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CERTIFICATE OF REGISTRATION
J.J Richards and Sons Pty Ltd

3 Grant Street
Cleveland

4163
QLD

Australia

has been assessed and certified as meeting the requirements of:

ISO 9001:2008
Quality Management Systems.

For the following activities:
Specialising in Waste Management Solutions for private and public sector customers encompassing Waste Management
(Transport & Associated Services), Resource Recovery and Treatment, Education and Environmental Consultancy, Fleet
Repair and Maintenance including business support functions such as Administration, Finance, IT, Sales and Marketing

and Systems Management.

Certificate Number: 2014-1710

Certified Date: 17-9-2014

Expiry Date: 13-8-2017

Issue Date: 24-9-2014
This Certificate is valid subject to successful completion of surveillance audits.

Please visit www.sustainablecertification.com.au/verify to verify the validity of this certificate

This is a Multi Site Certification

LIC.2014-1710

Authorised By

Swami Nathan
Director
Sustainable Certification Pty Ltd
Level 5, 326 William Street
Melbourne 3000
Australia

www.jas-anz.org/register



CERTIFICATE OF REGISTRATION
J.J Richards and Sons Pty Ltd

3 Grant Street
Cleveland

4163
QLD

Australia

has been assessed and certified as meeting the requirements of:

ISO 14001:2004
Environmental Management Systems.

For the following activities:
Specialising in Waste Management Solutions for private and public sector customers encompassing Waste Management
(Transport & Associated Services), Resource Recovery and Treatment, Education and Environmental Consultancy, Fleet
Repair and Maintenance including business support functions such as Administration, Finance, IT, Sales and Marketing

and Systems Management.

Certificate Number: 2014-1709

Certified Date: 17-9-2014

Expiry Date: 13-8-2017

Issue Date: 24-9-2014
This Certificate is valid subject to successful completion of surveillance audits.

Please visit www.sustainablecertification.com.au/verify to verify the validity of this certificate

This is a Multi Site Certification

LIC.2014-1709

Authorised By

Swami Nathan
Director
Sustainable Certification Pty Ltd
Level 5, 326 William Street
Melbourne 3000
Australia

www.jas-anz.org/register



CERTIFICATE OF REGISTRATION
J.J Richards and Sons Pty Ltd

3 Grant Street
Cleveland

4163
QLD

Australia

has been assessed and certified as meeting the requirements of:

AS/NZS 4801:2001
Occupational health and safety management systems

- Specification with guidance for use.
For the following activities:

Specialising in Waste Management Solutions for private and public sector customers encompassing Waste Management
(Transport & Associated Services), Resource Recovery and Treatment, Education and Environmental Consultancy, Fleet
Repair and Maintenance including business support functions such as Administration, Finance, IT, Sales and Marketing

and Systems Management.

Certificate Number: 2014-1708

Certified Date: 17-9-2014

Expiry Date: 13-8-2017

Issue Date: 24-9-2014
This Certificate is valid subject to successful completion of surveillance audits.

Please visit www.sustainablecertification.com.au/verify to verify the validity of this certificate

This is a Multi Site Certification

LIC.2014-1708

Authorised By

Swami Nathan
Director
Sustainable Certification Pty Ltd
Level 5, 326 William Street
Melbourne 3000
Australia

www.jas-anz.org/register



CERTIFICATE OF REGISTRATION
J.J Richards and Sons Pty Ltd

3 Grant Street
Cleveland

4163
QLD

Australia

has been assessed and certified as meeting the requirements of:

Integrated Management System:
Safety, Quality and Environmental

AS/NZS 4801 / ISO 9001 / ISO 14001
For the following activities:

Specialising in Waste Management Solutions for private and public sector customers encompassing Waste Management
(Transport & Associated Services), Resource Recovery and Treatment, Education and Environmental Consultancy, Fleet
Repair and Maintenance including business support functions such as Administration, Finance, IT, Sales and Marketing

and Systems Management.

Certificate Number: 2014-1957

Certified Date: 17-9-2014

Expiry Date: 13-8-2017

Issue Date: 24-9-2014
This Certificate is valid subject to successful completion of surveillance audits.

Please visit www.sustainablecertification.com.au/verify to verify the validity of this certificate

This is a Multi Site Certification

LIC.2014-1957

Authorised By

Swami Nathan
Director
Sustainable Certification Pty Ltd
Level 5, 326 William Street
Melbourne 3000
Australia

www.jas-anz.org/register
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SITE BASED MANAGEMENT PLAN 
Form  
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This is an IMS Controlled Form: Printed/Photocopied versions may be superseded at any time.  Please refer to the IMS Intranet for the latest version 
 

1.0 SBMP Introduction 
1.1 Systems Overview 
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1.4 Policies 
1.5 Document Control  
1.6 Records 
1.7 Annual Planner 

2.0 Workplace Registration 
2.1 Workplace Registration 

3.0 Supplier- Subcontractor Assessment  
3.1 Supplier/Subcontractor Approval Process 

4.0 Consultation and Communication  
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4.2 Team Briefs 
4.3 Workplace Alerts 
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13.0 Accidents-Incidents Management 
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14.0 Emergency Management 
14.1 Emergency Planning 
14.3 Bushfire Management 
14.4 Landfill and Transfer Station Fire Management 
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The IMS also includes: Risk Assessments, Job Function 
Analysis, Forms & Checklists, Workplace Alerts, Safety 
Notices, Emergency Procedure Guides, Licences / Approvals. 
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Personnel completing the activity associated with this JSEA are responsible for ensuring they understand the tasks and hazards/risks for this activity and that control 
measures required for each task are undertaken as listed.
Personnel must sign the “Acknowledgement” section at the end of this JSEA before commencing the activity. 
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SITE BASED MANAGEMENT PLAN 
Instructions for Completion  

 

 

SECTION 10.1  Chemical Management 
 

Form Title: Chemical Management Form No.: Section 10.1 Issue No.: 4 Date of Issue: 03 08 07  
Document Reference: IMS Guideline 10.1 SBMP Section 10.1 Page 1 of 8  

 

Introduction 
This Section of the Site Based Management Plan (SBMP) addresses the storage and handling of 
chemicals, hazardous substances and dangerous goods in the workplace.  
 
Instruction 1 
 

Identify Chemical Sites and Storage Locations 
Initially the IMS Team will help you set up Chemical Sites and Storage Locations in the 
Chemwatch Program. To do this send details of storage locations (e.g. workshop, 
admin area) to the IMS Team. 
 
For any changes or alterations to storage locations please contact the IMS Team. 
 
Create MSDS Register 
Once all chemicals on site have been saved into Chemwatch create an MSDS register. 
This can be done by following WP-GEN-151 Chemwatch Operation. 
 
It is recommended that in larger depots each location in the depot has a separate 
MSDS register with the Chemicals relevant to each area. This can be done in the 
Chemwatch program by going to the Manifest and selecting the area of interest within 
the main storage location i.e. ‘Garage at Cleveland’. Once the area is selected the 
chemicals for that area will appear. By pressing the blue print button in the top left 
corner a printed register of these chemicals can be created. Following this, by hovering 
over the Report button on the right hand side of the screen, and then selecting Mini 
MSDS, MSDS sheets can be printed for all chemicals in that location. 
 
Place MSDS register in conspicuous place in workplace and alert employees to its 
location and purpose (include in site specific induction or team brief). 

� 
Instruction 2 
 
 

Maintain MSDS Register through Purchasing Controls 
� Establish/authorise which chemicals you need and prevent further entry of 

unauthorised chemicals via stores purchasing/receipt system. 
� Ensure persons authorising chemical purchases do not permit chemicals on site 

without an MSDS and review of risks before purchase. 
� 

Instruction 3 
 
 

Identify the Hazards associated with the Chemical 
� Identify chemicals that are: 

- classed as Hazardous Substances by Worksafe Australia or NOHSC (affect 
health); and/or 

- classed as a Dangerous Good (Class 2 – 9) see SBMP 10.1-3 ADG Class 
Labels 

- classed as a Dangerous Good with a Packaging Group I, II or III (this 
determines the volatility of the chemical: I = great danger, II = medium danger, 
III = minor danger) and/or 

- classed as a poison (Schedule 5 (S5) poisons should be considered toxic, 
Schedule 6 (S6) poisons very toxic and Schedule 7 (S7) poisons extremely 
toxic). 

� Search for alternative product/s that minimise or eliminate the risky nature of 
these chemicals. 

NOTE:  
1. If you have a chemical that is classed as a dangerous good packaging group 

I or S7 Poison, cease use immediately and notify Manager Safety. 
2. Combustible liquids are not Dangerous Goods. Combustibles are divided into two 

categories (AS1940: 2004): 
a. Class C1 = has a flash point of 150°C or less e.g. diesel 
b. Class C2 = has a flash point of greater than 150°C e.g. engine oil 

� 
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Instruction 4 
 

Perform Risk Assessments 
Risk assessments must be completed on hazardous chemicals as defined by Worksafe 
Australia. This can be done by using the Chemwatch program, please refer to  
WP-GEN-151 Chemwatch Operation. 
 
Risk assessments must be reviewed at least five yearly.  

� 
Instruction 5 
 
 

Identify Storage Category 
� Determine total quantities of each dangerous good class and combustible liquids 

and refer to Table 1 Storage Category to determine whether your depot falls within: 
1) Minor Storage Quantity 
2) Placard Quantity or 
3) Manifest Quantity 

(Reference: NOHSC: Storage and Handling of Workplace Dangerous Goods 2001). 
� Storage areas must be signed “No naked lights or flames” 

� 
Instruction 6 
 
 

Minor Storage Quantity 
Requirements: 

� Maintain a current MSDS register – this can be done directly from Chemwatch 
� Assess risks and formulate controls – this can be done directly from Chemwatch 
� Assess specialty PPE and spill training 
� Assess Compatibility – this can be done directly from Chemwatch. A compatibility 

chart must be posted at each storage location and staff trained.  
� Ensure that there is appropriate signage on storage facilities (ie. displaying types of 

dangerous goods stored) to assist fire services should an incident occur (Refer to 
table 3) 

� Prevent access by unauthorised persons 
� Ensure packages are clearly labelled –  this can be done directly from Chemwatch. 
� Eliminate ignition sources 

� 
Instruction 7 
 
 

Placard Quantity 
In addition to minor storage location requirements, placard quantity requires: 
Outer Warning 
Placard stating “HAZCHEM” displayed at the entrance of the depot. No class diamonds 
are required on the outside of the depot. 
 
Tank containing Combustible Liquids 
Requires a placard with the words “Combustible Liquid”, either adjacent to the tank or 
on the tank. 
 
Tank containing Dangerous Goods 
Requires an emergency information panel either adjacent to the tank or on the tank. 
 
Packaged Dangerous Goods 
Display relevant class diamonds on the storage facility - clearly seen from normal 
approaches. Diamonds should be grouped together on a shared sign. 
 
Refer to Table 3 Placarding for details on dimensions, colour requirements. 

� 
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Instruction 8 
 

Manifest Quantity 
A Manifest must be provided if the quantity of dangerous goods at your depot exceeds 
these thresholds.  A Manifest is a document that clearly details the quantity, type and 
location of dangerous goods on the premises.  This information helps Emergency 
Services respond appropriately to an incident. 
 
A Manifest for your site can be printed directly from Chemwatch. 
 See WP-GEN-151 Chemwatch Operation. 
 
A Manifest must be located in a receptacle that is:  

1. at the main entrance easily accessible to emergency services; 
2. weather proof if outdoors; 
3. located near the outer warning label (HAZCHEM) at the front of the premises. 

 
A Manifest Quantity location must also have a clear, concise Site Plan that identifies: 

1. major buildings on site and where the dangerous goods are located;  and 
where relevant information such as: 

2. location of fire mains, hydrants, automatic sprinkler systems, hose reels, fire 
extinguishers, stormwater drains and so on; 

3. evacuation routes 
4. access routes (fences, gates); 
5. surrounding land use bordering the site; 
6. any other useful information. 

 
� 

Instruction 9 Licences and Permits 
State Authorities 
Any site that equals or exceeds the Manifest Quantity MUST notify the IMS Team who 
will register notification with: 

� NSW – Workcover NSW 
� VIC -  Worksafe Victoria 
� Qld – Department of Emergency Services, CHEM Unit 

 
The Environmental Protection Agency/Authority may also require chemical storage 
licenses based on various quantities.  Refer to SBMP2.1 Should you require a licence 
contact the IMS Team to make application. 
 
Local Authorities – Queensland ONLY 
In Queensland if you store flammable and combustible liquids on site you will require a 
Flammable and Combustible Liquids licence from your local authority.  Contact the IMS 
Team to make application. 

� 
Instruction 10 
 
 

Bunding 
� All chemicals are to be stored within a bund or bunded area (area of containment, 

impermeable to the chemical), roofed where possible to prevent release to land, 
stormwater or waters. 

� A bund must be able to contain 110% of the volume of a tank; or 25% of the total 
volume of containers/drums (or volume of largest container whichever is the 
greatest). 

� 
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Instruction 11 
 
 

Training 
� Conduct general Induction/information session for employees on the hazards and 

controls for use and storage of chemicals. See SBMP Section 7.2 Training.  
� Ensure employees are trained in the correct use of fire extinguishers and spill 

management and understand the chemical compatibility chart. 
� 

Instruction 12 
 
 

Waste Disposal 
� Chemical waste will require transport by an EPA licensed transporter to an EPA 

licensed treatment facility. 
� Waste tracking documentation will also be required. Refer to SBMP Section 10.9 

Waste Transport. 
Contact IMS Team for advice where required. 

� 
Instruction 13 
 

Emergency Management 
� Check with fire extinguisher service provider that the appropriate fire extinguishers 

are available near chemical storage and areas of use. 
� Ensure chemical spill equipment is available for immediate clean up. 
� Ensure specialty PPE is adequately stocked.  
� Review and revise emergency procedures for chemicals. 
� Conduct emergency drills. Refer to SBMP Section 14. 
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TABLE 1 DANGEROUS GOODS & COMBUSTIBLES STORAGE CATEGORIES 
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TABLE 2  COMPATIBILITY GUIDE FOR STORAGE OF DANGEROUS GOODS  
 (TAKEN FROM ADG CODE) 
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TABLE 3 PLACARDING REQUIREMENTS 



 

SITE BASED MANAGEMENT PLAN 
Instructions for Completion  

 

 

SECTION No. 10.17 A Manual Handling Training 
 

 
Section Title: Manual Handling Training Section No.:  SBMP 10.17A Issue No.: 1 Date of Issue: 13 08 13  
Document Reference: IMS Guideline   Page 1 of 2 
 

Introduction 
Manual Handling “is an activity requiring the use of force by a person to lift, push, pull, carry or otherwise 
move, hold or restrain a person, animal or thing.” (University of South Australia, 2008) 

Waste management operations, by their very nature, require a broad range of manual handling tasks to be 
applied. This section outlines the training available to all employees with regard to manual handling. 

Instruction 1 In-house Training 
Basic understanding of manual handling principles can be found in TRN 7.1-3 General 
Induction and SBMP 7.1-3 General Induction Handbook. 

Job Function Analysis’ (JFA’s) are available for all job types and outline the fundamental 
manual handling and ergonomic requirements for those positions. These JFA’s are 
developed with the assistance of Occupational Therapists (OT’s). If a role is not covered by 
a JFA please contact IMS to organise for a JFA to be developed. 

Job Safety & Environmental Analysis’ (JSEA’s), Risk Assessments (RA’s) and Standard 
Work Instructions (SWI’s) may also provide guidance on manual handling risks and 
techniques to safely carry out tasks. 

Ergonomic assessments have also been developed to assist staff to set up their workplace 
(e.g. cabin of vehicle, work station) to minimise the opportunity for injury. 
 Section 10.17b Workstation Ergonomics Assessments 
 Section 10.17c Truck Ergonomic Assessments 

�� 
Instruction 2 External Training 

There are many external organisations, including regulatory authorities and Registered 
Training Organisations (RTO’s) that conduct manual handling training and awareness. 

JJR’s preferred training provider is “ipar Rehabilitation” who have two methods of external 
training available : 

 Face-to-face delivery of the “Strong 4 Life” manual handling system training using an 
ipar Rehabilitation Trainer. (This method is useful when groups of staff require training.) 
 Online training of the “Strong 4 Life” manual handling system training using ipar 
Rehabilitation’s web based training module/s. (This method is useful when staff are 
employed and can be delivered as a module at the time of induction). 

Contact Allan Andersen (IMS) 07 3488 9600 should you need to discuss which option is 
best for your site/depot. 

Face-to-face delivery 
Contact the ipar office in your state to arrange training. Sessions are approximately 3 hours 
in duration. Training is conducted on-site.  

 Qld: 07 3253 5000 
 NSW / ACT: 02 9689 0900 
 VIC: 03 8648 0900 

Online Delivery 
JJR purchase individual user licences for online delivery to JJR employees. 

 Contact IMS (ims@jjrichards.com.au) to request licences for staff requiring training. 
Include the first name, surname, pay number, depot and position of each employee 
requiring training. 

 IMS will set up a new user and notify the depot of the username and password for each 
when ready. 

 Go to http://ipar.ditaplayer.com.au/login 
 A link is available on the intranet site. Go to IMS/Training. The link is located on the 

right hand side under “Links”. 
 Worker types in username (firstname.surname@jjrichards.com.au) and password (pay 

number).  

mailto:ims@jjrichards.com.au
http://ipar.ditaplayer.com.au/login


 

SITE BASED MANAGEMENT PLAN 
Instructions for Completion  

 

 

SECTION No. 10.17 A Manual Handling Training 
 

 
Section Title: Manual Handling Training Section No.:  SBMP 10.17A Issue No.: 1 Date of Issue: 13 08 13  
Document Reference: IMS Guideline   Page 2 of 2 
 

 The password can be changed by the employee if required. 
 Contact IMS to reset passwords or for a training report for the depot/region. 

 The worker completes the training and assessment pieces. The training can be 
completed in more than one sitting. The program will recommence at the point where 
the worker last signed off. 

 On completion a “Statement of Completion” can be printed and filed in the employees 
training file. 
 Have the employee sign the “Statement of Attainment” to confirm the work was 

completed by them. 
 The training components can be revisited by the employee for the next 12 months 

(after the licence has been initiated) if required. The assessment and statement can 
only be completed once. Use a Training Record if worker completes multiple times. 

�� 
Instruction 3 Other Training Materials 

Training booklets and posters (Operations/Workshops/Administration) are available 
through IMS and can be used in conjunction with manual handling training. 

Contact IMS for copies for your Depot or site. 

� 
Instruction 4 Record Keeping 

A record of completed training and assessment documents is to be kept in the employee’s 
file. 

Add completion date to the competency matrix 

� 
Instruction 5 Retraining 

Retraining should occur every 2 years. 
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Introduction 
This Section of the Site Based Management Plan (SBMP) addresses the management of waste 
generated at the workplace.   Under the waste management hierarchy it is our responsibility to 
ensure that where possible we avoid, reduce, reuse or recycle waste.   
 
As a generator of waste we are responsible from “cradle to grave” and must ensure that the 
wastes we cannot reuse or recycle, are transported, treated and disposed of in a lawful manner. 
 
 
 Instruction 1 
 

Identify Waste Generated from Depot 
Using the list provided in SBMP10.3-2 Waste Management Assessment, 
identify the wastes generated at your depot. 

� 
Instruction 2 
 

Implement Waste Hierarchy (avoid, reuse, recycle, treat/dispose) 
Review SBMP 10.3-1 Waste Management Matrix for specific waste 
requirements.  Where possible, implement the waste hierarchy by identifying 
viable reuse or recycling options before the option of disposing to landfill. 

� 
Instruction 3 
 

Check Waste Contractors Details  
Waste contractors are required to be “Approved Suppliers” see Section 3.1.  
Ensure that the waste contractors used by your depot have been approved and 
current copies of relevant  licenses and permits are obtained. 

� 
Instruction 4 
 
 

Ensure the Waste is Tracked 
Refer to SBMP10.3-1 Waste Management Matrix and determine if the waste is 
regulated/prescribed or hazardous industrial waste.  These waste types require 
waste tracking. 
The waste tracking guide which is relevant to your state can be found on the 
intranet at: http://jjrws02/sites/IMS/wtg/default.aspx.   
Contact National Manager Corporate Systems if you require further assistance.  
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Introduction 
This section of the Site Based Management Plan (SBMP) addresses the management of spills in the 
workplace, including vehicles. 

Instruction 1 Determine Spill Kit Requirements (Site and Vehicle)  
� Survey the workplace for areas where there are potential for spills (i.e. 

waste/chemical storage areas, workshop floors).   
� Note the type and volume of substances and determine the potential size of the 

spill in these areas and where the spill is likely to run to. 
� Review vehicle operations and identify the type and volume of wastes being 

transported by each vehicle.   
� After assessing the “type” and “volume” of waste refer to the Spill Management 

Matrix for spill management requirements. 
� 

Instruction 2 Maintaining Spill Kits  
� Contents of all spill kits must be regularly checked and restocked to ensure 

maximum spill control at all times.  For vehicles, refer to SBMP 9.2-3 Truck Spot 
Checklist and for sites to SBMP 5.1-2 General Hazard Inspection. 

� 
Instruction 3 Training  

� Employees are required to be trained in the use of spill kits. Refer to Vehicle and 
Site Emergency Training (SBMP 14-1-1 & 14-1-2). 

� 
Instruction 4 Emergency Procedure Guides & Specialised Spill Kits 

� Emergency procedure guides must be present at the workplace and in vehicle 
cabins at all times.   

� Employees are required to be trained in these procedures.   
� Refer to the intranet for EPGs: http://jjrws03/IMS/EPG/default.aspx 
� Contact IMS should you require guidance on spill kits requirements or an EPG for 

a waste type not already covered. 
� 

Instruction 5 Disposal of Absorbent 
� Check with the supplier or manufacturer that the absorbent passes the US EPA 

Paint Filter Liquids Test – Method 9095A.  This means that the absorbent can be 
disposed of as general waste as it encapsulates the liquid (i.e. hydrocarbons) to 
ensure that it will not leach out.  

� Absorbents that are unable to be disposed of as general waste must be removed 
by an appropriately licensed transporter for disposal/ treatment at a licensed 
receival facility. 

� Spills from waste loads should be disposed of with the original load (if possible).    
� 

Instruction 6 Incident Management & Response 
� Review your activities, assess spill risks and complete a Major Spill Management 

Plan for your site.  Refer to SBMP 10.5-2 Major Spill Management Plan.   

� 

http://jjrws03/IMS/EPG/default.aspx
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Instruction 7 Incident Reporting 
� In the event of a major spill, immediately contact the IMS Team. 
� A major spill is defined as:  

o any spill of regulated, prescribed, hazardous or quarantine waste;   
o any spill that is not contained e.g. goes into a stormwater drain, waterway or land; 
o any spill that requires emergency services; or 
o any spill in a sensitive area. 

� All spill incidents (i.e. not within a bunded area) require a VITS report to be 
completed.   

 



 

SITE BASED MANAGEMENT PLAN 
Instructions for Completion  

 

 

SECTION No. 
10.6            Personal Protective Equipment (PPE)    

 

 
Section Title: 10.06 Section No.:  SBMP 10.06 Issue No.: 4 Date of Issue:  29 07 13 
Document Reference: IMS Guideline   Page 1 of 3 

 

Introduction 
Personal Protective Equipment (PPE) is clothing, equipment or material designed to be worn by 
someone in order to limit the risk of injury or illness. 
PPE is the lowest control measure in the risk hierarchy as it does not control the hazard at the source; 
instead, it relies on human behaviour to wear/use the PPE correctly and supervision to enforce its use. 
PPE controls should only be used: 

� As a last resort, when there are no other practical control measures available; 
� As an interim measure until a more effective way of controlling this risk can be implemented; 
� To supplement higher level control measures (as a back-up) e.g. a high visibility vest would 

supplement site traffic restrictions, driver & plant operator training, designated walkways etc. 
1.0 Identifying Site or Task Related PPE Requirements 

Instruction 1.1 Identifying PPE Required at Your Site (if setting up a new site) 
Conduct a Risk Assessment (refer to section 6.1 of the SBMP) on your site to identify any 
potential risks on site. 
The Risk Assessment should highlight any PPE measures required to effectively 
control/limit the risk of injury or illness resulting from site hazards.  
E.g. The risk of a pedestrian accident occurring (due to a traffic hazard) on site would be 
reduced by enforcing the use of high visibility clothing when accessing areas of the yard. 
Similarly, the risk of employees developing hearing problems (due to a noise hazard) 
would be reduced by enforcing the use of hearing protection whilst accessing the 
workshop and other hazardous noise areas. 

� 
Instruction 1.2 Identifying PPE Required for Tasks and Activities Conducted at Your Site 

Review (if available) a Standard Work Instruction (SWI), Job Safety Environmental 
Analysis (JSEA), or Safety Notice (SN). 
SWI’s, JSEA’s, and SN’s should highlight any PPE measures required to effectively 
control/limit the risk of injury or illness resulting from a particular hazard. 
E.g. The risk of an eye injury occurring whilst using a high pressure cleaner in the wash 
bay could be minimised by enforcing the requirement to wear safety glasses and face 
shields.  
If any of the above documentation is not available refer to Section 6.1 of the SBMP for 
guidance on conducting a JSEA (for tasks). Any PPE controls identified from this analysis 
should be enforced. 

� 
2.0 Purchasing and Consultation 

Instruction 2.1 Obtaining PPE Supplies 
Once management has decided upon the PPE controls required, refer to Section 3.1 
Supplier/Subcontractor Approval Process for guidelines on how to establish a supplier 
relationship. 
PPE may be obtained internally, from a nearby depot which maintains stock. E.g. 
Underwood’s Store. 

� 
Instruction 2.2 Consultation & Communication 

A team brief should be conducted to address the introduction of or changes to PPE 
requirements. 
The team brief should cover the following: 

� The implementation of new PPE; 
� Instructions on how to use PPE correctly, including how to keep it clean, hygienic 
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and in good working order (maintenance). E.g. instructions on how to fit, wash, 
and replace filters on a respirator; and 

� Any new areas where PPE must be worn. E.g. hearing protection in new baler 
shed, high visibility clothing in industrial areas. 

Follow manufacturer guidelines for any applicable instructions and maintenance 
requirements for PPE. 
Team briefs should also be used to refresh staff on how to correctly wear/use PPE items 
where: 

� An employee has been injured or received exposure to a hazard due to incorrect 
use of a PPE item; or 

� Employee negligence to PPE requirements has been observed. 
� 

3.0 Issuing PPE and Maintaining Records 

Instruction 3.1 Issuing Intervals 
An employee should be issued PPE: 

� At commencement of employment; 
� When PPE has been identified as a measure for minimising and/or controlling 

exposure to a risk; 
� When required to perform tasks or work in environments where PPE is required 

to effectively control/limit the exposure to a hazard; 
� When previously issued PPE has deteriorated to the point where the integrity or 

effectiveness of the PPE item is compromised; and 
� When a PPE item is lost/stolen*. 

*Regular review of the PPE and Uniform Register (see instruction 3.4) should 
highlight carelessness or misuse of PPE. Monitor employees who regularly report 
PPE as lost or stolen. 

� 
Instruction 3.2 Issuing PPE 

SBMP 10.6-1 PPE and Uniform Issue Matrix provides a general guide of PPE 
requirements by position. 
PPE items are separated into the following categories: 

� General Issue (GI); and 
� As Required (Blank). 

An employee should possess the ‘General Issue’ items relevant to their position. PPE 
items represented by a blank field can be issued as required*. 
*The manager must always ensure that any employee, who may be exposed to a 
task specific or environmental hazard, is issued with PPE that effectively 
controls/limits exposure to the hazard. 

� 
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Instruction 3.3 Training for Use of Basic PPE 
Training for basic PPE items is available in SBMP 10.6-3 PPE Instruction Booklet. The 
relevant section/s of this booklet are required to be reviewed on each occasion where an 
employee is issued with PPE. The PPE instruction booklet should be kept in the PPE 
cupboard/store or displayed in the immediate vicinity of the PPE cupboard/store.  
The employee acknowledges that they have read the instructions provided by the PPE 
Handbook and the manufacturer (if applicable) by signing the PPE & Uniform Register.  
Training for Use of Specialised PPE 
Custom training must be provided where specialised PPE is required. Specialised PPE 
includes, but is not limited to items such as: 

� Self-rescuer device (underground operations). 
� A harness for working at heights. 
� Non-disposable respiratory devices.  

Complete and file an SBMP 7.2-1 Training Record for these specialised PPE. 
� 

Instruction 3.4 Maintaining Records of Issued PPE  
Use SBMP 10.6-2 PPE and Uniform Register to record all non-disposable PPE/Uniform 
items issued to an employee. A hard copy of the register is required to be maintained, as 
this also serves as a training record.  Ensure that employees sign off against the items 
issued (i.e. to acknowledge receipt and review of instructions). 
The register can be used in one of  the following ways: 

� One register per site; or 
� One register per employee. 

The second tab of SBMP 10.6-2 contains a continuing resister for sites wishing to 
maintain historical electronic records. Note: The continuing register is designed to 
supplement the paper based recording system (if desired), it is not a replacement.  

� 
4.0 Obtain Relevant Signage 

Instruction 4.1 Site Signage 
Ensure that areas where PPE is required to be worn are signed appropriately.  
JJR Safety Notices must be used in conjunction with Hazard/PPE identification signage. If 
the PPE requirement is task/plant based e.g. the use of safety glasses and a face shield 
for bench grinding operations, check the Safety Notices section of the intranet for 
availability of appropriate Safety Notices. 
Refer to guidelines in Section 8.1 Sign Survey Guidelines for instructions on how to 
appropriately fix/maintain signage to maximise visibility and effectiveness. 

� 
5.0 Role of Management 

Instruction 5.1 Management must adhere to and enforce PPE requirements at all times. 
This includes, but is not limited to: 

� Ensuring adequate PPE is available for employees, visitors and PPE replacement 
requests; 

� Wearing the prescribed PPE when accessing areas where PPE is required to be 
worn. 

� Counselling and infringing (if required) employees who disregard PPE 
requirements. Refer to Section 11.3. 

 

http://jjrws03/IMS/SN/default.aspx
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Introduction 
The purpose of this section is to identify and ensure that the special environmental monitoring and reporting 
requirements required by environmental licenses and permits held at individual depots are complied with. 

Instruction 1 Environmental Licences/Permits 
Environmental licenses/permits (identified in Section 2.1) are required by state or 
local governments to lawfully carry out activities that are considered to be 
environmentally relevant (ERA’s).   

NOTE: Licensing requirements vary in each state. 

�� 
Instruction 2 Review Environmental Licences/Permits  

Review your current licence/permit conditions and identify any monitoring or reporting 
requirements specified in the conditions. 

� 
Instruction 3 Record Monitoring and Reporting Intervals 

Record on the annual planner what monitoring is required and the interval the 
monitoring must be carried out (e.g. every 3 months, annual etc.) 

� 
Instruction 4 Internal Monitoring 

Where internal monitoring is required,  

� Review Development Approval (DA) conditions and any contractual agreements 
to determine site monitoring requirements. 

� Review Generic and Site Specific Procedures and Management Plans 
� Where necessary develop forms in conjunction with the IMS Team (e.g. 

processing sheets, pre-start and end-of-day checks, waste acceptance recording 
etc) that will record the necessary information required by the licence/permit. 

� 
Instruction 5 Identify Qualified External Persons (if required) 

Identify qualified persons to conduct monitoring and allocate a responsible person/s 
at the depot to arrange for the monitoring ahead of time.   

NOTE:  Fines may result if monitoring intervals are not adhered to. 

� 
Instruction 6 Coordinate with Environment Manager 

Forward the results from the monitoring to the Environment Manager to analyse and 
compile a report in line with the reporting requirements of the licence/permit. 

� 
Instruction 7 Keep Records 

Keep copies of monitoring results and reports on File:  SBMP 10.8. 
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PURPOSE 
The purpose of this instruction is to: 

1. Identify waste types classed as Dangerous Goods under the Australian Dangerous Goods 
Code (DG Code), and ensure any dangerous goods waste collected from customers’ 
premises is transported in a safe, compliant and environmentally responsible manner.  

2. Confirm Vehicles being used for Dangerous Goods Transport meet legislative 
requirements. 

PROCEDURE  

Instruction 1 Determine if the waste is a dangerous good (e.g. asbestos, batteries). 
� Determine if waste is a Dangerous Good: Review the information on the 

MSDS regarding product characteristics.  If the MSDS states the goods are 
Dangerous Goods and/or lists a U.N. Number, U.N. Class (1-9) and 
packaging group (I, II, III) the waste is classed as a dangerous good. Contact 
IMS if you are not sure whether a waste type is a dangerous good.  

� Dangerous Goods can include: Clinical Waste, Cytotoxic Waste, 
Pharmaceutical Waste, Asbestos, Batteries, Lead).  

�� 
Instruction 2 Customer Information  

� Ensure you obtain the following information from the customer:  
- UN Number;  
- Shipping Name;  
- The Class of Division of the Goods (1-9);  
- Each subsidiary risk (if any) of the goods (Where dangerous goods 

present more than one hazard, the less significant hazards are termed 
'sub-risks'); 

- The Packaging group (if any); 
- Description of the package;  
- Number of receptacles of each type to be transported;  
- Aggregate quantity of the goods; and  
- Contact phone number: the phone number of the consignor that is 

directly linked to a person with knowledge of the waste. Must be 
contactable during the transport of the goods.  

� Refer to the waste disposal requirements on the MSDS.  It should state if the 
waste can be disposed of at a controlled landfill.  Note: You will still need to 
check with the disposal site to ensure they are licensed to receive it (obtain 
confirmation in writing if possible).  If it states “in accordance with 
local/state/federal legislation”, please call IMS for advice.   

� 
Instruction 3 Dangerous Goods Manifest 

� Ensure a dangerous goods manifest is completed for the transport of all 
Dangerous Goods: 

- For Clinical and Related Waste, Dangerous Goods Manifest pages are 
automatically printed out with the runsheet: 
o Standard: FRM-GEN-160-9 Regwaste Dangerous Goods 

Manifest;  
o Line-Haul:  FRM-GEN-160-10 Regwaste Line Haul Dangerous 

Goods Manifest. 
� For all other Dangerous Goods the Manifest should be printed out manually 

and attached to the front page of the drivers’ runsheets: FRM-GEN-160-50 
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Dangerous Goods Manifest. 

�� 
Instruction 4 Dangerous Goods Licencing 

� Both the waste collection vehicles and drivers require a dangerous 
goods licence if the dangerous good is being transported in a receptacle 
with a capacity of more than 500L or 500kg. Contact IMS to arrange. Please 
note that for the purposes of the Dangerous Goods Code, a wheelie bin is 
classified as a receptacle.  Where a Dangerous Goods Licence is required 
ensure the following:  
- a current Dangerous Goods Licence Label for the vehicle is attached to 

the inside of the windscreen of the vehicle in a conspicuous place – we 
suggest bottom right hand corner. 

� 
Instruction 5 Drivers Licensing Requirements 

� Drivers licences may last up to 5 years however, the term will be specified on 
the issued license. The holder of a dangerous goods driver licence must 
carry the licence when driving a vehicle transporting— 
(a) dangerous goods that are in a receptacle with a capacity of more than 

500L; or 
(b) more than 500kg of dangerous goods in a receptacle. 

To obtain a licence the following must be complied with:  

� Medicals:  
- Must be completed and re-examined at least 6-months before each 

application and renewal of application (SBMP 11.1-15 JJR Medicals).  
- Training:  
- Must complete an approved dangerous goods driver training course 

(external training course by registered training org).  
- Must be completed and re-trained within 6-months prior to each 

application and renewal of application. 
- Must undertake J.J. Richards internal Dangerous Goods Training at least 

annually (online). 
� Verification and History: 

- Must have open licence.  
- Photographs of the applicant of a size suitable for passports that were 

taken not more than 6 months before the day the application is made. 
- Consider the history of the applicant. The transport authority will consider 

whether the person is a fit and proper person to hold a licence to carry 
dangerous goods:  

- Traffic history, whether the applicant’s licence has been suspended or the 
person has been disqualified from holding a licence, any prosecutions 
relating to drug usage, general criminal history. 

� 
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Instruction 6 Vehicle Requirements 
Vehicles carrying dangerous goods are required to be fitted with the following:  
� Placarding: 

- When transporting DGs, the loads are required to be placarded.  As a 
minimum this will mean Class Diamonds (250mm x 250mm in size) on 
the front and rear of the vehicle. 

- Refer to the SDS which will identify the appropriate class diamonds that 
must be displayed.  

� Emergency Folder in driver’s door or a sticker on the door directing to 
location in the cab of the vehicle.  Folder is to contain:  
- Emergency Action Plan (EAP); 
- Specialised Emergency Procedures Guides (different to JJR standard); 
- Relevant WP/SWI/JSEA/RA for the Dangerous Good to be transported. 

*Important: A WP/SWI/JSEA/RA must be completed prior to collection 
and transport of a DG. Contact IMS for assistance.   

 
� Fire Extinguisher: 

- Appropriate type for DG to be transported to be affixed near the driver’s 
door. 

� Eyewash and First Aid Kits: 
- Eyewash and first aid kits to be in place in the cabin of each DG vehicle. 

� PPE: 
- Specific PPE requirements are documented in the EPG for the specific 

DG to be transported. 

� Spill Kits: 
- Ensure that you have a spill kit suitable for the DG you are transporting in 

the vehicle.  *Important: the JJR standard spill kit is for hydrocarbon and 
may not be sufficient. 
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PURPOSE 
The purpose of this instruction is to identify waste types classed as “Regulated” (QLD), 
“Prescribed” (VIC), “Hazardous/Industrial” (NSW) under respective State legislation and to ensure 
that wastes collected from customers’ premises are managed appropriately, in a safe and 
environmentally responsible manner.  
PROCEDURE  

Instruction 1 Determine if waste is regulated, prescribed, hazardous/industrial 
� If you determined from SBMP 10.9a that the waste was a dangerous good 

then it will in most instances also be regulated (Qld), prescribed (Vic) or 
hazardous/industrial waste (NSW). 

� Refer to the relevant J.J. Richards’ Waste Tracking Guide for your state 
(available on the intranet) to check the lists of regulated, prescribed, 
hazardous/industrial wastes against your waste type. 

�� 
Instruction 2 If a waste is classed as regulated, prescribed or hazardous/industrial waste 

� Be aware of the following special requirements: 
- EPA Permit/Licence – refer to SBMP 10.9-C  
- Contained separately: In most instances, the waste will be required to be 

transported separately from general waste (permission is required from the 
EPA before the waste can be commingled with other waste types); 

- Fire Extinguisher: 1 x 30B Dry Powder, near Driver’s side door.   
- Placard* load:   

o In Queensland and New South Wales, waste loads only require 
placards if they are also classed as Dangerous Goods, however, in 
Victoria, all prescribed waste vehicles must have placards (please 
refer to guide on the intranet). Ensure that all vehicles carrying these 
wastes are fitted immediately and that these placards remain on the 
vehicle at all times when there is dangerous goods or residue in the 
vehicle (If clinical & related waste wheelie bins with permanent 
signage/hot stamping are in use, please leave placards on vehicle 
even when the truck has only empty bins).   

*Note: these diamonds are not required for sanitary waste as it is considered 
general waste. Diamonds should only be on the vehicle if clinical, pharmaceutical, 
cytotoxic or dangerous goods waste is being carried, otherwise they should be 
removed. 

- Treatment/disposal: Locate a waste treatment or disposal facility licensed 
by the EPA to accept the waste.   If the waste is accepted to landfill, special 
burial may be required.  Check landfill requirements.  

- Waste tracking:  Special forms provided by the EPA, either hard copy or 
electronic, are required when transporting this waste.  Refer to the guides 
on the intranet on how to complete the forms. 

- Agents Agreement (WP-GEN-505):  Should J.J. Richards take on the 
responsibility of the generator with regards to waste tracking, then an 
agents agreement must be completed and signed. 

- Spill kits & PPE:  Consider the characteristics of the waste being 
transported.  Refer to Section 10.5 Spill Management and 10.6-1 PPE 
Matrix as a general guide.  If you have an MSDS refer to the section on 
“Accidental Release” for spill kit requirements and Exposure Controls/PPE 
which details PPE or contact IMS. 

- Emergency Equipment: Ensure 3 portable warning devices (triangles) are 
assigned and kept in the vehicle in case of a breakdown or emergency. 
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�� 
Instruction 3 If a Dangerous Good,  

- Emergency Procedures Folder, Guides & EAP required;  
� Each vehicle must contain an Emergency Procedures Folder.  
� Ensure that the Emergency Information Folder is marked with the 

words “Emergency Procedures Guides, in red letters, at least 10mm 
high on a white background (SBMP 10.9-1).  

� Ensure the folder is kept in the drivers’ side door of the vehicle or if 
this is not possible, there must be a sticker on the driver’s side door 
(as per SBMP 10.9-2).  

� An EPG for the waste being carried must be maintained in this folder 
at all times. Contact IMS should you require an EPG for a waste type 
not listed on the intranet. 

� An Emergency Action Plan (EAP) for Dangerous Goods Transport 
must be completed, specific to your site.  There is a draft available on 
the IMS intranet site which requires you to enter your specific site 
details. 
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PURPOSE 
The purpose of this instruction is to identify what licences or permits may be required by the 
relevant regulatory bodies in each State for wastes classed as regulated (QLD), prescribed (VIC), 
hazardous/industrial (NSW) and/or classed as dangerous goods (Australia- wide). 
PROCEDURE  

Instruction 1 Licensed vehicles 
� Vehicles transporting these wastes must be licensed with the EPA BEFORE 

transport.   
� Should you wish to add or delete vehicles from the EPA licence/permit 

complete SBMP10.9-1 Change to EPA Transport Details, attach relevant 
documentation specified on the form and fax to IMS on 07 3488 9681. 

�� 
Instruction 2 Licensed waste types  

� In NSW & VIC the waste type permitted to be transported is listed on the 
licence (refer to the intranet for current list of vehicles and waste types).    

� In Queensland we are permitted to transport any regulated waste provided it 
is done in the appropriate manner.  

� Should you wish to add or delete waste types from the EPA licence or permit, 
complete SBMP10.9-1 Change to EPA Transport Details, attach relevant 
documentation specified on the form and fax to IMS on 07 3488 9681. 

� 
Instruction 3 Licensed Driver 

� In Victoria drivers must have completed a certified EPA Training Course 
BEFORE they are permitted to transport this waste. 

� 
Instruction 4 EPA Vehicle Checklists 

� In Queensland and Victoria an EPA Vehicle Checklist must be completed for 
each vehicle and kept on file at the relevant depot to demonstrate 
compliance with EPA requirements.   

� Checklists are available on the intranet under certificates and approvals. 
 
*Please note: When referring to EPA within these documents, we are incorporating requirements of the 
environmental authorities in each state (i.e. Department of Environment and Resource Management (Qld), 
Department of Environment, Climate Change & Water (NSW), Environmental Protection Authority (Vic)).  
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