving is stable and centred, operators must adjust tynes as necessary to ensure even 
load distribution. 


5) Ensure the path and destination of travel is inspected for hazards such as pedestrians, public traffic interaction, 
mobile equipment movement, overhead or ground conditions prior to commencement of travel.  


6) Ensure that the forklift seatbelt is worn at all times when in use. Ensure operators body is kept inside the forklift 
cab at all times. 


7) Mobile phone use of any type while operating Forklifts is prohibited while the equipment is moving, engine 
running or implements engaged. 


8) Ensure speed is slowed and horn sounded when passing by or through doorways, at crossings and any other 
location when vision is restricted, 


9) When lifting or lowering outside a rack, keep the load backrest vertical or tilted back slightly.  
10) When moving loads on grades or ramps, drive with your forks pointed upwards 
11) Do not turn on grades or ramps. 
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12) Operate the forklift according to conditions, be aware of pedestrian movements, thoroughfares, ground and 
weather conditions i.e. travel at slow speeds in congested, wet or slippery conditions using a spotter as 
necessary and identified within risk assessment. 


13) Ensure that the travel height of the assembly upon the forklift attachments does not obstruct the drivers vision.  
14) Do not travel with the fork tynes or load elevated above safe travel height, keep as low and close to the ground as 


possible, general half wheel height is the excepted standard height. Ensure travel height of assembly does not 
obstruct driver vision. If driver vision obstruction is unavoidable a detailed risk assessment must document 
controls i.e. spotter, exclusion zones etc. Do not exceed WesTrac speed limit of 8 Km/hr. 


15) Do not stop abruptly as this may cause the assembly stand to slide along the tines 
16) Reduce speed gradually and stop the forklift completely before lowering the assembly stand to the ground. 
17) When finished, park in designated parking area and lower the carriage to the ground. 


 


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 
 


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-0004 Forklift Operations and Management Procedure 


WIN-GUI-PTS-0023 Safe Use of a Forklift at the Guildford Parts Warehouse 


  


 


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


Term Definition 
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SWP – Use of Forklift Tow Ball Attachment 
 
All employees using a forklift tow ball attachment must comply with this Safe Work Procedure. 
 
DO NOT attempt to use equipment 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 Rules 
 
The following Life Saving Rules apply to this task and must be adhered to at all times: 
 


     
 
3 Process 
 


1) Ensure the Tow Ball Attachment is stored in a designated area. Visual signage should be placed in designated 


storage area "Forklift attachment must be inspected for damage prior to use". The designated area must meet 


the following requirements: 


- Protected from risk of being hit by moving vehicles/ plant.   


- Clearance of 90cm required either side of the attachment. 


- Clearance infront of attachment to allow forklift tynes to drive into area. 


- Storage area is not near demarcated pedestrian walkway or high traffic area. 


 


2) Complete a Pre-Start Inspection: Ensure there is no visual damage, cracks, rust. 
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Attachment: Ensure there is no visual damage, cracks, rust. 


• Genral Condition 


• Compliance Plate  


• Securing Pins & Arms 


• Toe Ball 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Forklift: 


• Check the side shift is centred & locked 


 


 


 
 


 


• Securing mechanisms on both siders of forklift in good condition (check Crack/ Bends/ Rust) 
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1.1.1  
3) Forklift tynes slowly drive into the attachment. Second person required to: 


a) unhook arms one at a time 


 


 


 


 


 


 


 


 


 


b) remove securing pin 


c) secure arm bolts onto forklift 


d) insert locking pins. 


 


      The Forklift driver may need to move forward and back ward to align bolts to secure the forklift 


4) Drive forklift with attachment to trailer location. 
 


5) Position Forklift tow ball attachment to align with trailer tow lock. Ensure chains from towing attachement are 
secured to the trailer.  


 
 
 
 
 
 
 
 
 
 


 
6) Lift trailer tow lock to allow tow ball to fit in and secure via tow lock. Release handbrake. 
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7) Lift traler front wheel off the ground and lock into place. 


 
8) When towing trailer with Forklift and towing attachment, travel in forward where possible to improve visibility 


and direction. 
 


9) Once arrived at trailer destination, place trailer front wheel onto ground and lock. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
10) Apply trailer hand brake. 


 
11) Unsecure chains. Release tow ball trailer lock. 


 
12) Travel to designated attachment storage area. 


 
13) Lower tynes. 


 
14) Switch off Forklift. 


 
15) Release pin locks. 


 
16) Place attachment arms in locked position. 


 


4 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Safe 
Work Procedure should contact theie Supervisor 
 


5 Accountabilities 
  


Compliance to Safe Work Procedure All Employees and Contractors  
 
Implementation & Review   Supervisor 
 
Approval of Safe Work Procedure Branch Manager 
      
Monitoring  WesTrac Management 
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Interpretation and Advice  WesTrac Management 
 


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 
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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 
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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 


      


 
 





		1 Safety Requirements

		2 Life Saving Commitments

		3 Process

		4 Further Information

		5 Accountabilities

		6 Related Documents

		7 Definitions and Abbreviations

		8 Document Amendment History



