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ADVICE SHEET 3

SAFE WORK PROCEDURES

WHY DO YOU NEED SAFE WORK PROCEDURES?

...because some work tasks carry risks.

Sometimes, risks associated with a work task may be obvious—e.g. dangerous machinery and chemicals used

in a manufacturing or construction environment. For other tasks, the risks may not be as obvious—e.g. loading,
unloading, packing, unpacking and handling goods in a retail environment may expose workers to back injuries or
sprain/strain injuries.

Safe work procedures ensure your workers are aware of the issues in their work tasks, and outline how to avoid
injury or illness while doing these tasks.

Safe work procedures are a means of briefly documenting the risks associated with a work task and incorporating
appropriate controls into a sequence of steps for doing the task safely. These documents are most effective

when developed in consultation with your workers, and they provide a useful tool for training and supervising
your workers. They should be reviewed if you have an incident at your workplace and/or changes occur in the
workplace.
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EXAMPLE
SAFE WORK PROCEDURE—USING AN ANGLE GRINDER

Safety risks from electricity, moving parts, metal fragments, noise, heat

Before operating

e  Check that the electrical lead has a current tag and is in good condition.

e  Ensure that the guard over the grinding disc is correctly positioned to protect the operator from any flying
pieces from a broken disc and sparks.

e Ensure that you are using the right sized disc for the size of the grinder (i.e., do not use a 5 inch disc on
a 4 inch grinder).

e  Ensure that you use the right disc for the material being cut (e.g. a steel disc for grinding steel, masonry
disc for bricks etc.).

e Use only grinding discs for grinding (these are generally thicker) and the thinner cutting discs for cutting.

e Check grinding disc for broken areas or damage. Replace damaged disc immediately.

e Use only flanges specified for the machine.

e  Position the machine so that the power cord always stays behind the machine during operation.

e  Ensure personal protective equipment is available and used—i.e. safety goggles, apron and ear
protection.

When operating

e Always wear eye and ear protectors, and an apron to protect against sparks during operation.

e  Ensure the disc is not contacting the work piece before the switch is turned on.

e Before using the machine on an actual work piece, let it run until it reaches full operational speed. It
should run smoothly (i.e., with no vibration or wobbling). If it does not run smoothly, turn it off and
check the attachment of the disc and the disc itself

e Don't use cutting discs for surface grinding.

e  Always use two hands to hold the grinder—one on the side handle and the other on the body of the
grinder.

e Where possible have the job positioned so that the sparks travel away from the operator.

e Do not touch the work piece immediately after operation—it may be hot and could burn your skin.

e Check leads for damage.
e  Check disc and replace if necessary.
e Replace machine in tool cupboard.

e (Clean up the work area if residue or waste exists.
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DISCLAIMER:

The materials presented in this publication are distributed by the Queensland Government as an information source only.

The information and data in this publication are subject to change without notice. The Queensland Government makes no statements, representations, or warranties about
the accuracy or completeness of, and you should not rely on, any information contained in this publication. This document is guidance material only and must be read in
conjunction with the Workplace Health and Safety Act 1995, relevant Regulation and Codes of Practice.

The Queensland Government disclaims all responsibility and all liability (including without limitation liability in negligence) for all expenses, losses, damages and costs you
might incur as a result of the information being inaccurate or incomplete in any way, and for any reason.
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