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Car Park Management Valet and Event Traffic | SAFE WORK METHOD STATEMENT (SWMS)

TASK OR ACTIVITY: Car Park Management Valet and Event Traffic

bluesafe.

Business Name: ABN: SWMS#

Business Address:

Contact Person: Phone: ECail:

THIS SAFE WORK METHOD STATEMENT IS APPROVAID BY THE PCii\l OF THEF*ROJECT

Under the Work Health and Safety Regulation (WHS Regulation), a person conducting a business or und

C is required to e hat a safe work method statement (SWMS) is prepared before
the proposed work starts.

Full Name:

Signature: Title: Date:

Details of the person(s) responsible for ensuring implementation, monitoring ell as reviews and modifications of the SWMS.

Full Name: Title:

| N

ALL PERSONNEL PARTICIPATING IN ANY ACTIVITYXON THIS $&MS M NARE OF ALL RELEVANT PERSONNEL WHO HAVE BEEN CONSULTED AND COMMUNICATED TO IN THE
HAVE THE FOLLOWING COMMUNICATED EVELOPMENT AND APPROVAL OF THIS SWMS

Safety meetings or toolbox talks will be sched
requirements to first identify any site hazards,

If an incident or a near miss occurs, all work must st diately. Depending
on the severity of the incident, a meeting will be called with all workers to amend
the SWMS if required. The meeting may also be an educational opportunity.

Any changes made to the SWMS after an incident or a near miss must be
approved by the Person Conducting Business or Undertaking and
communicated to all relevant personnel.

The SWMS must be kept and be available for inspection at least until the work is
completed. Where a SWMS is revised, all versions should be kept. If a notifiable
incident occurs in relation to which the SWMS relates, then the SWMS must be
kept for at least two years from the occurrence of the notifiable incident.
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CLIENT OR PRINCIPAL CONTRACTOR DETAILS

Client: SCOPE OF WORKS
Project Name:

Project Address:

Project Manager:

Contact Phone:

Date SWMS supplied to Project Manager:

ANY HIGH-RISK CONSTRUSION WOEK BEINGIGEKRIED OUT

[ involves a risk of a person falling more than 2 meters _1 is carried out on or near pressurised gas mains or piping

[J is carried out on a telecommunication tower carried out on or near chemical, fuel or refrigerant lines
[J involves demolition of an element of a structure that is load-beal ing [ is carried out on or near energised electrical installations or services
[ involves demolition of an element related to the physical integ [ is carried out in an area that may have a contaminated or flammable atmosphere

[ involves, or is likely to involve, disturbing asb [ involves tilt-up or precast concrete

[J is carried out on, in or adjacent to a road, railway, shipping lane or other traffic corridor
[ is carried out in or near a confined space [ is carried out in an area of a workplace where there is any movement of powered mobile plant
[ is carried out in/near a shaft or trench deeper th tunnel involving use of explosives [ is carried out in areas with artificial extremes of temperature.
[ is carried out in or near water or other liquid that involves a risk of drowning. [ involves diving work.

ANY HIGH-RISK MACHINERY OR EQUIPMENT NEARBY
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RISK MATRIX

LIKELIHOOD INSIGNIFICANT MINOR MODERATE MAJOR CATASTROPHIC HEIRARCHY OF CONTROLS
SCORE ACTION
ALMOST 3
CERTAIN HIGH HIGH
LIKELY 2
MODERATE HIGH Substitution
POSSIBLE 1 2 Review befo Replace the hazard.
LOW MODERATE work starts.
4 1 Ensure cont_rol
UNLIKELY Low Low MODERATE measures in
Engineering
RARE 1 1 2 3 3
LOW LOW MODERATE HIGH HIGH Isolate the hazard.

Notes on Hierarchy of Controls: Elimination methods are the most effective and preferre
is the second most effective method of controlling a hazard. Engineering by isolation is the
Controls by changing the work is the fourth most effective method. PPE (Personal Protective
method.

PERSYNAL FETECTIVE EQUIPMENT (PPE)
Select the appropriate PPEs\bov@@auitabléfior the equipment used or the job task being performed (if applicable).

FOOT HAND HEAD = FACE HIGH-VIS PROTECTIVE FALL SUN HAIR/JEWELLERY
PROTECTION = PROTECTION PROTECTION PROTECTION PROTECTION CLOTHING CLOTHING PROTECTION = PROTECTION SECURED

O O ]
Other PPE Required:

Permit or Licenses Requirements Mandatory Qualifications and Training
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE NS SPECIFIC MEASURES TO BE PUT IN PLACFTO ELIMINATE OR CONTROL THE RISKS RESAL
RISK RISK
« Develop a site-specific traffic management+® i'in accordance with WHS Regulations and state road
authority guidelines before any event or vai. operations«* ‘nmence
« Consult with the Person Conducting a Busine e« "iidertaking (PCBU), school leadership, event
organiser and health and safety representatives. confirm opera® >nal requirements and constraints
« Obtain and review current siv. maps showing car «ks.«" .;ances, pedestrian paths, bus bays,
emergency vehicle routes and & 2ssible parking ba,
- Unclear traffic management plan « [dentify high-rig’® “ones s 1 as pi_ =strian croa® ing points, student drop-off and pick-up zones, blind
corners, and¢’ crnal inters¢ ions ar.. mark/" 'n on the traffic plan
« Insufficient staffing levels ) ) ) .
o « Detentine rec. sed nunt _rs of traffic_trollers, valet drivers and supervisors based on expected peak
-tlnf?dequate communication between traffic. . hmes a. s’ Complexity
. ; sta
Egissl:ﬁl;ttizl:nmng and o 3H » Sche 1le. \ore-stc. riefing before each shift to explain the traffic management plan, individual roles, 2M
* Unfamiliarity with site layout radio ¢l nne_ ) emery oy procedures and site-specific hazards
« Conflicting vehicle and pedestrian Verify 1 at all_\rkers involved in directing public traffic hold the required traffic control
movements ac. ndita on/lice e for the relevant state or territory
* Emergency access obstruction Ensurc. \ergency vehicle access routes are kept clear on the plan and physically signposted and DO
. \T allocate these areas for parking or queuing at any time
« Fiun vehicle queuing areas so that queues DO NOT extend onto public roads or block neighbouring
driveways
« Confirm start and finish times aligned with school bell times and event schedules to manage peak arrival
and departure flows
 Implement a process for workers to report hazards, near misses and incidents (e.g., radio, phone,
supervisor log) during operations
* Walk the entire car park, driveway and access roads prior to opening to traffic to identify trip hazards,
damaged kerbs, potholes and obstructed drains
* Uneven surfaces and potholes « Arrange for damaged surfaces and significant potholes to be repaired or barricaded off with cones and
« Inadequate lighting barrier mesh before use
o ) . . ’ « Inspect lighting levels for early morning, dusk or night operations and install temporary lighting towers
Site inspection and Obstructed sight lines 3H where existing lighting is inadequate oM
setup . i
Leose debris oniradways « Trim or request trimming of vegetation that blocks sight lines at corners, crossings and entries, or re-
» Unsecured temporary signage position traffic cones and delineators to create clearer sight lines
« Slip hazards in wet weather » Sweep or blow down the driving surfaces to remove gravel, leaves, rubbish and broken glass from

vehicle and pedestrian paths

« Install regulatory and directional signage at entries, speed limit signs, pedestrian crossing signs and
accessible parking signs in clearly visible locations
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\QITS'QL SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REFSz:gll(JAL
« Position cones, bollards and water-filled barriers to physically separate vehicle lanes from pedestrian

walkways wherever practicable

» Secure all temporary signs, cones and barriers s _y cannot be easily knocked over by wind or
vehicles; use sandbags or water ballast where ¢ Cssary

» Check drainage points and ensure they a’ 1ot blocked" reduce pooling water and associated slip and
skidding risks

« Implement temporary non-slip mats or gritin Ii. pedestrian tr2" 'c areas that become slippery in wet
weather

+ DO NOT open the car park or ‘et services to the' = _"until the site inspection is completed and
hazards are contro!* Jlated

« Post accrea:. | traffic cor bllers at k- 'y and exit points during peak periods to manage vehicle flow
and e rce the  affic m@ agement plai

*«Use| a ‘ardtra.  control devices including stop/slow bats, regulatory signs, and high-visibility cones in
accord_ce ith stal ‘raffic control manuals

« Set an_ sigri, ‘st a sit._ speed limit (e.g., 5-10 km/h) and position speed humps or rumble strips where
actical, » to pi_ =ically slow vehicles

* Crec_ne¢ arly defined entry and exit lanes using cones and barriers to prevent wrong way entry and

» Unplanned vehicle movement sad-on« flict
_ * Vehicle collisions at entry and exit +\_tablish a formalised queuing system within the site using cones and line marking so that waiting
Traffic control and entry | oo cion at inted @ ens an veticles remain off public roads 2M
management . : . ] . :
« Vehicle queuing gf 0 public roads « Assign a supervisor to monitor traffic build-up and adjust entry flow, open overflow parking, or

temporarily pause arrivals when congestion is excessive

» Aggressive or im, tient dri . . . . . . o
« Provide traffic controllers with two-way radios or dedicated mobile phones for constant communication
with valet staff and supervisors

« Instruct traffic controllers to stand in safe, high-visibility positions facing oncoming traffic and DO NOT
stand between moving vehicles or behind reversing vehicles

« Display clear directional signage indicating valet drop-off, general parking, staff parking, bus zones and
restricted areas before drivers reach decision points

« Train workers in de-escalation techniques and instruct them to call a supervisor or security if drivers
become aggressive or non-compliant, rather than confronting drivers alone

« Vehicle and pedestrian interaction

safety management
« Parents crossing at unsafe locations

Redestrian and studsnt « Distraction from mobile phones 4A 2M
« Poor visibility of small children -
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE AL RESIDUAL
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« Unsupervised student mic.Ciiient

« Students opening doors into traffic
Student supervision at

pick-up and drop-off M

« Sudden running across roadway 3H
 Misidentification of vehicles

* Emotional or distressed students
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» Key mismanagement \‘

VELEICE SRl LG Congestion at valet drop-off 3H | N 2M

handling

» Customer disputes about damage

* Manual handling of luggage

« Vehicle collision with other vehicles

« Vehicle collision with pedestrians
Valet vehicle operation
and parking

N
=

» Reversing incidents in tight spaces 4A
* Driving unfamiliar vehicles

« Adverse weather and low visibility
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\'ggﬁl' SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REg:gEAL
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» Overcrowded parking zones

« Blocked access for emeraency
Parking space vehicles

allocation and . 3H

1L
« Inadequate space for larger vehicles
management

« Confusion over reserved spaces

« Inefficient use of parking areas

am
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\'ggﬁl' SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REE:?EAL

« High volume vehicle congestion

* Queueing onto public roads

Traffic control during

. 2M
major events

« Driver frustration and aggression 4A
» Reduced visibility at night events

« Inexperienced volunteer marshals

* Inexperienced traffic controllers

« Fatigue from long shifts
Worker training, fithess

B * Heat stress and UV exposure 3H
and communication

« Cold or wet weather exposure

« Communication breakdown
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SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE

« Vehicle breakdown in traffic flow
Incident, breakdown « Vehicle crash within car pain

and emergency » Medical emergency in vehicle or crowd = 3H

response « Fire in vehicle
« Panic during evacuation
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\'ggﬁl' SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REE:?EAL

« Stranded pedestrians in dark areas

» Unsecured site after hours
End-of-day closure and

A « Fatigued staff driving home 2M
post-event review

« Leftover trip hazards

* Incomplete handover information
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EMERGENCY RESPONSE - CALL 000 FOR EMERGENCIES

Ensure to have an Emergency Management Plan in place as well as adequate numbers of trained first aid staff with easy access to fully stocked first aid kits, rescue equipment, material safety data sheets,
adequate access to emergency communication equipment and fire-fighting equipment suitable for all classes of fire and ignition sources.

LEGISLATIVE REFERENCES

RELEVANT LEGISLATION AND CODES OF PRACTICE. DELETE THE LEGISLATIVE REFERENCES

Queensland & Australian Capital Territory Victoria
Work Health and Safety Act 2011

Work Health and Safety Regulations 2011 3
Legislation QLD: https://www.worksafe.qld.gov.au/laws-and-compliance/work-health-and-safety-laws i : : safe.vic.gov.au/occupational-health-and-safety-act-and-
Codes of Practice QLD: https://www.worksafe.qgld.gov.au/laws-and-compliance/codes-of-practice
Legislation ACT: https://www.worksafe.act.gov.au/laws-and-compliance/acts-and-regulations
Codes of Practice ACT: https://www.worksafe.act.gov.au/laws-and-compliance/codes-of-practice

New South Wales

Work Health and Safety Act 2011

Work Health and Safety Regulations 2025

Legislation NSW: https://www.safework.nsw.gov.au/legal-obligations/legislati
Codes of Practice NSW: https://www.safework.nsw.gov.au/resource-library/li

Work Health and Safety Act 2020

Work Health and Safety Regulations 2022

Legislation Western Australia: https://www.commerce.wa.gov.au/worksafe/legislation
Codes of Practice WA: https://www.commerce.wa.gov.au/worksafe/codes-practice

Safe Work Australia Links
Law and Regulation (All States): https://www.safeworkaustralia.gov.au/law-and-regulation
Model Codes of Practice: https://www.safeworkaustralia.gov.au/resources-publications/model-

codes-of-practice

Northern Territory
Work Health and Safety (National Uniform Legislation) Act 2011
Work Health and Safety (National Uniform Legislation) Regulation
Legislation NT: https://worksafe.nt.gov.au/laws-and-compliance/wd
Codes of Practice NT: https://worksafe.nt.gov.au/fo

Model Codes of Practice
South Australia

Work Health and Safety Act 2012 (SA) - Managing noise and preventing hearing loss at work

- Confined spaces

Legislation for SA: https://www.safework.sa.gov.au/resources/le, i - Labelling of workplace hazardous chemicals

Codes of Practice for SA: https://www.safework.sa.gov.au/woré faces/codes-of-practice#COPs - Managing risks of hazardous chemicals in the workplace
- Welding processes

Tasmania - First aid in the workplace
Work Health and Safety Act 2012 - Managing the risk of falls at workplaces
Work Health and Safety (Transitional and Consequential Provisions) Act 2012 - Hazardous manual tasks
Work Health and Safety Regulations 2012 - Managing the risk of falls in housing construction
Work Health and Safety (Transitional) Regulations 2012 - Managing electrical risks in the workplace
Legislation for TAS: https://worksafe.tas.gov.au/topics/laws-and-compliance/acts-and-regulations - Demolition work
Codes of Practice for TAS: https://worksafe.tas.gov.au/topics/laws-and-compliance/codes-of-practice - Excavation work
- Work health and safety consultation, cooperation and coordination
Details of permits, licenses or access required by regulatory bodies (add or delete as required): - Managing the work environment and facilities
- How to manage work health and safety risks
- Permits from local council - Managing risks of plant in the workplace
- Authorisation to commence work - Construction work

- Any required documents.
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SIGNATORIES OF THE SAFE WORK METHOD STATEMENT

The signed and dated personnel listed below have cooperated in the consultation and development of this Safe Work Method Statement which has been approved by the Person/s Conducting a Business or
Undertaking (PCBU). In signing this Safe Work Method Statement each individual acknowledges and confirms that they have read this SWMS in full, having raised any questions for items on this Safe Work
Method Statement that require clarification, and confirms that they are competent, skilled and knowledgeable for the task assigned to them. Every person acknowledges that they have received the relevant

training and qualifications where required, before carrying out any work contained in this Safe Work Method Statement. By signing this Safe\Work Method Statement each individual agrees to work safely, to
follow any safe work instructions which are provided, and agrees to use all Personal Protective Equipment where appropriate.

T T o

The SWMS must be reviewed regularly to make sure it remains | ‘ective’ »d must £ xeviewed (and
revised if necessary) if relevant control measures are revised. The | view px shoui. e carrled out in
consultation with workers (including contractors an® _Gc' Untractors| tha® ay be <. ‘eted by the operation

of the SWMS and their health and safety repres
workplace.

“itatives who repres.  ed that work group at the

When the SWMS has been revised the PCBU nic"Ciisure that|  pelons involved with the work are
advised that a revision has been made and how they can acces’ ne revised SWMS, including all persons
who will need to change a work procedure or system as a rea® . of the review are advised of the changes in
a way that will enable them to implement their duties -ently with the revised SWMS. All workers that
will be involved in the work must be provided with the relevant information and instruction that will assist
them to understand and implement the revised SWMS.

REVIEW NUMBER 1 2 3
NAME
INITIALS
DATE
Version 2.5 Authorised by Review #

The SWMS must be monitored regularly for the effectiveness of ensuring hazard controls are
effective in reducing the risk of incidents, keeping the workplace safe for all personnel. The
person responsible for monitoring the effectiveness of the Safe Work Method Statement should
employ a multi-faceted approach which includes but is not limited to:

1. Spot Checks.
2.  Consultation with workers, contractors and sub-contractors.
3. Internal audits on a continual basis.

An approach of continuous improvement, promptly recording inconsistencies or deficiencies,

followed up by immediate corrective action and consultation with all relevant personnel ensures
that the PCBU is consistently developing ever-improving systems of safe work principles.
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SAFE WORK METHOD STATEMENT REVIEW CHECKLIST

This Safe Work Method Statement Review Checklist is to be followed and used upon initial development of the SWMS to help ensure that all steps have been adequately taken before work commences.
Think of this document as an internal audit review checklist before commencing work, and may form part of a Toolbox Talk (safety meeting) and may be used as an opportunity for education and training.

ITEMS WHICH MUST BE INCLUDED IN THE SWMS COMPLETED I COMMENTS

The company details have been entered, including the project name and address.

All relevant personnel consulted during the development of the SWMS.

Name, signature, position and date signed of the person approving the SWMS.

Specific personnel and qualifications, experience is noted in the SWMS.

Provides a step-by-step process of tasks required to carry out the activity or task.

Adequate risk assessment of any identified hazards has been completed.

Foreseeable hazards are identified and documented for each step.

Any hazards listed in any site risk assessments have been added to the SWMS

SWMS initial risk (IR) column as well as residual risk (RR) columnr mpleted.

Check control measures added to the SWMS are the most effectiv| selec.. =

Responsible person is assigned and listed on the S* or the imp mes® “uon'c._ matrol measures.
Permit or licenses requirements specified, sug” as Hot Work, Electric  Work, Work at Heights etc.
SWMS identifies plant and equipment to be usc

Details of inspection checks required for any equipment listed 2° noted on the SWMS.

Describes any mandatory qualifications, experience, .. .y or skills required to perform the work.
Applicable personal protective equipment is selected on the SWMS.

Reflects and documents any legislative references and/or Australian Standards.

Identifies any hazardous substances used with specific control measures in line with any SDS.

REVIEWED BY

SIGNATURE

Version 2.5 Authorised by Review #

DATE REVIEWED
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