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3.1 

  
Part A WHS and the Kingston Site  
This document applies principally to the CRM as a workplace. It should be read in conjuncƟon with:  

- Site Supervisor InstrucƟon (CRM-PRO-HRM-001)  
- CRM Emergency Plan (CRM-PLN-RSK-002) 
- CRM Risk Management Policy and Process (CRM-PLN-RSK-001) 

A1 Document Control  
This document was first published in October 2018 with approval of the Board of Capital Region 
Heritage Rail (CRHR), followed by a period of consultaƟon with the membership.  Subsequent 
reviews followed as listed in the table above. 

In February 2024 the document was reviewed, and an updated version taken to the CRHR Board for 
approval in March 2024. This version was released for consultaƟon amongst members for a period of 
three months. ConsultaƟon involves publishing it on the WHS NoƟceboard, and communicaƟng with 
members at the monthly meeƟng and via the NewsleƩer. 

A2 Document Review and ConsultaƟon.   
This policy will be reviewed in accordance with our Document and Data Control Process.  

ConsultaƟon with our volunteers occurs:  

• Monthly at our members and supporters meeƟng  
• Weekly at on site Toolbox meeƟngs  
• Via Members NewsleƩer  

A3 Emergency Management   
The management of emergency situaƟons at the Canberra Railway Museum is covered separately in 
the Emergency Management Plan – CRM-PLN-RSK-002  

A4 Rail OperaƟons  
AddiƟonal arrangements and procedures apply for Rail OperaƟon. These will be covered in the Safety 
Management System being developed in support of gaining accreditaƟon, and have been removed 
from this version of the WHS Policy and Procedures.  
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A5 Further topics  
WHS at CRM should be ‘owned’ by every member and requires regular review. Any person who has 
suggesƟons for addiƟonal content of this document is encouraged to raise it via a suggesƟon through 
the WHS SuggesƟons Box, a Toolbox meeƟng or at the Members Monthly meeƟng.   

  

Part B Basic InstrucƟon  
Canberra Railway Museum (CRM) believes that safety is paramount, and a risk management culture 
is essenƟal to ensure that everyone who parƟcipates in its acƟviƟes returns home safe and well.   

All people associated with CRM MUST abide by the Canberra Railway Museum Work Health and 
Safety Policy and Procedures. This document applies to all acƟviƟes undertaken at the CRM site in 
Kingston, ACT.  

Everyone who parƟcipates in acƟviƟes at CRM has a responsibility to idenƟfy workplace hazards and 
risks and only perform acƟviƟes where appropriate risk eliminaƟon or minimisaƟon has taken place. 
UlƟmately, the Board of Directors has final say on which acƟviƟes may or may not be performed 
and/or under which condiƟons.  

Site Supervisors play a primary role in assisƟng the CRM’s Board on a day to day basis to manage site 
safety when the Museum is open for a working day or public open day.  

Anyone on-site is encouraged to raise work health and safety (WHS) issues. This should be done 
iniƟally by discussing the maƩer with the Site Supervisor for the day. Items which are not Ɵme criƟcal 
can be raised through the WHS suggesƟons box and will be logged and responded to. The form in 
Appendix A should be used where possible.  
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Part C Work Health and Safety Policy   
C1 Purpose  
CRM recognises its moral and legal responsibility to provide a safe and healthy work environment for 
members, volunteers, employees, contractors, customers, other railway operators and visitors.  A 
strong health and safety culture contributes directly to the success of our museum; safety is the 
Board’s highest priority. 

C2 ObjecƟves  
To maintain a safe and healthy working environment, the Board is commiƩed to: 

 
• Fostering a posiƟve culture of trust and working safely, and calling out unsafe behaviours  

• Encouraging the reporƟng and analysis of incidents, and all opportuniƟes for learning and 
improvement 

• AcƟvely idenƟfying and managing workplace hazards, and implemenƟng controls to reduce 
risk and eliminate risk wherever reasonably possible   

• Ensuring compliance with current health and safety legislaƟon, industry standards and rail 
safety standards 

• Providing personnel with the appropriate informaƟon, training, instrucƟon, skills and 
qualificaƟons for the acƟviƟes they undertake 

• Ongoing consultaƟon with members and volunteers, and other personnel entering the CRM 
work site, to ensure all are aware of hazards and any changes at the site or change in 
procedures 

• Involving members and workers in discussions and decisions on health and safety. 
SuggesƟons are encouraged, and will be considered and acted upon where feasible and 
beneficial   

• Ensuring a Site Supervisor is in aƩendance on every site working day, and an appropriately 
qualified Yard Coordinator is present when rail movements are occurring within the CRM 
siding 

• Ensuring the CRM working environment is both safe and personally rewarding for personnel 
regardless of age, gender and ability or disability 

• Providing Safety leadership that supports conƟnuous improvement and reinforces individual 
responsibility for workplace safety 

 

C3 ApplicaƟon of this policy  
This policy is applicable to the CRM workplace and funcƟons including those situaƟons where 
workers are required to work off site.   

C4 Site InducƟon  
All workers who come on-site to perform any acƟvity must be inducted. The inducƟon must be 
conducted by a Site Supervisor or other person nominated by the Board of Directors and will cover:  

• Volunteers’ responsibiliƟes and duƟes under CRM’s WHS policies and procedures, 
parƟcularly their duƟes in reporƟng hazards, incidents, and following emergency procedures;  

• The locaƟon of the AƩendance Record, WHS NoƟceboard, and WHS suggesƟons box;  
• The site entry and exit procedure;  
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• Which acƟviƟes have been prohibited; permiƩed using personal protecƟve equipment; or 
generally permiƩed;  

• Any locaƟons which are out of bounds or those that require personal protecƟve equipment;  
• The locaƟons of the first aid kits and who to contact if they require first aid;  
• The locaƟon of the kitchen, the toilets, and other ameniƟes.  

Procedures for conducƟng Site InducƟon are detailed in D3 below.  

C5 ConsultaƟon and SuggesƟons  
CRM is commiƩed to consultaƟon and cooperaƟon between management, members, and 
volunteers. The CRHR Board of Directors and management will consult with members, volunteers, 
employees, contractors, customers and visitors about any workplace change that will affect their 
health and safety. The WHS NoƟceboard will be the primary mechanism to communicate and 
provide advice on changes to WHS maƩers with those who aƩend the site. Anyone with quesƟons 
about the content of the WHS NoƟceboard should raise it iniƟally with the Site Supervisor or a CRHR 
Director.  

Anyone who has a suggesƟon in relaƟon to WHS maƩers is encouraged to use the WHS SuggesƟon 
Box. These maƩers will be collected, logged, invesƟgated and responded by the Board or nominated 
person. The Board may engage others to invesƟgate and provide suggesƟons to address the maƩer, 
which may include it being raised at a members’ meeƟng for discussion.  

It is recommended, but not required, that a person submiƫng a suggesƟon use the form in Appendix 
A. All suggesƟons must have the name and contact details of the person making the suggesƟon so 
that appropriate follow up and closure of the maƩer may occur. SuggesƟons without a name and 
contact details may be discarded by the Board.  

AŌer any suggesƟon has been invesƟgated and a soluƟon proposed, the person who made the 
suggesƟon will be contacted. Any changes agreed by the Board will be noƟfied as required by this 
Policy.  WHS suggesƟons will also be a standing agenda item on the members monthly meeƟng.  

C6 WHS NoƟceboard  
The WHS NoƟceboard will be located near the AƩendance Record. All persons who enter the site 
must check and be familiar with noƟces which have been placed on the NoƟceboard. A copy of the 
approved WHS policy must be posted on this NoƟceboard and all WHS policies must be near at hand.  

At the start of each day, the Site Supervisor must check that the required noƟces are placed on the 
NoƟceboard. The noƟces may be of any WHS nature and may include, but not be limited to, 
consultaƟons, risk assessments, reminders, and noƟces.  

Any person who comes on-site and requires clarificaƟon in relaƟon to a noƟce must discuss it with 
the Site Supervisor. If the Site Supervisor requires clarificaƟon in relaƟon to a noƟce, they must 
discuss it with the Board of Directors.  

C7 ResponsibiliƟes  
There are many different roles within CRM which hold different duƟes with respect to WHS in the 
workplace. These roles include:   

• CRM (as an organisaƟon)  
• Board of Directors   
• Volunteers  
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• Site Supervisor  
• First Aid Coordinator  
• WHS Coordinator   
• Document Reviewer  

These roles and their responsibiliƟes will be outlined below.  

 C.7.1. CRM’s ResponsibiliƟes  
CRM needs to idenƟfy, assess and eliminate or minimise, as much as possible the risks arising out of 
its operaƟons. To achieve this, it is important that everyone understands their roles and 
responsibiliƟes so they can contribute to health and safety accordingly.  

The CRM is responsible for:  

• Ensuring the health and safety of everyone on-site;  
• The provision and maintenance of a work environment without risks to health and safety 

including safe plant, structures and systems of work;  
• Safe use, handling, storage and transport of chemicals and hazardous substances;  
• Providing informaƟon, training, instrucƟon or supervision that is necessary to protect all 

persons from risks to their health and safety arising from work carried out as part of the 
conduct of CRM;   

• The development, promoƟon and implementaƟon of WHS policies and procedures;  
• Ensuring workplace incidents are invesƟgated to prevent further incidents; and  
• The provision of resources to meet this health and safety commitment.  

C.7.2. Board of Directors’ ResponsibiliƟes  
The Board of Directors is responsible for:  

• The provision and maintenance of the workplace in a safe condiƟon;  
• The development, promoƟon and implementaƟon of WHS policies and procedures;  
• Ensuring workplace incidents are invesƟgated;  
• The provision of resources to meet CRM’s health and safety commitments;  
• Determining the content of, and approving, this document;  
• Ensuring that this document and other policies and procedures are reviewed at least 

annually, and aŌer any emergency or incident;   

• Providing an AƩendance Record, WHS NoƟceboard; WHS SuggesƟons Box; and a secure 
locaƟon to store InducƟon Forms and Emergency Contact Details at the site;  

• Defining which acƟviƟes may not be permiƩed on the CRM site;  
• Ensuring that risk management plans are in place for hazardous acƟviƟes;  
• Defining a perimeter, or boundaries around the site where people may conduct acƟviƟes or 

where people may be present on the site without wearing mandated personal protecƟve 
equipment;  

• Ensuring that the WHS NoƟceboard is regularly updated with relevant informaƟon for the 
CRM site;  

• Declaring the days and hours of work under which acƟviƟes may be conducted on CRM site;  
• Ensuring that there is a Site Supervisor who is appropriately trained always on-site when the 

site is open;  

• IdenƟfying Director contact details for the escalaƟon contact for the Duty Site Supervisor;  
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• Ensuring that an appropriately trained First Aid Coordinator is appointed;  
• Determining the number of first aid kits and fire exƟnguishers that should be on site in 

consultaƟon with people who come on-site;  

• Ensuring that fire exƟnguishers on the site are tested by appropriately skilled professionals 
on at least an annual basis, and ensuring any issues with the fire exƟnguishers are recƟfied;  

• ConsulƟng with Site Supervisors and people on-site to ensure that WHS maƩers are 
considered;  

• Ensuring that complaints of bullying are appropriately invesƟgated, resolved and 
documented;  

• IdenƟfying an appropriate emergency evacuaƟon locaƟon;  
• Reviewing and approving the outcomes of the invesƟgaƟon from an incident or WHS 

suggesƟon. This may involve forwarding a suggesƟon on to a Reviewer for consideraƟon;  
• Considering any reports from Site Supervisors and ensuring appropriate suggesƟons are 

considered; and  

• Reviewing first aid logs and incidents to explore avenues to improve WHS for the site.  

Directors may not perform any work acƟvity on the site alone, except as authorised by this 
document, or authorise opening the site for any type of work acƟvity without approval from a 
majority of the Board.   

All members of the Board are subject to the policies and procedures of this document.   

C.7.3. Volunteer ResponsibiliƟes  
All volunteers are responsible for:  

• Taking reasonable care for his or her own health and safety;   
• Taking reasonable care that his or her acts or omissions do not adversely affect the health 

and safety of other persons;   
• Complying, so far as they are reasonably able, with any reasonable instrucƟon that is given 

by CRM;  
• CooperaƟng with any reasonable health and safety policy or procedure of the CRM;   
• Only performing acƟviƟes which are within his or her skills, abiliƟes and, where appropriate, 

qualificaƟons; and  
• Promptly reporƟng any known or observed hazards and incidents using the documented 

procedure at D.20.  

C.7.4. Site Supervisor ResponsibiliƟes  
The Site Supervisor plays a key role in managing WHS issues on-site and has the following 
responsibiliƟes:  

• Only opening the site during Ɵmes expressly authorised by the Board of Directors;  
• Opening the site at the commencement of the day and securing it at the end of the day, aŌer 

checking that all persons who have signed in have leŌ;  

• IndicaƟng on the AƩendance Record that they are the Site Supervisor for the day;  
• Checking that relevant noƟces have been placed on the WHS NoƟceboard at the 

commencement of the day and updaƟng when necessary;  

• ConducƟng site inducƟons and site briefings / toolbox meeƟngs as necessary;  
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• Ensuring that completed inducƟon forms and emergency contact details are kept secure, and 
the informaƟon is only used when authorised by these procedures or in an emergency;  

• Managing WHS issues on site during the workday, including managing emergencies and 
incidents, and escalaƟng to the Board of Directors as necessary. This includes noƟfying the 
Board of  any reports of bullying , and producing wriƩen reports for incidents or emergencies 
within 24 hours;  

• DirecƟng persons on-site to stop an acƟvity if it is considered dangerous and appropriate 
control measures are not in place;  

• Ensuring that items in the WHS suggesƟons box have been collected by a representaƟve of 
the Board of Directors; and  

• Ensuring that the first aid log is updated with details of all first aid treatments.  

A Site Supervisor may also act as the “Local Manager” under OperaƟng Canberra Railway Museum 
Sidings (CFAP WOI RSK 019)  during rail operaƟons provided they hold “Safely Accessing the Rail 
Corridor” qualificaƟon.  Procedures and requirements for rail operaƟons are contained in a separate 
document being developed in connecƟon with a submission to the Office of the NaƟonal Rail Safety 
Regulator (ONRSR) seeking accreditaƟon. 

A Site Supervisor must:  

• hold a first aid qualificaƟon;  
• hold a working with vulnerable persons clearance;  
• Always carry a mobile phone ;  
• Always carry a whistle ;  
• be trained in the  Site Emergency Management Procedure;  
• be physically on-site at all Ɵmes during the opening hours of the CRM site. Should there be a 

requirement for the Site Supervisor to leave the site for whatever reason, they must idenƟfy 
and have agreement from another person on-site that they will act as the Site Supervisor for 
the rest of the day or unƟl the nominated Site Supervisor returns. This should be recorded in 
the AƩendance Record.   

If at any Ɵme the Site Supervisor requires assistance, contact with a nominated member of the Board 
of Directors must be made to seek clarificaƟon. The Board of Directors have the final decision of 
whether an acƟvity should be ceased, or certain measures be taken.  

The Site Supervisor is authorised to use emergency contact details as specified in this document or in 
an emergency. When using these details, all care must be taken to minimise the likelihood of their 
disclosure to others. A similar non-disclosure requirement and non-use of informaƟon applies to any 
medical condiƟons that may have been disclosed.  

The Site Supervisor will iniƟally manage any emergencies or incidents unƟl an emergency response 
team arrives (when required). If the Site Supervisor is unavailable or injured, a suitable alternate 
person on-site must take control of the emergency and undertake the role of the Site Supervisor unƟl 
either the Site Supervisor arrives, or an emergency response team arrives.  
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C.7.5.  First Aid Coordinator ResponsibiliƟes  
The Board of Directors will appoint a First Aid Coordinator who has the following responsibiliƟes:  

• Ensuring that the contents of the First Aid kits on-site are regularly reviewed and refreshed 
as appropriate  

• Ensuring that CRM maintains a pool of personnel, who are regulars on working days or public 
days, with current first aid training 

C.7.6. Volunteer Coordinator ResponsibiliƟes  
The Board of Directors will ensure that the role of the volunteer coordinator (if appointed) includes 
the following responsibiliƟes  

•  Ensuring that the qualificaƟons of Site Supervisors, are current and up to date by sighƟng, 
retaining a copy of, and maintaining a register of qualificaƟons.  

C.7.7. Document Reviewer ResponsibiliƟes  
The Board will appoint suitable person(s) to conduct a review of this document at least every two 
years for its suitability and applicability. This document must also be reviewed aŌer any emergency 
(real or test). A person appointed to review this document leads the review process, iniƟates and 
leads the consultaƟon, updates the document and provides the updated documentaƟon to the Board 
for acceptance and release for consultaƟon.  
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Part D – Risks and Hazards Management Procedures at the CRM site  
All volunteers must be aware of safety risks on the site. Volunteers working on the CRM site must 
take reasonable steps to ensure that hazards are minimised from the work they are doing and alert 
others who may be working around the site of hazards.   

D1 Site Access Control  
Site access is controlled via the issue of site access keys on the authority of the Board. A key register 
must be maintained. Site access keys permit entry via:  

• Gate “C” – emergency vehicle gate facing corner of Geijera Place and Cunningham street  
• Gate “D” – staff car park and large vehicle entry (“truck gate”) facing Cunningham street 

roundabout.  

A Site Access key is also required to unlock the entry door to visitor centre from the plaƞorm.  

Site Access keys are only issued to:  

• Directors of Capital Region Heritage Rail if required  
• Directors of ACT Heritage Rail Holdings if required  
• Site Supervisors  
• Security System maintainers  
• Other members on a needs basis as approved by the Board of Capital Region Heritage Rail  

Site Access keys are returnable on demand and must not be copied, lent or otherwise distributed by 
the holder.  

D2 Working Alone on Site  
No person should enter, remain or work on site alone, except as allowed by this document or with 
the specific approval of the Board. The following situaƟons are allowed:  

• The Site Supervisor may open the site to allow others to arrive but must not commence work 
unƟl at least one other has arrived. If at any Ɵme during the day all other persons have leŌ 
the site, the Site Supervisor must immediately close the site using the current procedure and 
depart themselves.  

• A Security System maintainer may enter and work on site alone to invesƟgate any security 
system failures but must not do any high-risk work whilst alone. This includes working from 
ladders and at heights.  If urgent remedial system repair is required a second person should 
be onsite to provide safety support.   

• Any site access keyholder may enter the site outside of regular opening hours:  
o in an emergency such as a reported break in;  
o to carry out a rostered security check;  
o to deliver / collect items relaƟng to their usual duƟes (such as mail);  

o as required to facilitate delivery / collecƟon of items by external contractors;  

o where appropriate to facilitate external parƟes approved access; and  

o if appropriately qualified, to facilitate entry / exit of rail crew conducƟng an 
authorised rail operaƟon / inspecƟon.  
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In all such cases the key holder must log their entry and departure Ɵmes in the AƩendance Record 
and are responsible for site security on their departure.  

   
Working alone on-site increases workplace risk and key holders accessing site alone must:  

• have an operaƟonal mobile phone with them whilst on site;  
• visually survey site from Geijera Place / Cunningham Street roadway before entry. If anything 

unexpected is observed DO NOT ENTER;  
• Upon entry, patrol the whole site, ensuring that everything is normal; 
• Ensure no rail operaƟons are observed within the CRM;  
• Close the entry gate used for access but do not lock it.  
  

D3  Site InducƟon Procedure  
An inducƟon PowerPoint presentaƟon module is available on the CRM office computer. A new visitor 
is required to view the inducƟon pack, in the presence of the Site Supervisor or a CRM member 
available to answer any quesƟons or emphasise important points. (The presentaƟon is available 
under the Supervisor username. A shortcut is available on the desktop screen.) 

On compleƟon, the Site Supervisor must ensure that the person provides the necessary details on 
the InducƟon Form (Appendix B), and then files the form in the folder provided. Blank forms are also 
available in the folder and on the CRM office computer.  

Should a person on-site request that they review their emergency contact details, the Site Supervisor 
should obtain the person’s paperwork so that they can check it. Once the paperwork has been 
checked or updated on the exisƟng form, it must be returned to the folder  

D4 Personal ProtecƟve Equipment (PPE)  
PPE requirements vary between site zones and types of work.  

As a minimum, any person working on the site in any zone is required to have the following PPE:  

• A Hi-Vis vest (or similar work wear);  
• work gloves appropriate to task;  
• enclosed footwear according to task, as below; and  
• sun protecƟon headwear in summer months.  

D.4.1 Footwear by Task  
For most tasks undertaken by workers at the CRM, Safety Boots / Footwear with toe protecƟon is the 
minimum requirement.  

Where workers are only engaged in administraƟve, cleaning or other nonmechanical duƟes AND 
these duƟes are being performed in the Visitor Centre / Plaƞorm / BBQ and Garden area the 
minimum footwear requirement is relaxed to “sturdy enclosed footwear”.  

This relaxaƟon does NOT apply to any construcƟon work or to the use of ANY power tools (including 
gardening power tools) used in this area.  

  
D.4.2 Task Specific PPE   
You must wear PPE which is appropriate for your job such as  
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• eye and/or face protecƟon;  
• hearing protecƟon;  
• safety helmets (“hard hats”); and  
• Respiratory protecƟve devices.  

Qualified workers undertaking Rail Safety Work should follow the requirements outlined in the CRM 
Safety Management System.  

D5 Driving a Motor Vehicle on the CRM site  
All volunteers are required to minimise the amount of driving that is done on the CRM site.   

Anyone who does drive on the CRM site is required to:  

• Travel at a safe, reasonable distance away from other people who may be on-site;  
• Travel at a slow speed and never more than 10km/h; and   
• Ensure that all gates, barriers and other warning devices that may be moved for the vehicle 

are returned aŌer the vehicle’s movement.  
• Not take a vehicle into the Public zone during public open days except in an emergency.  

D6 OperaƟon of the forkliŌ 
CRM owns a ForkForce forkliŌ for use around the site. Consistent with ACT regulaƟon the forkliŌ may 
only be used by members who hold a current forkliŌ operator licence.  Any members who hold a 
licence are to provide a copy of the licence for the hard copy file held in the office, to be available for 
any audit by a regulator. 

The operator must observe the speed limit within the CRM yard. When moving a large or awkward 
load, the forkliŌ operator is to be accompanied by a spoƩer to assist in safely moving around the 
yard and avoid any fixed structures, power lines, fences or rail vehicles and importantly for the safety 
of workers moving around the site. 

A forkliŌ cage has been purchased. Any member working at height within the cage must be wearing 
a harness (available from the office). Only two people are permiƩed in the cage at any one Ɵme.  

D7 Bullying  
CRM seeks to provide all volunteers with a safe work environment where they are not subjected to 
bullying.   

Bullying is repeated, unreasonable behaviour directed towards another person or group of persons 
that creates a risk to health and safety.  

Bullying behaviour refers to behaviour that a reasonable person, having regard for the circumstances, 
would see as vicƟmising, humiliaƟng, undermining or threatening. Bullying includes intenƟonal and 
unintenƟonal as well as overt and covert bullying behaviours.  

Anyone who believes they have been bullied should raise it with the Site Supervisor. If the Site 
Supervisor is believed to be the one engaging in bullying, the Chair of the Board of Directors should 
be noƟfied. If the Site Supervisor is also the Chair, contact should be made with another member of 
the Board of Directors.  

All complaints of bullying are to be invesƟgated. Those found to have been bullying others will be 
subject to disciplinary acƟon including a warning, or having their membership suspended or 
cancelled as detailed in the CRM Code of Conduct.   
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D8 FaƟgue  
No person may arrive on-site if they are Ɵred or faƟgued and unable to conduct the acƟvity they are 
to perform in a safe manner.  

If a person becomes faƟgued during the day they should stop and only recommence when they are 
fit to perform the acƟvity.  

The Board of Directors assists in the management of faƟgue by authorising opening of the site only 
on certain days and hours. If required, a risk assessment will be conducted using the FaƟgue 
guidance from Safe Work Australia if there are major changes to opening hours or work duƟes that 
impact faƟgue.  

D9 Drugs and Alcohol  
The CRM is an Alcohol-Free site. All volunteers must aƩend the CRM site fit to perform the acƟviƟes 
of the day. This means volunteers must not be under the influence of drugs (including legal 
drugs/medicine) or alcohol.  

Any person who suspects another volunteer is not fit to perform the acƟviƟes of the day should 
inform the Site Supervisor.  

If a person appears to be under the influence of drugs and/or alcohol the Site Supervisor or member 
of the Board of Directors may request the person leave the CRM site.  A person will not be sent off 
the site if there is any concern for his or her condiƟon and safety. In such a situaƟon, the person is to 
be removed from any duty and either a family member called, or taken to a safe place on the site to 
be kept under supervision. 

During days of Rail OperaƟons as required under the Rail Safety NaƟonal Law (RSNL), a rail safety 
worker must not carry out or aƩempt to carry out rail safety work while there is any presence of 
alcohol or a ‘prescribed drug’ in their system.  

D10 Smoking  
Smoking is not permiƩed in the vicinity of buildings and museum exhibits. Any person who wishes to 
smoke must be at least five meters from buildings, rolling stock and exhibits while smoking. This 
includes taking care to be 5m from other persons who are not smoking. 

D11 First Aid Equipment  
There are at least five first aid kits on the CRM site and are indicated on the CRM Emergency Plan 
map contained in document CRM-PLN-RSK-002 and displayed on the WHS noƟceboard. They are 
located:  

• near the sign in locaƟon in the Visitor’s Centre;  
• in the Woodworking Shop;  
• in the carriage shed beside the garden shed  
• at the Fyshwick end of the carriage shed  
• in the locomoƟve shed.   

Snake bite kits are also available at the locaƟons in bold above. A Defibrillator is available in the 
Visitor Centre adjacent to the First Aid kit.   

Any issues with first aid equipment should be raised with the Site Supervisor during normal opening 
hours. The Site Supervisor will pass any issues on to the First Aid Coordinator for invesƟgaƟon. Any 
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issues idenƟfied by the First Aid Coordinator should be raised with the Board of Directors, 
parƟcularly if it requires expenditure.  

Any Site Supervisor who administers first aid must log it in the appropriate first aid logbook.  

All injuries are to be reported using the Injury Report Form available:  

• In the First aid kits;  
• On the WHS noƟceboard 
• On the CRM office computer; and  
• From the site supervisors filing cabinet.  

A sample form is shown in Appendix C  

D12 Scaffolds fixed and mobile  
CRM owns and uses a number of fixed and mobile scaffolds or towers to work safely on carriage 
rooves and other heights.  

Fixed scaffolding is located in the locomoƟve shed, where the scaffold fully surrounds a carriage. 
AŌer it was installed this scaffold was checked by a specialist inspector and all recommendaƟons for 
improvements were implemented. The scaffold is checked every month by one of several members 
with appropriate knowledge, and any problems are recƟfied. A sheet is maintained on the WHS 
noƟceboard in the museum building, to confirm this monthly inspecƟon has been done.   

At the end of the working day the scaffold is to be closed off with a gate. When the scaffold is not 
safe to use, for example when the southern end plug has been removed for moving a carriage in or 
out, the gate at the northern end is to be tagged to make clear that the structure is out of service. 

A second low level fixed scaffold is located in the carriage shed on six road for use on carriage sides. 

A number of mobile scaffolds are also available around the site.  When not in use, these are to be 
screened off at the base to deny public access and climbing by children. These scaffolds must only be 
used on a suitable firm and level surface to ensure they are stable and pose no risk of toppling over.   

D13 Use of ladders 
The safe use of ladders involves selecƟng the right ladder for the job, ensuring the ground surface is 
safe for erecƟng a ladder, the ladder is checked and free from any defects, and the member 
maintains three points of contact of the ladder at any one Ɵme. When the work is finished, the 
ladder is to be returned to storage where it is not available to members of the public. 

The CRM site is large, and while there may be other volunteers working across the site it is possible 
for a member to fall or trip from a ladder without being seen, and the injured person might not be 
found for immediate first aid. CRM members and other workers are not to use ladders when working 
alone.  When working from a ladder members must be within sight of another member or volunteer. 

D14 Electrical Equipment  
All mains supplied plug-in electrical equipment, used on the CRM site, shall be Tagged & Tested by a 
competent person before being used.  

For new equipment, the supplier is deemed responsible for its iniƟal electrical safety. New 
equipment need not be tested but shall be examined for obvious damage. Where deemed compliant 
the owner or responsible person shall ensure it is tagged in accordance with AS/NZS 3760. 
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Equipment found not to be tagged should be brought to the noƟce of the Site Supervisor who will 
make arrangements for it to be tested. If possible, the item should not be used unƟl tagged.  

D15 OperaƟon of chainsaws 
The use of chainsaws on the CRM site is to be closely managed. A chainsaw is an extremely 
dangerous item of equipment that can inflict major injury in an instant. Used without appropriate 
safeguards and safety equipment, handled carelessly or by inexperienced volunteers, there is 
potenƟal for a noƟfiable injury.  

A chainsaw is only to be used on CRM by a volunteer with appropriate chainsaw training. As a 
minimum the volunteer must be wearing hearing protecƟon, eye protecƟon, long trousers and safety 
boots. If available chaps are also to be worn.  

D16 Workers Personal Tools and Equipment  
Workers who bring their personal tools and equipment to the CRM are responsible for the safety and 
appropriate use of their equipment. Any personal equipment must comply with these site 
procedures, where applicable.  

Personal tools or equipment leŌ on site between uses remain solely at the owner’s risk unless:  

•  specific wriƩen arrangements are made with the CRHR Secretary; and • 
 the items are recorded in the CRM Register of Private items stored on site.  

The CRHR Secretary may decline a request to register a private item where risk and / or insurance 
implicaƟon is considered unacceptable.  

Personal Motor Vehicles leŌ on site irrespecƟve of term are always at the owner’s risk and workers 
are advised to look to their personal insurance arrangements if cover / protecƟon is required.  

D17 Asbestos  
Management of any Asbestos risk is covered in the CRM Asbestos Management Plan and associated 
Asbestos Register. Any idenƟfied ACMs have been labelled.  

Contractors doing work on site must be briefed as to the presence of ACM and sign the Contractors 
Sign- In Form contained in the Asbestos Register.  

Any suspected Asbestos idenƟfied should be immediately reported to the Site Supervisor who must 
follow the “Asbestos Unexpected Finds Procedure” as outlined in Appendix “B” of the Asbestos 
Register.   

D18 Confined space entry 
Confined spaces at CRM include boilers and fireboxes of steam locomoƟve 1210 and 3016. Workers 
are not permiƩed to enter these spaces without appropriate training and without compleƟng a risk 
assessment or Safe Working Method Statement. Members with Confined Space entry training are to 
provide a copy of their qualificaƟon for the training register in the office. 

In addiƟon to the above, when a worker is working within a confined space a second person is to be 
present outside in order to provide immediate assistance if the member within the confined space
 gets into difficulty. 
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D19 Management of Deliveries to the Site  
A volunteer who is expecƟng a delivery to the site must ensure that they work with the Site 
Supervisor to minimise the risks to persons on-site and the person making the delivery.  

Depending on the nature of the delivery, and if it is for large or bulky equipment, machinery or plant, 
a risk assessment (in accordance with the Risk Management Procedure) may be required prior to 
delivery .   

D20 Covid 19  
A COVID Safe Plan has been developed and is available on the Safety NoƟce Board and in the WHS 
folder.  AddiƟonal duƟes under the plan have been assigned to the Site Supervisor.  

D21 Incident invesƟgaƟon  
Any safety incident or accident at CRM must be invesƟgated to determine how and why the incident 
occurred, and what preventaƟve acƟon must be taken to ensure the incident does not happen again. 
An invesƟgaƟon is important even if no one was harmed: this is termed a ‘near miss’. The WHS 
Officer will lead the invesƟgaƟon, or if not available then an experienced Site Supervisor or CRHR 
Director. The Incident InvesƟgaƟon form is at Appendix D. 

Every incident invesƟgaƟon is to be presented to the CRHR Board within one month of the incident. 
The Board will review the incident and ensure appropriate acƟons are taken to remove or reduce the 
hazard. This may involve expenditure decisions to address the risk of the incident recurring. 

 D21.1. NoƟfiable Incident  
 Under the WHS Act 2011 a noƟfiable accident is one that results in death, serious injury or illness, 

includes a dangerous incident or a sexual assault incident (or a suspected incident). As a guide, if 
an injury or illness requires admission to hospital then ACT Worksafe should be contacted as soon 
as possible.  

 During business hours contact 13 22 81 
 AŌer hours contact 0419120028 

The ACT Worksafe form for a NoƟfiable Incident must be completed.   NoƟfiable-Incident-Report-
Form-Word.pdf (act.gov.au)  The form on the ACT Worksafe site must be used to ensure you are 
using the latest version with any recent updates. 

It is important that the site of a noƟfiable incident is preserved as far as possible, without Ɵdying or 
cleaning up, to allow ACT Worksafe to complete an invesƟgaƟon.  

 

Part E - AddiƟonal Requirements during Rail OperaƟons.   
Specific requirements for Rail OperaƟons within the Canberra Railway Museum are subject to 
agreement by our contracted Rail Infrastructure Manager (RIM) and the applicable Rail Transport  
Operator conducƟng the movement. These are detailed in OperaƟng Canberra Railway Museum 
Sidings document (CFAP WOI RSK 019) and further outlined in the CRM DraŌ Safety Management 
System. Rather than maintaining this content in two different instrucƟons or management 
documents, the following content is removed from the WHS Policy and Procedures. 
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Appendix A – WHS SuggesƟon Form  
  

CANBERRA RAILWAY MUSEUM  
2 Geijera Place, Kingston ACT  

  

Work, Health and Safety (WHS) SuggesƟon Form  

Anyone may use this form to make a WHS suggesƟon through the WHS SuggesƟon Box  

WHS SuggesƟon SecƟon  

Name of Person Making SuggesƟon:  

Contact Details (Telephone & Email):  

Date SuggesƟon Lodged:  

Nature of SuggesƟon:  

  

  

  

  

WHS Coordinator SecƟon  

WHS SuggesƟon Number:  Date Logged:  Date closed:  

Details of invesƟgaƟon conducted:   

   

   

RecommendaƟons:   

   

Date submiƩed to Board:  Agreed / Not Agreed / Other decision  

Board Comments:   
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Appendix B – InducƟon Acknowledgement  
   

CANBERRA RAILWAY MUSEUM  
2 Geijera Place, Kingston ACT  

    

Acknowledgement of InducƟon to Kingston Site 
  

I, .......................................................................................................................................................  

acknowledge that I have been inducted into the Canberra Railway Museum Kingston Site and will 
follow all Work Health and Safety Policies and Procedures.  

Signed: ................................................................................   

Dated:   /  /     

Name of Site Supervisor: ..................................................................................  
Signature of Site Supervisor: .............................................................................   

Worker’s Emergency Contact Details  

Mobile or Home Phone Number:  

Name of Alternate Contact:  

Phone number of Alternate Contact:  

Workers Medical MaƩers DeclaraƟon (Voluntary)  

Those with medical issues who consider it best to disclose them in case of a need of treatment 
may record them here if desired.  
  
 ..............................................................................................................................................................  

 ..............................................................................................................................................................  

 ..............................................................................................................................................................  

 ..............................................................................................................................................................  

 ..............................................................................................................................................................  

 ..............................................................................................................................................................  

..............................................................................................................................................................   
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Appendix C – Injury Report Form  
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Appendix D  – WHS InvesƟgaƟon Form  
  

CANBERRA RAILWAY MUSEUM  
2 Geijera Place, Kingston ACT  

  

Work, Health and Safety InvesƟgaƟon Form  
Used to document the conduct of an internal invesƟgaƟon following an accident or near miss. 
When completed this form must be submiƩed to the CRHR Board for consideraƟon and acƟon as 
appropriate. 

Accident/incident/near miss:  Describe what happened, where, who was involved, who witnessed, 
weather and/or lighƟng condiƟons 
 
 
 
 

Date and Ɵme of accident/incident/near miss:  

Nature of injury ? 
 

What acƟon was taken – first aid ? 
 

Ambulance called:    YES / NO 

Injured person went to hospital?  YES / NO 
Note: if the injured person was admiƩed to hospital you must noƟfy ACT Worksafe :  
132281 during business hours  or 0419120028 aŌer hours 

 

 Name (compleƟng the form) 

 Site Supervisor Name and comment 
 
 

  

WHS Coordinator SecƟon  

WHS InvesƟgaƟon Number:  Date Logged:  Date closed:  

Details of invesƟgaƟon conducted:  
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 Remedial acƟon idenƟfied 
 

 

Any cost for acƟon to prevent recurrence?  

RecommendaƟons for CRHR Board:  
 

 

Date taken to Board Agreed / Not Agreed / Other decision  

Board Comments:   
 
 

Date remedial acƟon completed 
 
  

  



 

CRM-POL-WHS-001 CRM Site Policy and Procedures v 3.1    Page 24 of 24  
  

 

Appendix  E – Site Map  

 

  

Gate “A”   

Gate “C”   

Gate “D”   


