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Childcare Safety | SAFE WORK METHOD STATEMENT (SWMS)

TASK OR ACTIVITY: Childcare Safety
Business Name: ABN: SWMS#

bluesafe.

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

 Unidentified child safety risks

« Unfamiliar emergency procedures
Pre-start planning and

. . « Inadequate staff-to-child ratios 3H
induction

» Unverified worker clearances

» Unreported pre-existing hazards

« Unauthorised person access

« Child absconding from premises
Access control and

: . * Incorrect child release 3H
child security

* Inadequate sign-in records

» Unsecured gates and doors

Version 2.5 Authorised by

INITIAL

RESIDUAL

SPECIFIC MEASURES TO BE PUT IN PLACESTO ELIMINATE OR CONTROL THE RISKS RISK

« Develop and implement a documented chile® ‘e safety plan that aligns with WHS Regulations, National
Quality Standard and service policies befol. ommencipa® perations

« Verify all educators, carers and volunteers he \c® “nt Working With Children Check (WWCC) or
equivalent clearance before being left alone witi. uldren

« Confirm staff-to-child ratios ri. »t or exceed Natio. ', Rea® uons for the specific age groups and service
type before accepting. children i \care

« Conduct a docy® cnted ¢ v safe. inspection«"all indoor and outdoor areas using a standard checklist
and rectify ide .ried hazarg before dreps wve

« Brief#®l worke. 1 includi€ casuals anc_ .gency staff, on site-specific emergency procedures, evacuation 2M
routel . sembly. »i=® “and duties at the start of each shift

« Provi, » 1. “-speci_ hinduction covering child supervision expectations, behaviour guidance procedures,
manuai_anc_ g of cii_ ‘ren, infection control and incident reporting

Requir, worke \to report pre-existing injuries or medical conditions to management prior to undertaking
pr._ vcal | sks su ras lifting or restraining children

Display )ergency contact numbers, first aid officer details and evacuation diagrams prominently at
< ‘ts and in central staff areas

* D'J'NOT allow uninducted workers, contractors or visitors to supervise or interact closely with children
without direct supervision from an inducted staff member

« Install secure entry systems (e.g. keypad, intercom, controlled reception) to prevent unauthorised access
to childcare areas

* Maintain childproof self-closing and self-latching mechanisms on all external gates and doors leading to
public areas or car parks

* Implement a written sign-in and sign-out procedure that records time, authorised collector's name and
signature for each child

« Verify identification of new or unfamiliar collectors against enrolment records or written authorisation
from parents or guardians before releasing a child 2M

« Fit high-mounted door handles, child safety locks or door alarms on exits from children’s rooms where
there is a risk of absconding

* Conduct head counts and roll checks at set intervals and before/after transitions, excursions, outdoor
play and emergency drills

« Train staff to challenge and politely verify the purpose of any unknown adult attempting to enter child
areas and to escalate concerns to management immediately

« Position staff at key access points during arrival and departure times to monitor gates, doors and
children’s movements

Review # Date of Issue: Review Date:
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RISK

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE

« Inadequate visual supervision

» Unauthorised access to adult areas
Supervising children in « Falls from play equipment 3H
club areas « Contact with hazardous cleaning

agents

« Entrapment in doors or gates

* Rough play and collisions

» Choking on small objects
:gt[i)\ﬁtriﬁ:ing el  Use of unsafe toys or equipment 3H

« Overexertion and heat stress

« Inappropriate online content exposure
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

RESIDUAL

SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS RISK

+ DO NOT prop open security doors or gates to improve airflow or convenience when children are present

« Develop a supervision plan for club areas that defi¢ 5 educator positions, line-of-sight coverage and
maximum group sizes for each activity zone

« Allocate sufficient educators to maintain ¢ ‘inuous acti supervision in all open club spaces, with no
blind spots or unsupervised corners

« Position staff at key vantage points to oversee. .1-risk zones* =h as stairs, stage areas, play
equipment and exits to bars ¢ naming areas

« Install physical barriers. childp. »f gates or secure _'to separate children’s club areas from bars,

gaming rooms, kitc!® "_ Wcarp ks

« Inspect all p' “equipmeni eating. d floos iraces in club areas before use and remove or isolate 2M
damaged or t_ table items amediate

*Ens 2ll chel. alad .assware, alcohol and hot beverages in adjacent adult areas are stored or served
beyon ¢ dren’s’ Ch and separated by barriers

< Implel 2nt. room ¢_ acity limit for children’s club activities and display maximum numbers clearly near

«_nduc aroll ¢ ‘and head count at the start and end of each club session and whenever children
move. af\ 2en areas

20 NOT allow children to run unsupervised through shared corridors, near stairways, or in proximity to
bc and gaming areas
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\;{IEQL SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS

e
\ < ==

« Chemical inhalation exposure

« Skin and eye irritation

Disinfecting nursery
rooms

» Cross-contamination of surfaces 3H

« Slip hazards from wet floors

* Incompatible chemical mixing

« Transmission of respiratory infections

« Gastrointestinal illness spread
Infection control and

hvai * Blood and body fluid exposure 3H
ygiene

» Contaminated nappy change areas

* Inadequate hand hygiene
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SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\'ggﬁl' SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REg:gEAL

* Repetitive bending and twisting
children and equipment Dropping child duriz® “rranster A M
* Moving heavy cots saiture
* Playground falls
excursions
* Dehydration and heat stress
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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

— o _ ma
AN

o

» Food poisoning fror., i nandling

« Choking on food
Food safety and

; 2M
mealtimes

« Allergic reactions to fodc 3H
 Cross-contamination of allergens

* Burns from hot food or drinks
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SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE "\'ggﬁl' SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS REg:gEAL

Powered by Stripe

« Suffocation in sleep environment

!
i

* Unnoticed medical distress
Sleep, rest and nursery

« Falls from cots or beds
» Overheating during sleep ‘
|
~Nnd————
« Delayed evacuation in fire
Emergency « Panic during emergency events
preparedness and 3H 2M
« Inadequate communication with
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS HAZARDS THAT MAY ARISE M SPECIFIC MEASURES TO BE PUT IN PLACE TO ELIMINATE OR CONTROL THE RISKS RESIRA:

£ .
. V_ Ay
I . VA

IO " v i——

» Exposure to bullying or harassment

* Emotional distress from harsh

Psychological health discipline

and child protection » Undetected child abuse indicators
* Worker burnout and.f* juc

* Inadequate priva¢ boundaries
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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.

4 5] 6 7
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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

DATE COMPLETED
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