FORM, TOOL, TEMPLATE

WesTrac Document Number FTT NAT PRC 0040
Next Review Date 1st May 2023
Document Owner National Procurement Manager

GOODS PROVIDER ONLY - SCOPE OF WORK

01 Describe the work to be performed

e Supply goods only to WesTrac
¢ No physical work to be completed on WesTrac sites, deliveries excluded

02 Extra requirements to the Pre-Qualification

e Comply with WesTrac Terms and Conditions
e Comply with relevant Government regulations

03 Other Scopes of Work required or relevant to this task

e Task specific scopes of work are required, dependant on the primary business function

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

Delivery Driver Induction (FTT-NAT-HSEQ-0067)

Delivery Driver Induction Card (FTT-NAT-HSEQ-0068)

Alcohol & Other Drugs Policy (FTT-NAT-HR-0007)

SWP — Metal Strapping (Type A and B) (WIN-NAT-HSEQ-0208)

SWP — Packing Wet Cell Batteries for Transport (WIN-NAT-PTS-0621)

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

e SWP - Strapping of Cylindrical Items to Pallets (SWP — Strapping of Cylindrical Items to Pallets)
e SWP - Unloading Freight from Trucks (WIN-NAT-HSEQ-0113)

e SWP - Use of an ITIPACK Strapping Tool (ITA 25) (WIN-GUI-CRC-0169)

e SWP - Use of P325 Plastic Strap Tensioner (WIN-NAT-HSEQ-0243)

05 Describe who supplies the materials

e The Vendor is to supply all materials and goods
e The contracting company is to provide or organise all modes of transportation necessary to complete delivery

06 Describe how the work will be measured

e The Vendor will be measured against safety, quality, velocity, cost and people-based metrics.

e The Vendor will be measured against Chain of Responsibility requirements

e The relevant WesTrac department will conduct reviews, feedback sessions and other performance
management tools it deems necessary

07 Describe at what point will the work be accepted

e The Vendor is to provide WesTrac a delivery docket or similar
e 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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ALCOHOL AND OTHER DRUGS PROCEDURE

1 Purpose

This procedure outlines the procedure for managing breaches of the Alcohol and Other Drugs Policy and the process
that must be followed.

2 Scope

This procedure applies to all entities within WesTrac and all Workers must ensure compliance. The term “workers” in
this procedure includes direct and indirect workers (Contractors/ Sub-Contractors) and visitors.

3 Procedure
3.1 Compliance to requests to undertake an Alcohol or Drug Screen
All workers must cooperate fully and comply with any request to undertake an alcohol (breath) or drug (urine or oral

swab) screen in accordance with the Alcohol and Other Drugs Policy. The following table provides the procedure to be
undertaken if the following scenarios occur.

Scenario Action

Worker refuses to take test (including Recorded as a “Positive” and managed via the Coaching and
refusal to sign paperwork.) Disciplinary Procedure.

Worker does not attend a drug screen Recorded as a “Positive” to a Drug Screen and managed via the

collection point — including onsite and off- | Coaching and Disciplinary Procedure.
site venues — after being directed to one.
Test is “doctored” or shows non-urine Recorded as a “Positive” and managed via the Coaching and
substances Disciplinary Procedure.

Worker is unable to produce urine sample | Employee is given access to 500mL water and able to consume slowly
over a period. The employee must wait at the collection point.

They must produce a testable sample within 4 hours or this will be
recorded as a “Positive” and managed via the Coaching and
Disciplinary Procedure.

Creatinine level is too high. (Urine is Employee must wait at the collection point for a period of 4 hours and
dilute.) provide a secondary sample. They must not drink during this period.

They must produce a testable sample within 4 hours or this will be
recorded as a “Positive” and managed via the Coaching and
Disciplinary Procedure.

3.2 Self-Testing — Drug and Alcohol

In accordance with the Alcohol and Other Drug Policy, the following processes must be followed in relation to self-
testing.

3.2.1 Alcohol Self Testing (Where available)

a) A worker must perform their BAC self-test prior to their shift starting — with time to complete it properly and get
to their work station prior to their normal starting time. If a self-test runs into an employee’s normal start time, it
will be considered a Suspect Test as per 3.7.4 of the Drug and Alcohol Policy.

b) Employees must not enter their normal working or operating areas including workshops, work stations etc if
they intend to undertake a self-test. They may only enter the area where the self-testing unit is, or, in the case
of a handheld unit, the office/ crib room or other safe area as appropriate and advise the relevant Supervisor/
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Manager they wish to take a BAC self-test. Customer sites are considered to be operational areas and self-
testing must be undertaken prior to entering a customer site.

c) If no self-testing unit is available, then it is the employee’s responsibility to assess their Fitness for Work and
make a decision on their suitability to attend the workplace.

d) If a positive reading is registered, the worker must inform their Supervisor/ Manager immediately either in
person or verbally via the phone, not enter any operational areas, leave WesTrac’s premises immediately and
not commence work until their next shift when they are fit for work. They must not operate any WesTrac
vehicle.

e) If aworker is unfit to drive, then they must make personal arrangements to get themselves and their private
vehicle home at their own cost. A WesTrac vehicle will be left at WesTrac premises.

f) Once WesTrac initiates testing, or a worker’s rostered shift start time has been reached, then self-testing is
excluded as an option.

g) An employee, with a positive test result under a self-test, is eligible to utilise personal leave, annual leave or
unpaid leave.

3.2.2 Drug Self Testing

a) A worker must perform a drug self-test in their own time, i.e. not during rostered working hours, and at their
own cost.

b) The worker is responsible for the mode and quality of testing. The information a worker receives is for their
information and does not impact WesTrac’s ability to follow this procedure should an employee present for
work.

c) If a positive reading is registered, the worker must inform their Supervisor/ Manager verbally via the phone as
soon as possible.

d) Following a positive drug self-test, they must not enter any of WesTrac’s premises, or those of our Customers,
without prior authorisation.

e) They must not operate any WesTrac vehicle without prior authorisation.

f) If they have a WesTrac vehicle, it must be arranged to be collected and returned to WesTrac premises.

g) An employee, with a positive test result under a self-test, is eligible to utilise personal leave, annual leave or
unpaid leave. (As applicable)

h) A worker, at their own expense, must provide a clear drug test from a WesTrac approved provider, and
arrange a return to work with their Supervisor/ Line Manager.

i) The maximum amount of time a worker can have off work to provide a clear drug test is 28 days from the date
of their positive self-test.

i) While an employee is exempt from the Policy Breach clauses in the Drug and Alcohol Policy by self-testing,
multiple failings to attend work due to drug use may result in performance management for attendance.

3.3 Alcohol Policy Breach (Blood Alcohol Concentration — BAC)
If an initial BAC test is positive, (i.e. BAC above 0.00%) then the following process must be undertaken.

a) The person undertaking the test must complete the form Breathalyser Testing Record (FTT-NAT-HR-0025) to
record the results of a confirmation test.

b) The employee will wait 20 minutes for the second and final confirmation test result. They are not allowed to
consume anything during this 20-minute period.

c) If the confirmation alcohol test is still positive (i.e., BAC above 0.00%), then Steps D — F apply. If the
confirmation test result is a BAC of above 0.05% then this will be regarded as Serious Misconduct as per the
Alcohol and Other Drugs Policy and immediate formal disciplinary action will apply as per the Coaching and
Disciplinary policy.

d) Complete the Breathalyser Testing Record (FTT-NAT-HR-0025) in full. Instruct the worker that they are
suspended without pay, required to leave the premises and not to return to work that shift. If required, they
can be escorted to wait for transport off-site or wait supervised in an appropriate area if they are remaining on-
site.

e) Arrange transport for the worker from site to home (or their accommodation if FIFO). If relevant, the worker’s
vehicle should not be moved unless private arrangements are made for its movement or collection by the

worker.
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If a worker refuses WesTrac provided transport, the Supervisor will make a note that the worker refused the
offer of transportation.

f) If this is the employee’s first breach, then instruct the worker that they will be required to submit to alcohol
testing and produce a BAC result of 0.00% at the commencement of their next work day/ shift. If it is their
second breach, they must remain on unpaid stand down subject to the show cause process within the
Coaching and Disciplinary Procedure.

3.3.1 Alcohol - First Breach = BAC 0.001% - 0.049%

a) On returning to work, the worker will be required to attend a show cause meeting. Subject to responses from
the worker, and consideration of any mitigating circumstances, a First Breach for an alcohol breach will result
in a First and Final Written Warning.

b) After a first alcohol breach the worker will be required to a submit to a minimum of six tests over a period of
six months coordinated by their Line Manager. This is in addition to any other testing regime. (Random,
suspect, for cause etc.)

c) After a First Breach, the worker must attend the EAP (or other approved Alcohol counselling program) and
provide formal evidence of their attendance and successful completion.

3.3.2 Alcohol - Second Breach within 24 Month Time Period

a) The worker will be stood down without pay and required to attend a show cause meeting. They are able to
access long service leave or annual leave entitlements. They are not eligible to go into negative leave
balances.

b) Subject to responses from the worker, and consideration of any mitigating circumstances, a Second Breach of
this procedure within a 24 Month/Two Year time period will most likely result in termination of the employment
contract.

3.4 Drugs - Prohibited and/ or lllicit Drugs

Where an initial drug screen returns a “non-negative” result for drug use that has not been declared by the worker or is
otherwise medically explainable, the worker and their Supervisor will be notified.

In determining its approach to disciplinary action, the company may use a Saliva test following a non-negative urine
result. If the Saliva test returns a non -negative result, disciplinary action will be taken up to and including termination
after taking into account any relevant information identified in the show cause process. If the Saliva test results in a
negative result - the employee will be issued with a final written warning.

If the employee registers a non-negative result in any subsequent urine test in respect of prohibited drugs within the
designated period subject to any relevant information identified in the show cause process the employment will be
terminated.

Where an initial drug screen returns a “non-negative” result for drug use that has not been declared by the worker or is
otherwise medically explainable, the worker and their Supervisor will be notified.

Where a drug (prescription or over the counter) is identified in the screen, and it has been declared prior to testing, the
worker has 24 hours from the time of the test to provide written evidence of the prescription. This could include the
prescription document or the medication container showing the worker's name, date of prescription and type/ dosage.
The screening results of the worker must match that of the prescription and the declaration. They must also complete
the self-declaration form confirming their ability to work safely.

Failure to declare prescribed or over-the-counter medication, provide the prescription within the time frame or have
higher levels of prescription medication than prescribed, will result in the test being considered a “non-negative” test
for a prohibited drug and is likely to subsequently be considered a “positive” screen pending further inquiries.

Once notified of a “non-negative” result, the Supervisor will notify the worker of the following;
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a) For prescription and over the counter medication, the employee must complete Alcohol or Drug Self
Declaration Form to declare the medication taken and any effects and declare they are fit for wok. The
Supervisor must assess the employee’s declaration and take any appropriate action such as returning the
employee to work or standing them down.

b) For illicit and prohibited drugs, instruct the worker that they are suspended without pay, required to leave the
premises and not to return to work that shift. If required, they can be escorted to wait for transport off-site or
wait supervised in an appropriate area if they are remaining on-site.

¢) Arrange transport for the worker from site to home (or their accommodation). If relevant, the worker’s vehicle
should not be moved unless private arrangements are made for its movement or collection by the worker.

If a worker refuses WesTrac provided transport, the Supervisor will make a note that the worker refused the
offer of transportation.

c) The worker must be instructed to remain off site until the laboratory confirmatory results have been provided
to WesTrac.

d) If alaboratory test confirms the positive result the Supervisor shall:

o Offer advice to the worker to seek medical assistance and/or counselling (i.e. through the EAP)

e Initiate disciplinary processes in collaboration with the People and Culture team. Invite the worker to
attend a meeting to show cause as to why their employment should not otherwise be terminated. All
cases will be dealt with on an individual basis but could result in termination of employment.

e The worker will be provided with a copy of their laboratory test results if requested.

If a laboratory test comes back as “negative”, or prescribed medicine breaches are medically explained, any time
taken as unpaid leave, annual leave or long service leave will be paid for by WesTrac and any leave taken will be re-
credited to the worker’s entitlement balance.

3.5 Termination of Employment or Services

The procedure outlined above provides guidance on Drug and/ or Alcohol breaches under the WesTrac Alcohol and
Other Drugs Policy. Please note, where a breach of any Policy occurs, subject to show cause processes and
consideration of responses, they may not be considered in isolation. Nothing prevents WesTrac from undertaking a
review of a worker’s overall performance, conduct and contract of employment under the Coaching and Disciplinary
Policy and Ending of Employment Policy where a Policy breach occurs.

A worker whose employment contract, or services in the case of a Contractor, are terminated in relation to this
Procedure will be prohibited from being employed or engaged as a contractor at WesTrac for a period of two (2) years
starting from the date on which their employment or services were terminated. Such details will be recorded on the
employee’s file, in Contractor Management software or other electronic mechanism as appropriate to ensure
compliance.

4 Responsibilities
The below outlines key accountabilities to ensure compliance with this procedure:

GM — People and Culture
e |s accountable for ensuring the successful implementation and operation of the Alcohol & Other Drugs Policy.
This will ensure that all workers at WesTrac understand and support the Alcohol & Other Drugs Policy and
adequate resources are provided for the education, training, counselling and other requirements of the policy.

Managers and Supervisors
e Accountable for the effective implementation and operation of the Alcohol & Other Drugs Policy and
Procedure in their areas of responsibility. This includes the provision of training, education and other support
programs and periodic review of the application and effectiveness of the policy.
¢ Managers and Supervisors are responsible for assessing whether an individual is fit for work and/ or needs to
be tested under the Suspect Testing clause.
e Are accountable for ensuring that all workers are aware of, and comply with, the provisions of this procedure.
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e Accountable for taking prompt and appropriate action where required or to respond to any reports of a breach
of this procedure.

Workers
e Ensuring that they are not impaired by drugs or alcohol contrary to this procedure.
e Raising any concerns about their own fitness for work about alcohol, illicit drugs or prescribed/ over the
counter medication.
e Raising any concerns about another person'’s fitness for work with their manager.
o Notifying their relevant Supervisor or Manager of breaches to the policy. This includes:

e The unauthorised possession or consumption of alcohol or other drugs on site, in accommaodation or
during work.

e Workers are required to inform their manager of any prescription medication they have consumed
either prior to coming to work or during working hours that affects their fitness for work. A worker is
required to provide WesTrac with a doctor’s certificate which explains what affect, if any, this
medication will have on their capacity to safely perform their duties.

5 Reporting

Results of alcohol and drug screening will be stored centrally in electronic format. Monthly reporting will be provided
as confidential reports to the Executive team and Management from the People and Culture team.

The purpose of these reports is to monitor the effectiveness of this procedure, identify trends and provide levels of
support where appropriate to enhance safety in the workplace.

6 Further Information

All employees and contractors who require further information or need clarification of anything contained in this
Procedure should contact their Manager or People and Culture Business Partner.

7 Accountabilities

Compliance to Policy All Employees, Visitors and Contractors

Implementation & Review People & Culture, NSW and WA

Approval of Policy GM — People and Culture

Monitoring People & Culture Team

Interpretation and Advice People & Culture: Business Partners, People Relations Team

8 Related Documents

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

Document Number Title

POL-NAT-HR-0007 Alcohol and Other Drug Policy

FTT-NAT-HR-0025 Breathalyser Testing Record

PCD-NAT-HR-0039 Coaching and Disciplinary Procedure
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This procedure should be read in conjunction with the following legislative or compliance guidelines (if required):

Title Description

AS 4760:2006 - Procedures for Australian Standard for saliva testing
specimen collection and the

detection and quantitation of drugs

in oral fluid

AS 4308:2008 - Procedures for Australian Standard for urine testing
specimen collection and the

detection and quantification of

drugs of abuse in urine

The following outlines the reporting requirements related to this procedure:

Reporting Requirement Reporting Body

Statistical information; Number and type of screens, Executive Leadership
Number and type of positive screens, Location Team

9 Definitions and Abbreviations

The following definitions and abbreviations are used throughout this Procedure:

Term

Definition

10 Document Amendment History

Revision Date

1.0 28/02/2013
2.0 15/01/2014
3.0 19/12/2019
4.0 05/03/2020

Description

Procedure re-drafted into new template
Included Lifesaving Rule

Updated

Removed from confidential folder.

Prepared
By
MC
BM
RP
DC

Frequency
Monthly

Reviewed
By
VS
MC
TE/RH
DC

Approved
By
RG
JH
TE/RH
DC
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Next Review Date 6" March 2021
Document Owner HSE Business Partner

DELIVERY DRIVERS INDUCTION CARD

The delivery drivers’ induction card can be issued after the delivery driver has completed the Delivery Driver Induction
(FTT-NAT-HSEQ-0067). Refer to Induction Procedure (PCD-NAT-HR-0053) for full details.

Cards can be ordered direct from the online Staples ordering system (reference number 18993822 - WesTrac Delivery
Driver Induction Card Bx250) — refer to your Administrator for ordering details. Until the card is provided, ask the driver
to keep a copy of this form available until the card is issued.

Delivery Divers  \ifacTran

Driver Name:

Company:

Site:

Induction Date:

Inductor Name:

Inductor Signature:

This card is to be carried on your person at all times when at the
designated WesTrac site. This induction is valid for 12 months
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DELIVERY DRIVER INDUCTION

Name: Company:

Vehicle Registration: Date:

Driver Contact
Number:
D/L Sighted: YES [] NO [] If no, confirm with the driver they have a valid licence which
must be produced on their next visit.

D/L Number:

Gate House use only:
Induction Valid From: To: Note — inductions are valid for 12 months

This form is to be used when:
e Delivery drivers arrive to a gatehouse or branch/site to drop off or pick up goods and have not completed the full
WesTrac HSE Induction.
e The delivery driver is not required to undertake any other works apart from dropping off or picking up goods (if the
driver is undertaking any other works they must complete the full WesTrac HSE induction).

Note: This delivery driver induction does not cover the loading and loading of mobile plant. A full HSE induction is
required to complete this activity on site. Refer to Loading and Unloading of Mobile Plant from Floats and Trailers (PCD-
NAT-SER-0292)

WesTrac places the highest emphasis on health and safety and expects that extreme care be taken when completing any
task. Any delivery driver who has not completed the full WesTrac HSE induction must adhere to the following:

1. Confirm and acknowledge each section of this Delivery Driver Induction.

2. Will not physically undertake any work whilst on a WesTrac site apart from removing/applying tie downs, load
restraints or trailer curtains etc.

3. Be accompanied/escorted by WesTrac personnel who have been fully inducted.

4. Not access any other work areas other than those identified to load/unload (i.e. the authorised loading zone).

5. Delivery Drivers must maintain within their cab or if you wish to get out of your vehicle, for your safety, you are to
remain in the designated driver exclusion areas (as directed by the WesTrac representative).

Part A — Site Rules

Induction Requirement Description Tick

General Compliance e You must fully comply with all signs, notices and other posted instructions, which

relate to safety, fire prevention, traffic control, pedestrian control and emergencies.

e Under no circumstances are drivers to enter the
workshop/warehouse/administration facilities, at any time (unless escorted).

e The site speed limit is 8 km or as signposted.

e Where required assist in completing/adhering to a WesTrac risk assessment (i.e.
so the driver is aware of any surrounding work activities/hazards and risks
present).

Operating Equipment e You are not permitted to operate WesTrac equipment or plant whilst on site.

Driver and Pedestrian Always stay alert for moving vehicles/equipment whilst in operations areas.
Safety e If operating a vehicle, you must travel at the designated speed limit and always be
alert for pedestrians.
e You must always ensure your personal safety by staying out of the path of moving
vehicles/equipment.
e Drivers are not permitted in a two metre vicinity of any operating mobile heavy
equipment. You are to stay in the designated driver exclusion zone as identified by
your escort.
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Chain of e All delivery areas have driver exclusion zones for loading or unloading operations.
Responsibility You will be required to stand in the Driver Safe Area (green cones) whilst loading

or unloading operations are being conducted.

e Allloads must be correctly restrained to the pallet or stand and restrained to the
vehicle.

e Paperwork must be completed after loading and signed by the driver

Personal Protective e All delivery drivers must wear the appropriate Personal Protective Equipment
Equipment (PPE) (PPE) at all times whilst on site. As a minimum this includes hi-visibility
vest/clothing with reflective tape, safety glasses, safety boots and hard hat as per
signed areas.
¢ Rubber thongs and other casual apparel are not permitted at any time.

Smoking e Smoking is NOT permitted on site at any time.
Security e If asked to do so, you must present all bags and vehicles for inspection.
e Be aware, security cameras are installed and are monitored 24/7.
Emergency on Site e When an emergency has been declared follow the instructions of the emergency
wardens.

e Do not leave the assembly area until advised by the Emergency Warden.

Dangerous o All delivery drivers carrying dangerous goods must carry the legislated Safety

G_oods/ChemicaIs on Data Sheet (SDS) at all times and present them upon delivery.

Site e You must strictly adhere to the requirements listed within the SDS.

Children/Animals on e WesTrac does not permit children or animals on site at any time.

Site e Delivery drivers who have children or animals with them will be refused entry to
the site.

Licences and e Licences or appropriate qualifications must be presented upon request e.qg. Drivers

Qualifications Licence, Dangerous Goods Licence, etc.

Drugs & Alcohol e By entering this site, you agree to participate in the random testing program.

Under no circumstances are you permitted to conduct work for WesTrac while
under the influence of drugs and Alcohol or to bring alcohol or non-prescribed
drugs on to WesTrac premises. If suspected of being under the influence of
alcohol or drugs you may be required to undertake causal testing. WesTrac
standard is 0.00 mg/100mL.

Incident/Hazard e If you spot a hazard, witness or are involved in an incident or require any form of
Reporting & First Aid first aid please report it to a WesTrac employee immediately.

Part B — Sign Off

[, the undersigned, acknowledge that | have undertaken the delivery driver’s induction on all the above procedures, and
agree to abide by the required procedures.

Drivers Signature:
Inductor’'s Name:
Inductor’s Signature:
] Delivery Driver Induction Card (FTT-NAT-HSEQ-0068) has been issued to the driver

[] Induction form has been scanned and saved to the relevant site team site (folder — Delivery Driver's Induction)
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SAFE WORK PROCEDURE

WesTrac @ Document Number WIN NAT HSEQ 0113
Next Review Date 10" June 2022
Document Owner HSE Manager

SWP — UNLOADING FREIGHT FROM TRUCKS

All employees unloading freight from trucks or working in the vicinity of a trucks being unloaded 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.
Only persons with a current forklift ticket are to operate any forklift during this task.

Any person who has to access the tray of the truck will do so by use of fixed or portable steps only — DO NOT attempt
to jump up onto or off the back of the truck

1 Safety Requirements
A Take 5 MUST be completed before commencing the task.

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

©00

2 Life Saving Commitments

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

gﬂ/ P 4
4 o § B

3 Process

1. Ensure truck is correctly and safely parked in a designated area whenever possible.

2. Draw back side curtains if fitted and assess condition and stability of load.

3. If the load has shifted and become unstable, cordon off the area for the protection of all personnel.

4. If unloading bulk hydrocarbons/fluids near an open drain source, personnel MUST obtain a spill kit and install
drain cover prior to unloading fluids.

5. If required use a spotter during the unloading process, the spotter and the forklift operator are to maintain contact
during the unloading process. If contact is lost stop and re-establish contact. Determine if two spotters are
required.

6. Determine if the load can be safely removed using the forklift, bearing in mind that the load or parts of the load
may shift further.

7. Ensure no personnel enter the cordoned off area — use spotters if required.

8. Ifthe load is deemed to be unsafe to unload using the forklift, DO NOT proceed and seek the assistance of the
shift supervisor who may arrange the use of a crane — even if this means the freight truck has to wait.

9. If deemed safe, unload the freight and place in allocated area, ensuring that heavy and bulky items are not placed
on top of fragile items.

10. If freight has shifted or is damaged, take photos if possible to support any damage claims.
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4 Further Information

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

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors here

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

6 Related Documents

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

Document Number Title

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

Term Definition

8 Document Amendment History

Prepared Reviewed Approved

Revision Date Description
By By By
5.0 03.06.20  Transferred to new template KH DP NT
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SAFE WORK PROCEDURE - USE OF P325 PLASTIC STRAP
TENSIONER

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

DO NOT attempt to operate the tensioner before reading and understanding the operator manual, and this Safe Work
Procedure.

Breaches of this procedure will result in disciplinary action that may lead to dismissal.

SAFETY REQUIREMENTS

A Take 5 MUST be completed before starting this procedure.

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

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

Life Saving Commitments

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

PROCESS

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

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

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

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

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

7. When the small LED on top of the tensioner turns from “Green” to “Orange” the fusing process is complete so
release lever 2 (two);
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Document Number WIN NAT HSEQ 0243
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8. Raise the handle to open the tension tool jaws and remove tooling.

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

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

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

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

Press button 1(one) to begin the tensioning

When the desired tension is achieved, press lever 2
(two) to begin fusing phase.
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When the LED turns from “Green” to “Orange” the
fusing is completed. Lift handle and remove tooling.
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SWP — METAL STRAPPING (TYPE A AND B)

All employees using metal strapping or working in the vicinity of metal strapping must comply with these safe work
procedures.

DO NOT attempt to operate tooling before reading and understanding this Safe Work Procedure.
Breaches of this procedure will result in disciplinary action that may lead to dismissal.

SAFETY REQUIREMENTS

A Take 5 MUST be completed before starting this procedure.

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

LIFE SAVING COMMITMENTS

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

%
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PROCESS
1. Tooling Type “A”

1.1  Place item/s to be strapped on a solid pallet;

1.2 Use correct lifting method to place pallet on top of strapping bench located in general freight area;

1.3 Place a piece of timber or cardboard (where possible) over item to be strapped, to give strapping a bit more
grip, also there is less chance of strapping breaking;

1.4  Strap item/s to pallet so it is firm, as shown and not pulling the sides up on the pallet to prevent splitting it;

1.5 Tension the strapping using the tensioner tool. Stand to the side of the job in case the strapping snaps. Do not
place yourself in the line of fire;

1.6  Place the buckle in position over both runs of the tensioned strapping;
1.7  Using the crimping tool, crimp the buckle fully.
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2. Tooling Type “B”

2.1 Once item has been tensioned with arm as shown, then crimp strapping with other arm as shown;
2.2 Release strapping machine as item has been strapped;

2.3 If assisting another person during the banding procedure (e.qg. if the item is bulky or awkward, requiring an extra
set of hands), stand to the side of the strapping as to be out of the direct path of the strap if it snaps;

2.4 Working the loose run of the strap against the buckle will ensure that there are no protruding edges to cause
cuts to personnel or equipment. Ensure no burrs are protruding from the buckle.
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SWP — PACKING WET CELL BATTERY FOR TRANSPORT

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

DO NOT attempt to pack batteries before reading and understanding this Safe Work Procedure.
Breaches of this procedure will result in disciplinary action that may lead to dismissal.

1 Safety Requirements

A Take 5 MUST be completed before commencing the task.

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

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

@000

1.1 Additional PPE Required
e Face Shield;

e Acid Proof Apron.
2 Life Saving Commitments

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

Z -
‘ S
3 Process

During packing and/or transport of wet cell batteries:

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

Batteries must be fully secured and unable to move around;

Batteries are to be packed separately from other items;

Wear the appropriate personal protective equipment;

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

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

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

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

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

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

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

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

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

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

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

BATTERIES

WAFFLEBOARD PREFERRED*

(MINIMIZES POTENTIAL FOR POST PENETRATION AND SHORT CIRCIAT)

BATTERIES
WAFFLEBOARD PREFERRED*

(MINIMIZES POTENTIAL FOR POST PENETRATION AND SHORT CIRCIAT)

BATTERIES

CARDBOARD
PALLET

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

Waffle board placed between each layer

Cardboard on top preferred

Strapping, wrapping, corrosive stickers and fragile tape

3.2 Pallet Wrapping

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

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

Document Number WIN NAT PTS 0621
Next Review Date 16" October 2022
Document Owner Warehouse Manager

d) Place 2 Corrosive diamond stickers on top of the pallet.

A BATTERY MUST NOT BE DISPATCHED WITHOUT PROTECTIVE CAPS
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4 Further Information

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

5 Accountabilities

Compliance to Safe Work Procedure =~ Warehouse Manager

Implementation & Review Warehouse Manager
Approval of Safe Work Procedure Warehouse Manager
Monitoring WesTrac Management
Interpretation and Advice HSEQ Team

6 Related Documents

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

Document Number Title

PCD-NAT-HSEQ-0158 Wet Cell Battery Procedure
PCD-NAT-HSEQ-0126 Hazardous Chemical Management Procedure
WIN-NAT-HSEQ-0137 Using a Battery Cart

WIN-NAT-HSEQ-0138 Using a Battery Charger

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

Term Definition
HSEQ Health, Safety, Environment and Quality

8 Document Amendment History

Prepared Reviewed Approved

Revision Date Description

By By By

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

6.0 15/10/20  reviewed NT NT

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

document owner
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SWP — STRAPPING AND STRAP CUTTING

All employees using a strap cutter or working in the vicinity of a strap cutter must comply with this Safe Work
Procedure.

DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work
Procedure.

Breaches of this procedure will result in disciplinary action that may lead to dismissal.
1 Safety Requirements
A Take 5 MUST be completed before commencing the task.

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

O IGIRTS

2 Life Saving Commitments

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

I
\ 3 i /74

3 Process

1) Use service manual to reference tooling required.

2) Carry out TAKE 5 risk assessment, Identify hazards

3) Complete JHA if prompted to do so

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

5) Collect correct tooling required for strapping.

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

7) Place the roll of strapping in front of pallet and lock the wheel to prevent it from moving.
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8) Feed the metal strapping out till you have enough to go around the pallet.
9) Start by going over the top of the pallet, down the back then underneath back to the front of the pallet

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

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

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

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

PROCESS - CUTTING STRAPS OFF A PALLET OF SHOES

1) Select the correct tooling.

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

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

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

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

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

8) Report any damaged tooling.
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4 Further Information

All employees and contractors who require further information or need clarification of anything contained in this Safe
Work Procedure should contact the Track Shop Leading Hand or Supervisor.

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors here

Implementation & Review Trackshop Leading Hand
Trackshop Workshop Supervisor

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

6 Related Documents

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

Document Number Title

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

Term Definition

8 Document Amendment History

Revision Date Description PTG REIENEE) | AT

By By By

1.0 Creation and Review CR LF

2.0 20/10/17  Update to new SWP Doc PG CR LF

3.0 03/01/20 Review SP PG LF
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SWP — STRAPPING OF CYLINDRICAL ITEMS TO PALLETS

All employees strapping cylindrical items to pallets or working in the vicinity of a person strapping cylindrical items must
comply with this safe work procedure.

DO NOT attempt to operate machine before reading and understanding the operator manual, and this Safe Work
Procedure.

Breaches of this procedure will result in disciplinary action that may lead to dismissal.
1 SAFETY REQUIREMENTS
A Take 5 MUST be completed before commencing the task.

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

©0006

Additional PPE Required:
e Bump cap during crane use

2 LIFE SAVING RULES

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

[ RONAL: P>
3 PROCESS

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

Document Number WIN MTT SER 0016
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Position vee blocks on pallet, in a suitable position to spread the load evenly.

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

Anchor steel strapping around the structural beams of the pallet.

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

Strapping (WIN-NAT-HSEQ-0208).

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

contamination.

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

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

4 Further Information

<All employees and contractors who require further information or need clarification of anything contained in this Safe
Work Procedure should contact the <Insert position title>.
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5 Accountabilities

Document Number WIN MTT SER 0016
Next Review Date 15" May 2020
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Compliance to Safe Work Procedure <Insert position title or All Employees and Contractors here>

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

Approval of Safe Work Procedure <Insert position title>

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

Interpretation and Advice <Insert position title>
6 Related Documents

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

Document Number Title

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

Term Definition

8 Document Amendment History

Revision Date Description PrEpeEnze REvEnE | ApprovEd
By By By
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SWP — USE OF AN ITIPACK STRAPPING TOOL (ITA 25)

SAFE WORK PROCEDURE

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

0169

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

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

1 Safety Requirements

A Take 5 MUST be completed before commencing the task.

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

©@00®

1.1 Additional PPE Required

2 Life Saving Commitments

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

4=

ATTENTION!

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

Description

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

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

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

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

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

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

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

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

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

el g gl

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

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

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

UNBALANCED LOADS

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

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

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

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

PET Strap part number: 4515

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

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

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

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

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

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

1 = Minimum intensity
9 = Maximum intensity
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3.2 Strapping Method

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

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

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

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

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

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

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

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

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

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

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

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

3 | Pull the lever to release strap from tool. Slide tool away.
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3.4 Tool Operation — Semi-Automatic Mode

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

Release button.

2 | Pull the lever to release strap from tool. Slide tool away.
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3.5 Tool Operation — Automatic Mode

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

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

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

Then release the button.

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

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

(G1)

(G2)

Check that the strap welding is properly sealed.

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

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

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

box.
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4  Further Information

All employees and contractors who require further information or need clarification of anything contained in this Safe
Work Procedure should contact the Leading Hand or Supervisor

5 Accountabilities

Compliance to Safe Work Procedure  All Employees and Contractors here

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

Leading Hand
6 Related Documents

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

Document Number Title
WIN-WA-HSEQ-0109 Pallet Inspection and Selection

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

Term Definition
PET Polyester

8 Document Amendment History

Revision Date Description FIEPErE REVIEWEE] | APRIOVER

By By By

1.0 09/11/2020 Document creation LS DT AW
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