HEALTH,
SAFETY and
ENVIRONMENT
POLICY
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Introduction
Moore Business Systems (PNG) Limited, referred to hereafter as Moore, is
committed to providing and maintaining a safe and healthy workplace for
all staff, reducing any impact our operation might have on the
environment, and to providing the information, training and supervision to
all staff and contractors needed to achieve this.
Moore will take responsibility for health, safety & environment procedures,
however employees need to be aware of their responsibilities and comply
with the company health, safety & environment policies and procedures.
Each employee is encouraged to play a vital and responsible role in
maintaining a safe and healthy workplace and caring for our environment
through:
§
§
§
§
§
§
§
§

Being involved in the workplace health, safety & environment
system.
Sticking to correct procedures and equipment use.
Wearing protective clothing and equipment as and when required.
Reporting any pain or discomfort as soon as possible.
Ensuring all accidents and incidents are reported immediately.
Helping new employees, trainees and visitors to the workplace
understand the right procedures and why they exist.
Telling your manager immediately of any health, safety or
environmental concerns.
Keeping the work place tidy to minimise the risk of any accidents or
mishaps.

Your participation is much appreciated.
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Health, Safety & Environment policy statement
1. This policy will say how Moore will manage its health, safety &
environmental responsibilities.
2. Moore will manage health, safety & environment policy by:
2.1

Controlling the health and safety risks at work.

2.2

Involving employees on health, safety & environment issues that
affect them.

2.3 Making sure that where employees work, and any equipment they
use, is safe.
2.4

Making sure dangerous substances are stored, used and disposed
of in a safe and environmentally friendly manner.

2.5 Making sure employees, especially new employees, have relevant
information and training on health, safety & environment policy.
2.6

Making sure employees can do their jobs, and are properly trained.

2.7

Trying to stop accidents and work-related health problems.

2.8

Regularly checking that working conditions are safe and healthy.

2.9

Regularly reviewing this policy and making changes if necessary.

3. Authorised by:
David S Doig

April 7, 2010

General Manager & Director
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Responsibility for health, safety & environment
4. Overall responsibility for the management and administration of this
policy is given to the General Manager.
5. Daily responsibility for managing this policy is given to National
Operations Manager.
6. The following people have responsibilities for:
Who:

Responsibility:

National Operations Manager
Human Resource Administrator
National Operations Manager
Human Resource Administrator
National Operations Manager
Operations Manager - MDI
Human Resource Administrator
Production Manager
National Operations Manager

1)
2)
3)
4)
5)

General Manager & Director
National Operations Manager

Emergency Evacuation
H&S induction
H&S risk assessment
Employee representative
First Aiders

6) Accident / incident recording,
investigating and reporting
7) Environmental impact
reduction and policy setting.

7. Employees are responsible for:
7.1

Co-operating with the above people who are responsible for
health, safety & environment policy and procedures.

7.2

Using safety equipment as and when it is necessary.

7.3

Taking care of their own health and safety.

7.4

Reporting health and safety concerns to the right person as
written in this policy.

7.5

Taking care when disposing of dangerous goods, chemicals.

7.6

Ensuring that all recycling programs are maintained.

4

Controlling the health, safety & environment risks in the
workplace
8.

The National Operations Manager will do regular health and safety risk
assessments.

9.

The results of the risk assessment will be given to the General Manager
and will be included with this policy.

10. The General Manager should agree any action needed to manage the
risks that have been found.
11. The National Operations Manager will carry out the agreed action
points.
12. The National Operations Manager will check that the actions taken
have reduced the risks.
13. Assessments will be carried out every 12 months or when there is a
change to a work area or process, or incident.
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Risk Assessment Guidelines

A risk assessment is a careful examination of what in a work area or process
could cause harm to people, risk to health, environment or equipment
damage. The aim is to make sure that no one gets hurt or becomes ill, and
the risk of damage to the environment, equipment or property is minimised
with an incident free target of zero.
Step One – Identify the hazards
First walk around the workplace identifying anything that could be potentially
hazardous - write everything down - make a list. Include everything you
can think of: not just things that are currently obviously dangerous, but
anything with a potential risk. Where possible two people will undertake the
risk assessment separately and will compare lists afterwards, in case either
has missed anything out.
Consider invisible hazards – e.g. chemical fumes, stress (often related to
working long hours, under pressure, to tight deadlines) or physical assault.
Finally consider whether things that might not normally be hazardous, might
be in relation to specific people – e.g. pregnant women, asthma sufferers,
disabled workers, etc.
Step Two – identify who is at risk
Once you have identified and listed all the hazards, you need to (i) identify
what the specific risk is, and (ii) who is particularly at risk.
Some people will be more at risk from particular hazards than others - for
example a computer user will be more at risk of suffering RSI (Repetitive
Strain Injury - also known as WRULDs - Work Related Upper Limb
Disorders), a cleaner might have specific risks related to the chemical
cleaning agents being used, etc., and there will be those particularly at risk
in some circumstances for example because they may be working alone, or
they may have a disability. List those potentially at risk.
Step Three – Evaluate the risks and decide on precautions
Think about what you can do to remove the risk. Compare what you
currently do with what is accepted as good practice. (It may be necessary to
seek advice from experts). The main purpose of doing a risk assessment is to
be aware of the risks, so that you can take action to eliminate or at least
reduce the risks. E.g. if an electrical wire is exposed, you could replace it, or
cover it with insulating tape. E.g. if your cleaner is using potentially
dangerous chemical agents - change the cleaning product - use something
water-based. Write down the actions currently taken and those
actions you propose to be taken, and write down who will take the
action, by when.
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Step Four – Record your findings
Ensure a written record of your findings is made available to staff, and that
they co-operate with the carrying out of the recommendations made as a
result of the assessment.
Step Five
Review your assessment. You must review your assessment when there are
major changes in the workplace, such as the introduction of new machinery,
or new ways of working - but you must carry out regular reviews anyway –
at least annually. If your original assessment was properly recorded the
review should be a relatively simple job but be aware of changing working
practices.

Involving employees
14. The employee health, safety and environment representative is the HR
Adminstrator.
15. A group of employees of no less than 5 full time employees will form
part of the “HSE working group” and will meet on no less than two
occasions annually to review and discuss any HSE issues or concerns.
16. “HSE working group” concerns and recommendations will be reviewed
by the Executive Management and any decisions made at Management
meetings concerning health, safety and environment will always be
recorded and made available to staff.

Making sure that the workplace and equipment are safe
17. The National Operations Manager will be responsible for making sure
that there is a maintenance procedure for the workplace and any
equipment being used.
18. The Senior Engineer will be responsible for checking to see if any
equipment being used for work, or parts of the workplace, need
maintenance.
19. The Senior Engineer will be responsible for making sure that all the
necessary maintenance is done.
20. Any problems with work equipment or the workplace should be
reported to the National Operations Manager.
21. Before buying any equipment or changing where people work, the
National Operations Manager will check that health and safety
standards are met.
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Using and storing dangerous substances
22. The National Operations Manager will check if any substances being
used at work need COSHH (Control of Substances Hazardous to
Health) assessment.
23. The National Operations Manager will do the COSHH assessments.
24. The Senior Engineer will make sure that any action points from the
COSHH assessments are implemented.
25. The National Operations Manager will make sure all employees are told
about the COSHH assessments.
26. The Senior Engineer will check how to use new substances safely
before they are bought.
27. COSHH assessments will be reviewed every 12months, or when there
is a change to the way we work.

Health and safety information and support
28. Health and safety advice is available from the National Operations
Manager, the Senior Engineer, or the General Manager.
29. People using any equipment for the first time will be supervised by an
experienced operator as nominated by the Production Manager.

Training and induction
30. General health and safety induction training will be provided for all
employees by the National Operations Manager, and/or the Human
Resource Adminstrator.
31. Health and safety training for the particular job will be provided by the
National Operations Manager), and/or the Human Resource
Adminstrator depending upon the role they are employed for.
32. Training and induction records are kept by the Human Resource
Adminstrator.
33. Any training that is needed will be arranged by the Human Resource
Adminstrator).

8

Accidents and work related health problems
34. A first aid kit is kept in;
• HR Department
• Planning Office
• Engineers Office
35. The appointed person/first aider is (refer list of First Aiders on page 4)
36. All accidents and work-related health and environmental hazards or
problems should be reported on a Incident, Accident Hazard (IAH)
report as soon as possible.
IAH report procedure is as detailed below:
Department Manager
1. Verbally notify National Operations Manager that IAH has occurred
2. Department or site manager to complete sections A, B and C in consultation with the person/s involved.
3. Attach all other related documents, e.g.; Police Report, Medical Report, Photos, Notes. (if available)
4. Forward parts 1,2 and 3 to National Operations Manager and prepare to assist with completion of section D.
National Operations Manager
5. Review form and participate in investigation of route cause with person/s involved and department manager.
6. With the assistance of whomever necessary, assess possible preventative or corrective action.
7. Complete Section D and forward parts 1, 2 and 3 to General Manager.
General Manager
8. Review form and acknowledge agreement with recommendations for preventative or corrective action.
9. Return Part 1 to National operations Manager.
10. Activate appropriate people as necessary to action other processes such as; insurance claims, workers compensation,
etc.
11. Forward part 2to HR for filing in employee records.
Notes:
• This form must be filled out for ALL incidents, accidents, property damage and hazards, including incidents
without damage or injury, near misses and for the reporting of potential hazards.
• This is not a Workers Compensation Claim form.
• Sections A, B & C are to be completed by the department or site manager with the assistance of the person/s
involved.
• Sections A, B & C of this form should be completed within 24 hours of any incident occurrence and immediately
forwarded to the National Operations Manager.
• Failure to report an IAH may result in disciplinary action.
• No IAH can be too small to report - all must be reported.
• The investigation of all accidents, incidents and reported hazards must take place as soon as practically
possible.
• Accidents that have resulted in injury or illness or likely to course lost time of more than one day, or has the
potential to lead to serious injury or illness, should be verbally reported to the General Manager immediately.
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Checking work conditions are safe and healthy
37. To make sure that we are working safely and that this health, safety &
environment policy is being followed management will: carry out
inspections at least once every 12 months, investigate all accidents,
collect reports, meet with employee representatives.
38. The National Operations Manager is responsible for investigating
accidents at work.
39. The Human Resource Adminstrator is responsible for investigating
work-related causes of absence [e.g. wrist/arm pain, stress].
40. The General Manager is responsible for ensuring that appropriate
action take place on the results of the investigation to stop the same
problem happening again.

Fire and evacuation
41. The National Operations Manager is responsible for making sure that
the fire risk assessment is done and any action points are carried out.
42. Escape routes are checked by The National Operations Manager every
12 months.
43. Fire extinguishers and Fire hose operation are maintained and checked
every six months.
44. Alarms are tested every 3 months.
45. Emergency evacuation procedures will be tested every 6 months.
46. The evacuation procedure is:
If the alarm sounds or a manual warning is given;
•
•
•
•
•

Evacuate the building immediately by the nearest exit
Ensure any visitors leave the building
Do not put yourself at risk
Assemble at entry road on the North side of the building.
Do not re-enter the building for any reason until the Fire Officer or
fire brigade confirm that it is safe to do so.
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