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Procedure 
Plant Management Procedure 
 
1. Purpose 

Give guidance on the OHS management of plant and equipment items used by Greater 
Shepparton City Council workers.  

 
2. Actions Required 

 Hazard assess plant items prior to use 

 Implement control options to reduce injury risk  

 Review.  

 
3. Definitions 

COGSAFE – Council’s Safety Management System 

GSCC- Greater Shepparton City Council 

GSCC RO - GSCC Responsible Officer, a Greater Shepparton City Council employee, who in 
their area of responsibility has a managerial or supervisory role over employees, contractors or 
volunteers. This includes a Greater Shepparton City Council employee responsible for ordering, 
purchasing or making available for use any plant 

MAJOR PLANT - Includes all trucks, graders, other operating machinery, motor vehicles, items 
that are require to be registered to be used on roads and plant items not carried or used by 
hand.  

MINOR PLANT - Includes tools, store items, furniture or equipment, powered or non powered, 
that is not required to be registered or are carried or usually operated by hand.  

SWMS – Safe Work Method Statement 

SOP – Standard Operating Procedure 

WI- Work Instruction 

 
4. Responsibility and Authority 

Directors 

Delegate appropriate OHS responsibilities and accountabilities to all levels of management  

 

Plant Manager 

 Maintain a register of all GSCC major plant items 

 Ensure all plant and equipment responsible for purchasing or hiring is assessed to identify 
any hazards with its use 

 Ensure appropriate maintenance of plant and equipment  

 Ensure appropriate plant and equipment is labelled with any PPE requirements and 
construction plant with standard and maximum height and weight capabilities.  

 
Managers, Team Leaders, Supervisors and GSCC RO’s 

 Ensure workers are appropriately licenced and competent to operate plant, machinery and 
vehicles. 

 Ensure an OH&S Pre-Purchase Check is completed and documented for all plant and 
equipment requiring to be purchased. 

 Ensure all plant and equipment is assessed to identify any hazards and risks associated with 
its use 
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 Consult with workers on plant and equipment use and changes which may affect their health, 
safety or welfare  

 Develop or include safe work method procedures in appropriate safe work method 
statements  

 Train employees in the competent and safe use of plant and equipment 

 Advise workshop of any maintenance requirements  

 Ensure suitable selection, use and maintenance of personal protective equipment if required.  

 
Employees  

 Use safety devices and protective equipment correctly and in accordance with health and 
safety procedures as prescribed 

 Obey all instructions from their Supervisors issued to protect their own personal health and 
safety and that of others 

 Report any safety hazards on plant and equipment 

 Not interfere, remove or displace any safety guards, “Do Not Operate” warning tags, safety 
devices or protective equipment unless it is part of an approved maintenance or repair 
procedure 

 Ensure their safety or that of others is not affected by the consumption of alcohol, drugs or 
the effects of illness or fatigue. 

 
5. Procedure 

The GSCC RO is to ensure a documented risk assessment process is conducted on plant and 
equipment prior to use, to identify potential hazards and foreseeable risks.  

 
Pre Purchase Check List 
Health and safety issues must be considered for all plant and equipment.  The Pre Purchase 
Checklist is a documented process used in consultation with operators and workers to help 
identify any OHS, legal or operational risks associated with plant and equipment prior to 
purchase. 
Refer Trim M11/64459 OH&S Pre-Purchase Check list 
 
Plant Risk Assessments  
The GSCC RO/ Workshop Supervisor/Building Maintenance Officer or plant manager shall 
ensure a risk assessment has been conducted on items of plant and equipment. The person 
conducting the assessment together, with other employees who normally work with the plant, 
must have suitable understanding of the plant and its operations:  

 
Items of plant that require a risk assessment prior to use are: 

 New or second hand plant items not previously used or not initially provided with an 
appropriate risk assessment 

 Hired plant items without provided risk assessments 

 Items of plant where modifications are made that may affect safe use of that item 

 Plant to be used for any other purpose than for which it was designed 

 Items of major plant for which a risk assessment has not been completed for three years. 

 Any reasonably foreseeable hazard that could arise from the use of the plant must be 
identified and controlled. 

 

The risk assessment shall note: 
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 Noise emission level of the plant item under operational conditions, measured in accordance 
with AS/NZS 1269.1:2005  

 Product information / manufacturer documentation and warnings 

 Legislated requirements and/or applicable standards  

 Material Safety Data Sheets (MSDSs) that are required 

 Results of testing (atmospheric, air sampling of workplace, biological, etc)  

 
Identification of hazards may include, but not limited to: 

 Injury from entanglement 

 Crushing by falling or moving objects, or plant tipping over 

 Crushing from people being thrown off or under plant 

 Cutting or piercing due to sharp or flying objects 

 Friction burns 

 Injury from high-pressure fluids 

 Injury from electricity 

 Injury from explosion 

 Slips trips and falls 

 Suffocation 

 Ergonomic requirements 

 High temperatures 

 Dust, vibration, noise, radiation. 
 

Plant Operators 

 Must be suitably qualified and possess a demonstrated competency 

 Ensure a site risk assessment form (M10/115497) is completed, or includes any use of major 
plant.  

 Wear all required Personal Protective Equipment (PPE)  

 Maintain an appropriate work site clearance area around major plant item when operating.  

 Working within five metres of operating major plant must only take place when necessary. 
Where workers are required to be within five meters of operating major plant a hard hat must 
be worn.   

 Who undertake training on a plant item must be under direct supervision of an appropriately 
qualified person. Adequate verbal and visual contact must be maintained with the trainee at 
all times until suitably competent. 

 Any competencies achieved, training courses successfully completed or licences obtained in 
relation to the use and operation of a plant item must be recorded within the employee’s 
personnel file or records.  
 

Plant and Machinery Hand Over Induction 

Employees accepting a new plant item must be inducted by a GSCC RO, using the 
Plant/vehicle induction checklist and may include input or assistance from  

 Manufacturer representative 

 Plant Coordinator 

 Other competent personnel 

 
GSCC RO must be satisfied the person inducted is competent to operate. 
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Daily Pre-Start Checks 

 Operators are required to accurately complete the checklist on a daily basis and to report all 
faults  

 Supervisors shall ensure operators complete daily Pre-start checklists and any identified 
faults that affect safety performance are addressed before that item is operated. 

 
Hire Plant 
All plant items hired or on loan with intention to buy or hire, by must be supplied with the 
following information: 

 Current risk assessment where required 

 Any information pertinent to its operation and use 

 Pre start checklist where provided 

 Log book where provided 

 Safe work method statement / work instructions where required or developed before worker 
use. 

 
Maintenance 
All plant items must be regularly maintained to ensure its safe operation.  

 
Lock Out Procedure 

 Where a plant item is found faulty, the item of plant is to be tagged at the ignition key with a 
“tag out” tag  

 The tag will remain in place until the faults are repaired and returned to full service condition. 
 
6. References  

 Victorian Occupational Health and Safety Act 2004 Section 21(2) Provision of Safe Plant & 
Equipment 

 Victorian Occupational Health and Safety Regulations 2017 (Plant) 

 Victorian Occupational Health and Safety Regulations 2017 (Registration & Licensing) 

 Compliance code Plant 2019 

 Victorian Certification of Plant Users & Operators 1994 

 Plant Regulations (2017) Part 3.5 
 
7. Related Documents 

 M10/102269: Plant Risk Assessment (Attachment 1) 

 M11/60482 Vehicle inspection checklist (Attachment 2) 

 M10/114796 Pre Start Check List (Attachment 3) 

  M11/60374: New plant/vehicle handover  induction checklist (Attachment 4) 

 M11/64459: Pre purchase checklist  

 M10/109364: P.P.E. Management - Procedure 

 M10/113688: Noise Management Procedure  

 M11/20517: Noise Hazard Identification Checklist  
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Attachment 1 (For complete form refer Trim)    
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Attachment 2 (For complete form refer Trim)   
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Attachment 3 (For complete form refer Trim)    
 

 

 

 
 

Attachment 4 (For complete form refer Trim)    
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