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Event Operations Catering and Ticketing | SAFE WORK METHOD STATEMENT (SWMS)
TASK OR ACTIVITY: Event Operations Catering and Ticketing
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 O is required to el 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

« Inadequate emergency access

« Overcrowding of venue spaces
Pre-event planning and

- « Incompatible contractor activities 3H
liaison

« Insufficient first aid coverage

« Unclear roles and responsibilities

* Unplanned vehicle movement

* Pedestrian and vehicle®: _aon
Ven_ue EepsE Sl * Reversing delivery trucks 3H
traffic management

« Poor lighting in loading areas

 Obstructed emergency egress

Event site and booth * Manual handling of equipment

3H
setup « Slip and trip hazards

Version 2.5 Authorised by

INITIAL

RESIDUAL
RISK

SPECIFIC MEASURES TO BE PUT IN PLACFTO ELIMINATE OR CONTROL THE RISKS
« Review venue emergency management pla# .iid confirm location of exits, fire stairs, assembly areas
and firefighting equipment before confirmiri_ wvent layou*

« Confirm expected attendee numbers with clic. ha=® venue and design floor plan to comply with venue
maximum occupancy limits and local council re¢, ements

« Schedule catering, staging, . motional and ticke. ' act® es in a run sheet to avoid conflicting
high-risk tasks occurrina,simulta. ously in the same <

* Nominate an B¢ i\t WHS »ordiri. »r and cleas® vdefine responsibilities for incident response,
emergency @ .munication| id conti. tor o Light in the event plan oM

« Confista first ¢ orovisia® J'with venue' id, where required, arrange additional qualified first aiders and
kits ir. . ardanc. vi*® safe Work Australia guidance

* Docu, el agreed' mmunication methods (two-way radio channels, mobile contact lists, check-in
times)1 1 ali y ever. ‘ersonnel and contractors

Include, veathi crowd behaviour and fatigue risks in the pre-event risk assessment and record agreed
cC. mlmi asures i the SWMS and event safety plan

DO NC. pprove event commencement until the risk assessment, SWMS and emergency procedures
i e been reviewed and signed off by the responsible person

- Develop a site-specific traffic management plan that separates pedestrian routes from vehicle access
ways for Utes, vans and trucks

« Install temporary barriers, witches hats and signage to clearly mark loading zones, no-parking areas and
pedestrian exclusion zones

« Appoint a trained spotter to direct reversing vehicles and ensure spotter remains in direct line of sight of
drivers at all times

» Schedule large deliveries and waste collection to occur outside peak patron arrival and departure times o
« Verify that access ways, loading docks and ramps are well lit and immediately report any faulty lighting

to venue management for rectification

« Keep fire exits, hydrants and hose reels clear of vehicles, pallets and equipment at all times and inspect
egress routes hourly during bump-in and bump-out

* Require all mobile plant and delivery vehicles to use operational reversing alarms and hazard lights
while moving on site

* DO NOT allow unauthorised vehicles or ride-share services into designated loading docks or backstage
access routes

« Assess weight and dimensions of all marquees, ticket booths, fridges and counters before moving and 2M
use trolleys or team lifts for items over 20 kg
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS

Food preparation and
catering operations

Serving food and
beverages at events

Version 2.5

INITIAL

HAZARDS THAT MAY ARISE RISK

« Unstable temporary structures
« Falling objects from displays

» Use of ladders for setup

« Contact with hot [ rfaces

« Scalding from hot

» Food contamination 3H
 Knife and sharp utensil i¢iuins

» Crowded kitchen workspaces

« Spills on floors
3H
 Burns from hot beverages

Authorised by

RESIDUAL

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

« Lay out power leads, data cables and hoses away from pedestrian paths and secure crossings with
cable trays or taped rubber matting to AS/NZS 3002 where applicable

« Erect marquees, pop-up tents and signage in acca® Znce with manufacturer instructions and secure legs
with rated weights or pegs suitable for ground ca® “itions

« Inspect trestle tables, counters and portail pars for dant ge and wobble before use and replace or
repair any unstable items

« Use only industrial-rated step ladders for overi.  J signage ans® ghting and ensure ladders are set up
on firm, level surfaces with th¢ = points of contac. ‘aintaines

« Position heavy items such as '« nlay screens and'< « Crates at waist height to minimise bending and
twisting during setis

« Store unusg Joxes, pack j mate. ‘s and/® s in a designated storage area away from public paths
and emergen.  =xits

*DO © climb' \telt 5, chairs, milk crates or storage tubs to reach high areas; use an appropriate
laddel, 1 atform

N
<
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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

« Crowd surges at service points

« Glass breakage

« Allergic reactions to food

. O _
s NS =

K 4 B V. O
B N " AREg——

‘\‘__

» Backstage congestion

Backstage and * Running in low ligh* ‘eas

performance rush « Trip hazards fron :ables 3H 2M
periods * Noise interference _aimunica. n

» Uncontrolled set or prop movemer

« Aggressive or abusive patrons

« Cash handling security risk
Ticket booth and box » Extended sitting or standing 3H 2M

office operations
* Repetitive keyboard and mouse use

« Thermal stress in small booths
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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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« Crowd crushing at stands

« Trip hazards from n® .notional

Lead generation in materials 3H

crowded events * Theft of personal’ ms

N
<

« Verbal conflict with patrons

» Manual handling of promotion2'c "ock

« Vehicle impact from road traffic

« Exposure to UV radiation
Outdoor promotions on
busy streets

N
<

« Adverse weather exposure 4A

 Unstable signage in wind

| ‘

« Interference with public footpaths
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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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« Vehicle movement.i® _ar parks

« Emotional distres of attendees
Funeral and memorial

: ) « Slips on polished 3H 2M
service catering
» Manual handling of catering equipz :nt
» Working in unfamiliar ve® w22
« Falls on stairs and terraces
Stadium tours and « Separation from group aH oM
crowd movement « Restricted areas entry

« Exposure to extreme weather
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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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« Noise levels in active stadiums

HIEHB =g + Manual handling of¢ .is g 2M
and cleanup

* Cleaning chemic' exposure

« Working alone afte >

« Data security breaches
procedures

« Slip and trip in low light
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JOB STEP POTENTIAL HAZARDS “ CONTROL MEASURES “

SPECIFIC WORK STEPS

Version 2.5

HAZARDS THAT MAY ARISE

Authorised by

INITIAL
RISK

RESIDUAL

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