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1 PURPOSE

CS Energy has various manual tasks that employees and contractors are required to complete. To
manage requirements specified in the Work Health and Safety Legislation regarding manual tasks, CS
Energy must identify, document and risk manage the manual tasks that have been identified as
Hazardous Manual Tasks.

Some manual tasks are hazardous and may cause musculoskeletal disorder (MSD). The purpose of this
procedure is to outline the methods and requirements for both identifying and assessing work involving
manual tasks to effectively manage the risk of musculoskeletal disorder associated with a Hazardous
Manual Task.

1.1 Musculoskeletal Disorder (MSD)

A musculoskeletal disorder as defined in the WHS Regulations, means an injury to, or a disease of the
musculoskeletal system, whether occurring suddenly or over time. MSDs may include conditions such
as:

e sprains and strains of muscles, ligaments and tendons
back injuries, including damage to the muscles, tendons, ligaments, spinal discs, nerves, joints and
bones;

e joints and bone injuries or degeneration, including injuries to the shoulder, elbow, wrist, hip, knee,
ankle, hands and feet;

nerve injuries or compression (e.g. carpal tunnel syndrome)

muscular and vascular disorders as a result of hand-arm vibration

soft tissue hernias

chronic pain.

MSDs occur in two ways;

e Gradual wear and tear to joints, ligaments, muscles and inter-vertebral discs caused by repeated or
continuous use of the same body parts, including static body positions;

e Sudden damage caused by strenuous activity, or unexpected movements such as when loads being
handled move or change position suddenly.

Injuries can also occur due to a combination of these mechanisms, for example, body tissue that has
been weakened by cumulative damage may be vulnerable to sudden injury by lower forces.

1.2 Hazardous Manual Task

A Hazardous Manual Task, as defined in the WHS Regulations, means a task that requires a person to
lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one
or more of the following:

e repetitive or sustained force
¢ high or sudden force
e repetitive movement

e sustained or awkward posture
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e exposure to vibration.
These factors (known as characteristics of a hazardous manual task) directly stress the body and can
lead to injury.
2 SCOPE

This procedure applies to all employees and contractors performing manual task activities for CS Energy
and its associated activities.

3 RESPONSIBILITIES AND ACCOUNTABILITIES

3.1 Group / Site Managers

Managers are responsible for:

¢ implementation of this procedure;

¢ the provision of appropriate training;

e conducting periodic reviews of the process and reporting on the effectiveness and application;

e ensuring systems are in place to effectively manage the risks relating to a musculoskeletal disorder
associated with Hazardous Manual Tasks;

e systems are in place to ensure Hazardous Manual Tasks are identified, documented and controlled
at their respective site and activities; and

e ensuring that the person carrying out the Hazardous Manual Tasks and their safety representatives
are consulted in managing the risks associated with Hazardous Manual Tasks.

3.2 Superintendents and Supervisors

Superintendents and Supervisors are responsible for:

e monitoring compliance with this procedure and the risk control measures being implemented by the
work party members when performing Hazardous Manual Tasks;

e providing appropriate training and other support to all personnel in application of this procedure;
e assist in the identifications, assessment and control of Hazardous Manual Tasks;
e ensure appropriate document management of Hazardous Manual Task assessments;

e ensure that relevant work teams are informed of the appropriate control measures that have been
implemented following a Hazardous Manual task assessment;

3.3 Site Health and Safety Department

The Site Health and Safety Department is responsible for:
e comply with the requirements of this procedure;
e assist in the identifications, assessment and control of Hazardous Manual Tasks

e providing support and advice to personnel;
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¢ monitoring and review of completed Hazardous Manual Task Assessment forms;
e providing site statistics to be included in CS Energy Health and Safety performance reports;
e assisting with the entry of any Hazardous Manual Task into the site OHS Risk Register; and

e maintaining records for monitoring and review purposes.

3.4 Employees and Contractors

Employees and contractors shall:
e comply with the requirements of this procedure;

e assist in the identifications, assessment and control of Hazardous Manual
Tasks;

e where required develop operations work instruction/procedure to manage the hazards manual task
effectively; and

e attend appropriate training and awareness sessions as directed by their supervisor or manager.

3.5 H&S Committee Members

Employees that are members of the site Health and Safety (H&S) Committee shall:
e comply with the requirements of this procedure;
e assist in the identifications, assessment and control of Hazardous Manual Tasks; and

e attend appropriate training and awareness sessions as directed by their supervisor or manager.

4 ACTIONS

4.1 Identifying and Managing Hazardous Manual Tasks

CS Energy must identify, document and risk manage the manual tasks that have been identified as
Hazardous Manual Tasks. To comply with these requirements the following process it to be conducted at
each site:

e Work Groups Health (including OHS Committees) are to perform Hazardous Manual Tasks
assessment using S2077 Hazardous Manual Tasks Assessment form. Where possible like activities
should be grouped as they will require similar controls; (It is recommended that these groups
included in their identification process areas, work tasks where there is a history of injury following
person performing manual tasks.)

¢ Following analysis of the risk, dependant on the risk level, further action may need to be developed
to manage the risk. Details of the proposed actions are to be recorded on the S2077 form as well as
in the risk register with a due date included. Where applicable a notification is also to be raised.

e When the Hazardous Manual Tasks are reviewed periodically, the new assessment can be saved as
a new version. This folder can be made available through the site intranet safety page;

e Alisting of the Hazardous Manual Tasks for the site is to be added to the site OHS Risk Register and
risk rated. This will be regarded as the central register for the Hazardous Manual Task for the site;
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¢ For High and Significant risk Hazardous Manual Tasks that are performed on a regular basis, an
operations work instruction/procedure should be created and implemented and JSEA completed to
manage the hazard effectively; and

e Refer to the below for guidance on assessing Hazardous Manual Tasks.

4.2 Hazard Identification, Assessment and Control

In order to manage the risks, CS Energy must, in consultation with their workers and elected Health and
Safety Representatives:

¢ Identify reasonably foreseeable hazards that could give rise to the risk;
¢ Eliminate the risk as far as reasonably practicable;

e [fitis not reasonably practicable to eliminate the risk, minimize the risk so far as is reasonably
practicable by following the hierarchy of control process; and

¢ Review and if necessary revise control measures.
4.21 Identifying Hazards

Hazards that arise from manual tasks generally involve interaction between a worker and:
e The work tasks and how they are performed;

e The tools and equipment and how they are handled; and

e The physical work environment.

Hazards may be identified by (but not limited to):

e Consultation with workers;

e Review of workplace injuries, incidents and inspection reports;

e Review of trends; and

e Observation of manual tasks.

S2077 Hazardous Manual Task Assessment will assist in this process.
4.2.2 Characteristics of Manual Tasks

Manual tasks may be characterised by:
¢ Repetitive Force — using force repeatedly over a period of time to move or support an object;
e Sustained Force — occurs when force is applied continually over a period of time;

e High Force may be exerted by the back, arm or leg muscle in any task that is very demanding
physically, a worker needs help because of the effort required or requires multiple people to perform
the task;

e Sudden Force — Tasks where force is applied suddenly and with speed;

¢ Repetitive movement — using the same part of the body to repeat similar movements over a period of
time;
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e Posture — An ideal posture is one where the trunk and head are upright and forward facing, the arms
are by the side of the body, with the forearms are either hanging straight or at right angles and the

hand is in the handshake position.

hazardous; and

Postures that are awkward and sustained are particularly

e Vibration — There are two forms of vibration including whole of body (e.g. when driving a vehicle over
a rough road) or hand arm vibration (using a jack hammer).

e Work History — review the incident history for the site and identify previous manual handling activities
that have caused musculoskeletal injuries e.g. raking pyrites or isolating spectacle valves, etc.

4.2.3 Measure the Risk Hazardous Manual Tasks

The risk associated with the Hazardous Manual Task should be measured by taking into consideration

the:

e Duration and number of people performing the task;

¢ Number of times a day the particular job is performed;

e Outcome, should an injury be sustained.

Other relevant observations that should be noted include the following:

Observations

Actions and movements

Examples

push, lift, swing, lower, bend, twist, carry, hold

Work area and work station layout

crowded, open-plan, different heights

Working posture and position

up-right, crouched, leaning

Location of loads and distances moved

up, down, across, for metres, centimetres

Weights and forces

how much push or pull involved, heavy, light etc

Characteristics of the loads and
equipment

balanced, top-heavy, rough, smooth, hot, cold, large, tiny etc

Work organisation

teams, rotating, variable, repetitive etc

Work environment

cold, dusty, well-lit, dim, old, new etc

Skills and experience of the employees

trained, untrained, apprentice, senior, first job, paid or voluntary

The personal characteristics

height, weight, flexibility, age, fit, unfit etc

The clothing of the employee

suitable, unsuitable, well-fitting, flowing, durable etc

Work History/Incident history

Pyrites, Spectacle valves etc. that have been associated with
injuries in the past work.

4.2.4 Assessing the Risk of a Manual Task to be a “Hazardous Manual Task”

A documented risk assessment is required for any manual task that has been identified as being a
Hazardous Manual Task. Questions to ask in the risk assessment process include:

e Does the task involve repetitive movement (more than 2 per minute), sustained (held for more than
30 seconds or done for more than 2 hours over a whole shift) or awkward body postures or repetitive

sustained forces?
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¢ Does the task involve high or sudden force or vibration?
e Does the work area design or layout (nature, size, weight or number of things handled or the work
environment e.g. hot or cold) increase the risk?
4.2.5 Managing the Risk
When managing the risk the first option should always be to eliminate the risk as far as reasonably
practicable.

If it is not reasonably practicable to eliminate the risk then we must minimise the risk so far as is
reasonably practicable by following the hierarchy of control process. The following are example of
controls.

Hierarchy of Control Example of Control Measures

Elimination (get rid of) o Design plant fit for purpose. Deliver good to point of use or automate process.

e Replace heavier with lighter

Substitution (change
( ge) e Replace hand tools with power tools

Isolation (separate) e Separate the vibrating machinery from the user.

Engineering (make

something new) e Use mechanical lifting devices

.. . ¢ Rotate workers between different tasks
Administration

(instruction and signs) ¢ Arrange workflows to avoid peak physical and mental demands towards the end

of the shift

Personal Protective e Provide vibration resistant gloves
Equipment (gloves)

Once the manual handling risk has been measured, appropriate control measures should be put in place
to minimise the risk of injury.

Control measures that have been implemented must be reviewed and if necessary revised in
consultation with the workers and their Health and Safety Representatives to make sure they work as
planned to maintain a work environment that effectively manages risk to Health and Safety.

Employees / workgroups are to provide detail on the control measures to be adopted in the controls
section of Form S2077 Hazardous Manual Tasks Assessment.

The risks and associated controls should also be documented in the site OHS Risk Register.
5 DOCUMENTATION

Form S2077 Hazardous Manual Tasks Assessment is to be used to identify in consultation with the
workers any Hazardous Manual Tasks in the team work area and the controls to reduce the risk of injury.
The form is to be completed by members of the work team and signed off by the supervisor. The JSEA
may also be utilised for controlling the risk of injury for complex Hazardous Manual Tasks.

Completed Hazardous Manual Task Assessments are to be returned to the site Health and Safety
department and the details included in the site OHS Risk Register. They are to be saved in the [Site]
Hazardous Manual Task TRIM Folder. "F/12/9487" - LINKS TO - Hazards Management Task
Assessments (ALL SITES)
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6 TRAINING

The training is based on the program supplied by Work Health and Safety Queensland called “The
PErforM (perform) Program”. This program is based on a participative ergonomic approach which is an
internationally recommended approach for reducing musculoskeletal disorder.

Training should be provided during the site specific induction new job program and then every two years
as part of an ongoing control program. This could include induction into the site or into a new task.

The presentation called “No Sprains, No Gains (PErforM) is available on the internet at
http://www.deir.qld.gov.au/workplace/publications/multimedia/index.htm. A copy is also available in
TRIM at "B/MM/12/1063". The Form S2077 - Hazardous Manual Task Assessment has been developed
to support the methodology from this program.

Training should be provided to:
e Workers required to carry out, supervise or manage hazardous manual tasks;

¢ In house designers, engineers and officers responsible for the selection and maintenance of plant/or
design of the task; and

e Health and Safety Representatives.

Training should include:

e Manual Task management;

e Specific manual task risks and control measures;

e How to perform manual tasks safely including how to use mechanical aids; and
e How to report a problem or maintenance issue.

Training needs to be regularly reviewed for relevance and documented records of the training should be
kept.

7  MONITORING AND REVIEW

Control measures that have been implemented must be reviewed and if necessary revised in
consultation with the relevant workers and their Health and Safety Representatives to make sure they
work as planned to maintain a work environment that effectively manages risk to health and safety.

Factors that may affect the likelihood or consequence of an outcome may change, as may the factors
that affect the suitability or control options. It is therefore necessary to repeat the risk management cycle
regularly and update the details of the hazardous manual task in the site OHS Risk Register accordingly.

A review and as necessary revise risk control measures are to be performed:

when the control measure does not minimise the risk so far as is reasonably practicable;

e before a change at the workplace that is likely to give to a new or different health and safety risk that
the control measure may not effectively control;

e if a new hazard or risk is identified;
o if the results of consultation indicate that a review is necessary; or

¢ if a health and safety representative requested a review.
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These updates should occur at regular intervals and at a minimum as part of the annual risk
management, budgeting and planning calendar.

8 DEFINITIONS

Term Definition

Consultation

This involves sharing of information, giving workers a reasonable opportunity to
express their views and taking those views into account at each step of the risk
assessment process. Consultation must also include all other duty holders e.g.
Person in Charge of Business or Undertaking, Officers.

CS Energy Sites

CS Energy sites are Callide Power Station, Kogan Creek Power Station,
Wivenhoe Power Station, Brisbane Central Office and other groups conducting
business for CS Energy.

Contractor

A person who carries out work under a contract for services with CS Energy,
either as an individual or as an Employee of a company other than CS Energy or
its related bodies corporate as defined in the Corporations Act 2001 (Cth).

Employee

A person having a valid contract of employment with CS Energy and/or is in
receipt of salary or wages from CS Energy or its related bodies corporate as
defined in the Corporations Act 2001 (Cth).

Hazard

A source of potential harm to personnel, plant or the environment.

Hazardous Manual Task

A task that requires a person to lift, lower, push, pull, carry or otherwise move,
hold or restrain any person, animal or thing involving one or more of the following:
repetitive or sustained force; high or sudden force; repetitive movement; sustained
or awkward posture; exposure to vibration.

Job Safety &
Environment Analysis
(JSEA)

A method for identifying, assessing, controlling, monitoring and documenting the
hazards and risks posed in each activity/task or item of plant involved in work.

Musculoskeletal Disorder
(MSD)

An injury to, or a disease of the musculoskeletal system, whether occurring
suddenly or over time.

Risk Management

Risk management is a systematic approach to determine the control measures
required to eliminate or reduce risk to as low as reasonably practical (ALARP),
where risk is the likelihood of injury, environmental harm, property damage and/or
loss of supply. It is process of identifying hazards, assessing risks associated with
that hazard, identifying control measures to eliminate or mitigate the risks
associated with the hazard, and then reviewing the outcomes to ensure they are
effective.

OHS Risk Register

A documented list detailing the health and safety hazards and corresponding risk
mitigation measures for a site, business unit or specific work undertaken.
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10 APPENDIX

10.1 Appendix 1 — S2077 Hazardous Manual Task Assessment (example only)

Hazardous Manual Task Assessment

S Form 82077
nergy Ver. 2 (19.11.12)
is to be saved in the relevant site

This form Is used Lo assess a manual task (o confirm it as a "Hazardous Manual Task™ because It has a ‘significant” or "high” risk factors associated with the task. This
Hazardous Manual Tasks folder in TRIM. This form can be referred to in the development of the JSEA where required. A list of Hazardous Tasks for each site is to be listed in the Site OHS Risk Register.

rt Details of Manual Task Assessment.
Sia: Date: Tims:

CoGhn Reme fowvien. Shmowd o i W\ 12Dl o9 4o ©Y
Name of Lead Assessor / Suparvisar: Poaition” Name of Team Member. Pesition:

T, ST . Fronuchos  SoPeeanao R 3. Becuawd QPSRATOR
Name of Team Member. Pesition: Narme of Taam Membar: Poaition

C. Eaam) P Tw) OFEwCern

Part 2 (a). Manual Task Description and Assessment.

Details of the task being performed l2oLATING Fagew FwT=e Ceu

Why this fask was selected for the assessment DiERmcorT Posvian) B \souste DRMPER \ps‘m;_-.m =T AR QAawdes

Work area/ location of task | (ryppus Leuvel. OF FABRC. FILTER CELS,

Personnel involved in performing the task OPERpTCNS  AND  RoDuction  COMTRO- QEFCerRS

General description | wopow THROUGY WAWD RA- o Gose URWIE AWD RAPPLY WO Cufna b Thd

Posture | perbwat, Douwsnl R Robchwed (n_ Buroes BER G Blas © Goss AT

Forceful/ muscular exertions | eveprymmwu OF BACK. Freas coels  F Baoo—y

Repetition and duraions | e UR-LES To GLoSE - WALHTE wwes BRes Rasaes WEPBcwas

Tools orequipmentused | |orw | Cobiued Bers TTRGE T ATTRON To UR-SED

Work/task organisation and environment | yswoes AZs AT FEST LouE. ok CSaoi. R RecssS .,

| have consulted with the work group on the Hazardous Manual Task and the work group has been informed of the agread control measures to reduce the risk of injury.

GASBY obredt . Rrnseds FoOZ mMOSFEahio-) T wfuES

Date:

g i i z2oie

Name of Suparvisor:

I [ SAP Nofificalion Raised. N

P O O
[ Hazardous Manual Task Assessment added to the site TRIM folder | TRIM Record No. j< /‘.;‘ ﬂ-z uéé"
& Hazardous Manual Task added to Site OHS Risk Register Added by (Name): ). 1/ ‘ L iy il B
Comments: t
1
é
Hazardous Manual Task Assessment
nergy Form 52077
Ver. 2 (19.11.12)

Part 2 (b) Manual Task Risk Assessment.

Risk Factors - Indicate on the body chart which area(s) of the body you feel are affected by the task, If more than one body part = affected, you may shade the different bady pans in different colours o shape. I
=0, tse the matching colour or shape when scoring the fisk factors. For Example: Red or triangle for ams on the body and scoresheet; Blue or aircle for low back on the body and scoresheet; and Green or squars
fior legs on the body and scoresheet. Gihve each risk factor 2 score out of five. One (1} is when the riek factor ig not present and fve (5) = when the risk factor is the most severs level experienced,

Risk Controls: As a minimum, where the risk score is 4 or 5 intraducs apsrosriste controls bo lower this risk of the Hazardows Manual Task.

Exertion —
Hirg

Controls:

NJG-20 mins | 30 min-1 hr | 1=2nms

Cycle time
| <30sec

— Give your assessment a risk rating based on

| controls:

Risk Rating
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