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	Safe work procedure
	

	
	


The Safe Work Procedures Guideline (HS027) should be consulted to assist in the completion of this form

	Faculty/Division:


	School/Unit:



	Document number


	Initial Issue date


	Current version
	Current Version

Issue date


	Next review date




	2.Safe work procedure title and basic description of activity

	Title:
	

	Description of activity:-
	


	3.List  hazards and risk controls as identified during risk management

	Associated risk assessment number and location:
	Hazards
	Controls




	4.List resources required including personal protective clothing, chemicals and equipment needed


	5.List step by step instructions or order for undertaking the task


	6.List emergency shutdown procedures 


	7.List emergency procedures for how to deal with fires, spills or exposure to hazardous substances 


	8.List clean up and waste disposal requirements


	9.List legislation, codes of practice, manufacturers manual, industry standards etc used in the development of this SWP


Work Health and Safety Act & Regulation 2011

	10a.List competency required – qualifications, certificates, licensing, training - e.g. course or instruction: 


	10b. List competency of assessor


	11.Supervisory approval, and review

	Supervisor:
	Signature:

	Responsibility for SWP review:                                         
	Date of review:


	12.SWP Sign off sheet




	SWP name and version:




In signing this section the assessor/ authorisor agrees that the following persons are competent in following this SWP

	Name
	Signature
	Date Competent
	Name of Assessor/Authoriser
	Assessor/Authoriser signature

	 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1. Completed by: 





Staff/Student number:
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