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1. Introduction 
Save Our Waterways Now (SOWN) is a community and environment organisation.  

 

1.1 About SOWN 
SOWN is a community catchment 
organisation working to restore the habitats 
of creeks and waterways in the catchments 
of Enoggera, Ithaca and Fish Creeks in 
Brisbane’s north and west.  

This Brisbane-based organisation supports 
over 300 volunteer members across some 
thirty Bushcare groups and nursery 
volunteers. The Nursery is open to members 
only on Wednesday and Saturday mornings.  

The SOWN nursery is located at: 57 Paten 
Road in The Gap. 

SOWN is an incorporated organisation and 
is supported with an executive committee 
that facilitates administrative, financial and 
project management duties for SOWN 
members and the greater local communities.  

To successfully conduct our nursery and 
bushcare activities, SOWN has strong 
working partnerships with Brisbane City 
Council, other partner organisations and the 
community. 

1.2 Valuing Safety 
SOWN recognises the health, safety and 
wellbeing of our volunteers is integral to the 
work we do.  

A strong and positive safety culture will 
underpin our activities that work towards 
shaping a healthy environment and 

sustainable community. The basis of this 
culture will recognise safety as a core value 
to drive personal safety and the safety of 
others. 

Effective safety management will be 
achieved by working together to meet our 
health and safety obligations. Overarching 
safety documentation and practices will 
support groups and encourage individual 
responsibility for health and safety. 

1.3 About this Manual 
This Manual has been developed as part of 
the SOWN help and safety management system 
(Figure 1).  

This will provide a set of procedures and safe 
work instructions for guidance to support the 
SOWN community in achieving our 
collective health and safety responsibilities. 

This Manual adresses health and safety in 
our key activities: 

• Nursery operation 

• SOWN-led bushcare activities 

• Administrative duties 

• Community Events 

In addition to this Manual are records for 
inductions, inspections, risk assessments, 
signing in sheets and training (see 
Appendices).
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Figure 1. Structure of SOWN Health and Safety Management System 
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2. Health and Safety Responsibilities 
SOWN has common law obligations in relation to the activities we undertake and facilitate. It is 
expected, so far as practicable, that we create a safe working environment to protect the health 
and safety of all our members and participants in carrying our SOWN activities and events. 
 

2.1 Office bearers and 
committee 

Office bearers and/or executive committee 
members of   SOWN have a responsibility to 
ensure that the organisation has in place 
suitable risk prevention measures as well as 
complying with the Queensland Work Health 
and Safety Act 2011 and associated 
legislation.  

As part of the organisations structure, it is 
recommended that a delegated person/s be 
responsible for the coordination of and record 
keeping of this health and safety manual and 
associated procedures and records.   

2.2 Group leaders and teams 
Team leaders or groups leaders are persons 
that lead nursery activities, Bushcare 
activities or community events. Leaders must 
ensure they provide a safe working 
environment to prevent risk or injury to any 
person/s involved in SOWN activities.  

When hosting SOWN events, members must 
be sure to protect the health and safety of all 
participants. 

Leaders should ensure all participants are 
signed in as a registered participant and are 
provided with an introduction to the 
activity/worksite, be familiarised with the 
worksite emergency response plan, and 
understand the risk assessment process 
pertaining to the activity/worksite.  

When conducting Bushcare activities for 
Habitat Brisbane sites, leaders should also 
follow health and safety requirements set by 
Brisbane City Council. 

2.3 SOWN members 
Each SOWN member has a responsibility to 
comply with the relevant SOWN health and 
safety policies and procedures applicable to 
the organisation of which they are a member. 

Financial members of SOWN have a 
responsibility to themselves, other members 
and all other participants when at the SOWN 
nursery or SOWN activities. A member’s 
personal conduct must not create potential to 
harm or increase the likelihood of an 
accident or injury to either themselves or 
others at any SOWN worksite/activity. 

2.4 Community volunteers 
and participants 

Many SOWN events and activities are 
attended by volunteers and participants from 
the wider community. This volunteer and 
community support is critical aspect to the 
success of SOWN. 

When entering a SOWN worksite to 
participate in a formal SOWN event or 
activity, all participants must be signed in as 
a registered participant. 

All participants must be provided with an 
introduction to the activity/worksite, be 
familiar with the worksite emergency 
response plan, and understand the risk 
assessment process pertaining to the 
activity/worksite. If relevant they should also 
be familiarised with Safe Work Instructions. 

Operation and usage of any equipment 
should be carried out by a qualified, trained 
or experienced operator

. 
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3. General Safety Procedures to minimise risk 
This section provides guidance on general safety procedures to be put in place for a safe working 
environment that are applicable to our nursery activities, SOWN-led bushcare activities and 
events. Additional guidance to undertake specific activities are covered in the following section 
(see Section 5). 
 
General Safety Procedures have been developed for key activities at SOWN - the nursery, 
SOWN-led bushcare and events. Table 1 lists the relevant Safety Procedures against the key 
activities. 
 

Table 1. Safety Procedures relevant to the SOWN Nursery, SOWN-led bushcare activities and events. 

SOWN Safety Procedures SOWN  
Nursery 

SOWN-led 
Bushcare 

SOWN 
Events 

Welcoming New Members 
Work Inductions ü ü ü 
Personnel Protection Equipment ü ü ü 
Hygiene ü ü ü 
Checking & Preparing Site Conditions 
Worksite Inspections ü ü ü 
Hazard Identification and Risk 
Assessments  

ü ü ü 

First Aid ü ü ü 
Fire Extinguishers ü ü ü 
Amenities ü ü ü 
Housekeeping  ü ü ü 
Chemical Management ü ü ü 
Electrical equipment ü ü ü 
Tools, Plants & Equipment ü ü ü 
Incident Reporting & Emergency Preparedness 
Incident & Injury Reporting ü ü ü 
Emergency Planning ü ü ü 
Behaviours, Bullying & Harassment  ü ü ü 
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3.1 Welcoming / Inducting New Members: 
With a member base of over 300 volunteers that changes and evolves, it is critical to ensure 
members are welcomed and introduced to SOWN activities to ensure their health and safety.  

3.1.1 Worksite Inductions 
All persons participating in SOWN activities must be inducted to the worksite. This ensures that 
effective and consistent communication of site safety requirements and other general information 
is conveyed. The level of induction will vary depending on the complexity of the activity, however 
the following items should be considered as minimum induction requirements: 

• Introduction to key personnel 
• Site tour to identify key areas 
• Signing in protocols 
• Protective clothing requirements (if applicable to the task) 
• Hygiene and COVID measures  
• Emergency evacuation locations 
• First aid equipment 
• Fire fighting equipment ((if applicable) 
• Chemicals register (if applicable) 
• Location of Health and Safety Manual 
• Amenities 
• Storage (if applicable) 
• Housekeeping expectations  

Nursery induction checklists are provided in Appendix A. Annual training sessions may also be 
provided.  

Bushcare and nursery induction information sheets are provided in Appendix B, which may be 
especially useful for Saturday nursery crews and new Bushcare volunteers. 

3.1.2 Personal Protective Equipment 
Personal Protection Equipment (PPE) refers to the protective clothing and equipment required 
to minimise exposure to volunteers. Some minimum requirements should include: 

• Sunscreen 
• Insect repellent 
• Hat 
• Boots and or suitable closed in footwear for the task being performed 
• Gloves 

Additional PPE requirement such as safety glasses and high visibility clothing may be required 
for specialise activities and working near roadways.  

3.1.3 Hygiene  
In the face of ongoing management of the COVID pandemic, hygiene measures will be in place , 
including: 

• Hand washing facilities (for the nursery). 
• Hand sanitiser available. 
• Personnel gloves. 
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• Additional measure such as social distancing and masks shall be adhered to as per 
Queensland Health directives. 

3.2 Checking and preparing site conditions 
 
3.2.1 Worksite Inspections 
SOWN worksites, namely the nursery and SOWN bushcare sites shall be inspected by the group 
leader or designated person/s. The worksite should be inspected as far as reasonable practicable 
for health and safety hazards.  

Leaders and/or designated person/s shall ensure the following is in place: 

• Sign in Sheets 
• Hand sanitiser 
• Sunscreen 
• Insect repellent 
• Amenities (as applicable) 
• Access to tools and equipment as required 
• Good housekeeping – ensure accessways are clear of obstacles 
• Identify key hazards eg. uneven surfaces, damaged equipment  

As a dedicated facility to the public and regular volunteers, the nursery shall undertake a health 
and safety inspection regularly or at least once annually in its entirety. This checklist is provided 
in Appendix C. 

3.2.2 Hazard Identification & Risk Assessments 
All activities (nursery, Bushcare and events) are to have a formal documented risk assessment 
in place prior to commencement of the activity.  

The purpose of this process is to identify tasks  that have the potential to cause harm to 
participants, and others in the vicinity of the activity, and to implement control measures to 
minimise the risk of injury. These items are to be recorded in the ‘Risk Assessment’ form, which 
shall be maintained on-site. 

The Risk Assessment template is provided in Appendix C. 

3.2.3 First Aid  
It is recommended that the SOWN nursery and bushcare groups be equipped with a First Aid kit. 
All participants are to be informed of the kits location. 

A St John’s outdoor first aid kit - type 605501 or equivalent is deemed suitable for Landcare related 
activities. 

It is also recommended that a nominated person or persons at SOWN activities have at least basic 
First Aid qualifications. 

3.2.4 Fire Extinguishers  
An appropriate fire extinguisher should be available at the SOWN nursery. The extinguisher is to 
be serviced and maintained in accordance with AS1851. 

For bushcare activities, additional fire risks that may be associated with the work shall be 
identified in times when high fire danger and total fire bans are in place, particularly when working 
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adjacent to heavily forested areas.  

Notification to the local fire brigade may also be  advisable in some cases. 

3.2.5 Amenities 
Amenities such and had washing and toilet facilities should be available or the known locations 
of the nearest facilities informed to all participants prior to the commencement of the activity.  

3.2.6 Housekeeping 
Housekeeping is often an underrated yet critical element to ensure health and safety of 
volunteers. Good housekeeping creates a safe working environment and encourages safe work 
behaviours and pride in the worksite. 

Good housekeeping includes: 

• Keep accessways and floors clear 
• Ensure floor covering or ground condition are in good condition and present even surfaces 
• Ensure tools are cleaned and kept in good working order 
• Ensure items are stored in an orderly to prevent falling objects  
• Ensure there are no leaks or spills present 
• Ensure items and chemicals are labelled  

3.2.7 Chemical Management 
Material Safety Data Sheets (MSDS) must be obtained for all chemicals being used as part of 
SOWN activities. Where a chemical is recorded, on the MSDS, as a ‘hazardous substance’ or 
placarded as ‘dangerous goods’ this information must be included on the activity risk assessment 
and appropriate controls implemented. 

All storage and use of chemicals (including the use of PPE) will be in accordance with the MSDS 
and substances will be stored in their original containers with the label intact at all times. 

3.2.8 Electrical Equipment 
All portable electrical appliances (i.e. tools, extension leads etc) will be maintained (i.e. ‘tagged 
and tested’) in accordance with the requirements of AS/NZS 3760. 

3.2.9 Tools, Plant & Equipment 
Tool, plant and equipment including static (stationery) and mobile plant  can be hazardous to 
workplace safety. In order to comply with health and safety legislation, all plant and equipment 
brought onto SOWN activity sites are to be registered (where appropriate), have up to date log 
books and are  to be operated only by persons with appropriate training/licensing/ticket. Plant 
information is to be included on the site risk assessment with appropriate control measures 
implemented. 

Where plant and equipment is hired the same health and safety requirements as those specified 
above are to be adhered to.  
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3.3 Incident Reporting & Emergency Preparedness  
 
3.3.1 Incident and Injury Reporting 
All injures/incidents/accidents/near misses are to be reported to the relevant activity / event leader 
to ensure prompt treatment and/or  corrective action. These issues are to be formally documented 
on the ‘Incident Report’ form and forwarded, for further action, to the SOWN President or 
Committee member. 

3.3.2 Emergency Planning  
An emergency response plan must be developed for the SOWN nursery and SOWN Bushcare sites.  

This should include nominating a health and safety leader that will: 

• Muster participants to the designated emergency assembly location. 
• Have the sign in sheets to account for all participants. 
• have a functioning communication device to contact emergency services if required.  
• have available emergency contact numbers 
• be able to identify the location of the emergency assembly area if required for emergency 
services.  

3.3.3 Behaviours, Bullying and Harassment 
Everyone is entitled to a positive workplace free from intimidation, ridicule and harassment and 
every person has   a responsibility to maintain that environment. Incidents of bullying and 
harassment should be to be reported to the relevant activity / event leader to ensure prompt 
corrective action. If unresolved, such incident should be formally reported and forwarded, for 
further action, to the SOWN President or Committee member. Such incidents will be managed 
discreetly and confidentially as reasonably practicable. 
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4. Key Activities and Safe Work Instructions 
Safe Work Instructions (SWIs) have been developed for key activities at SOWN - the nursery, 
SOWN-led bushcare and events. Table 2 lists the relevant SWIs against the key activities. 

Table 2. Safe Work Instructions relevant to the SOWN Nursery, SOWN-led bushcare activities and events. 
Safe Work Instructions Nursery Bushcare Events 
Preparing for the weather 
Inclement weather & forecasting ü ü ü 
Working in Hot Conditions ü ü ü 
Working in Cold Conditions ü ü ü 
Working Alone, in the dark or near water 
Working Alone  ü  
Working near Water  ü ü 
Working in the Dark  ü ü 
Working with plants, soil & mulch 
Seed Collection ü   
Plant Propagation ü   
Tree Planting   ü ü 
Weeding  ü ü 
Surveying & Data Collections  ü  
Soil Borne Diseases & Infactions ü ü ü 
Mulching   ü ü 
Manual Handling, Working at Heights, Slips, Trips and Falls  
Manual Handling ü ü ü 
Working at Heights ü   
Slips, Trips and Falls ü ü ü 
Using Tools, Plants & Equipment 
Using Swinging Tools  ü ü 
Using a Cane Knife or Sharp Implements ü ü ü 
Using the Tube Cleaner Machine ü   
Using Power tools  ü  
Working with / near Power Augers  ü  
Working with / near Chainsaws  ü  
Working with / near Brushcutters  ü  
Using Chemicals 
Using Chemicals ü ü  
Working near trafficable areas 
Working near Roadsides & Footpaths ü ü ü 
Tick, Spider & Snake Interactions 
Working with / near Animals ü ü ü 
Working in Tick Habitat  ü ü 
Working in Snake Habitat ü ü ü 
Bites & Stings ü ü ü 
Handling Waste 
Litter Collection ü ü ü 
Collecting Sharps  ü  
Working with the public, schools and corporate groups 
Working with the public ü ü ü 
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4.1 Preparing for the Weather  
 
4.1.1 Inclement Weather and Forecasting 
Associated Risks 
Exposure to severe weather conditions such as wind, rain, lightning and hail. 
Safe Work Instructions  

• Prior to the commence of SOWN activities, check weather forecast for reputable sources 
such as Bureau of Meteorology.  

• Consideration should be given to severe weather warnings, forecasts and the rain radar. 

• Activities should not proceed if severe weather is forecasted. 

• Should weather conditions change while activities are underway, protection and shelter 
should be found as soon as possible until the weather conditions pass.  

4.1.2 Working in Hot Conditions 
Associated Risks 
Dehydration; heat exhaustion; sunstroke; sunburn; skin cancer; cramps; skin irritation; falls or 
tool use injuries associated with fatigue. 
Safe Work Instructions  

• Maintain hydration by providing regular drink break and access to drinking water where 
appropriate. 

• Provide sheltered areas or prioritise working in shaded areas. 

• Schedule work to avoid heavy exertion during the most intense heat of the day. 

• Reinforce the need for long trousers and long sleeves, broad brimmed-hats and 
sunglasses. 

• Provide and encourage the regular use of a minimum SPF 30 sunscreen on any 
exposed skin. 

• Closely monitor participants for signs of fatigue, particularly those who are less fit, 
inexperienced or unacclimatised. 

4.1.3 Working in Cold Conditions 
Associated Risks 
Hypothermia; dehydration as a result of excessive perspiration under heavy clothing; loss of 
dexterity and fine motor functioning leading to reduced tool control. 
Safe Work Instructions  

• Ensure breaks and access to food and fluids, including warm drinks, if possible. 

• Prioritise activities that will encourage warming up. 

• Rotate tasks to avoid prolonged exposure. 

• Identify shelter area and use this during periods of inactivity eg: breaks or extreme 
conditions. Structure work to avoid the coldest times of the day. 

• Encourage participants to wear layered clothing that enables them to adjust their body 
temperature according to weather conditions and activity level. 

• Wear a warm hat (the head is a major heat loss area). 
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4.2 Working Alone, Working near Water and Working in the Dark 
 
4.2.1 Working Alone  
Associated Risks 
Trips and falls; exposure to cold/heat; becoming lost; bites and stings; not being contactable 
Safe Work Instructions  

• Work with 2 or more volunteers where possible and always work within view of others.  

• If you are working alone work within view of others if possible (i.e. other park/reserve 
users/public).  

• If you plan to work alone, inform a family member, friend, or housemate where you will be 
and when you plan to return.  

• Keep a charged mobile phone on you at all times.  

• When working alone, take extra care and avoid strenuous activities, steep/slippery areas 
and dense thickets of bush. 

4.2.2 Working near Water 
Associated Risks 
Drowning; risks associated with water/wetland habitat eg. crocodiles, mosquitoes, snakes; 
illness arising from water borne disease or pollution; exposure to cold winds; sun glare and 
ultraviolet reflection. 
(See also Bites and Stings, Working in Hot/Cold Conditions, Working in Snake Habitat.) 
Safe Work Instructions  

• Maintain a safe distance between participants and water that is deemed dangerous 
because of depth, current, murkiness, turbulence, difficulty of escape etc. 

• Refrain from working on steep, slippery or unstable banks. 

• Fence, flag or tape off high risk areas. 

• Identify non-swimmers and ensure that they are deployed away from higher risk areas. 

• Where there is an inadvertent possibility of the need to rescue someone from the water, 
ensure there are rescue aids readily accessible eg. rope, long pole, flotation device. 
Where there is a current, these aids must be positioned downstream of the most likely 
entry point. 

• Formulate an emergency response plan that is based on non-contact rescue strategies. 

• Do not facilitate recreational swimming unless in a supervised and/or controlled area. 

• Encourage participants to have adequate spare, dry socks. 

• Provide adequate washing facilities eg. soap and clean water. 
 
 
 
 
 



  

P A G E  | 14 

 

4.2.3 Working in the Dark 
Associated Risks 
Trips and falls; spike injury; exposure to cold; becoming lost; bites and stings. 
Safe Work Instructions  

• Check that no person has a physical or psychological problem that renders them 
unsuitable for working in the dark. 

• Check that each person has a reliable torch. 

• Advise all participants to have ample, layered clothing. 

• Check that work area boundaries are understood and meeting point is known. 

• Work in pairs as a minimum group size; establish a ‘buddy’ system. 

• If possible, during daylight hours inspect the site and remove or clearly mark trip hazards 
or other hazardous areas. 

• Provide each person with a whistle and ensure that each person knows that three long 
blasts is the standard emergency/distress signal. 

• Avoid rough or slippery areas. 

• Minimise the number, weight and bulk of items to be carried. 

• Wear high visibility vests. 



  

P A G E  | 15 

 

4.3 Working with Plants, Soils and Mulch 
 
4.3.1 Seed Collection 
Associated Risks 

Cuts and scratches to body, face and eyes; hay fever and asthma; postural and overuse muscle 
strains; ground level trips and falls; falls from trees or ladders; impact injuries from objects falling 
from overhead; bites and stings; passing traffic; exposure to variable weather conditions. 

(See also Working near Roadsides, Working at Heights, Bites and Stings, Working in Hot/ Cold 
Conditions, Manual Handling, Soil Borne Diseases and Infections.) 

Safe Work Instructions  

• Rotate tasks to guard against postural or overuse injuries, even if participants are not 
experiencing discomfort. 

• Maintain a safe working distance between participants. 

• Explain and demonstrate how to carry, put down and store the tools giving consideration to 
both the user and any third party. 

• Check that no participants are working directly beneath other participants. 

• Wear appropriate PPE eg. glasses, gloves, hard hats. 

• Minimise the distances over which seed stock needs to be carried. 

4.3.2 Plant Propagation 
Associated Risks 

Muscle aches and strains from overuse or unnatural posture; hand injuries; eye injuries; soil borne 
disease. 

(See also Soil Borne Diseases and Infections, Working in Hot/Cold Conditions; Manual Handling.) 

Safe Work Instructions  

• Avoid prolonged standing on hard surfaces. 

• Have eye protection available, and use as required. 

• Rotate tasks, even if participants are not experiencing discomfort. 

• Take regular breaks for stretching and gentle exercise. 

• Provide adequate washing facilities. 

• Wear gloves when handling soil. 

4.3.3 Tree Planting 
Associated Risks 

Hand and knee spike injuries; tool impact injuries to feet and hands; soil borne infections; muscle 
strain from bending, posture; soft tissue overuse injuries. 

(See also Bites and Stings; Slips, Trips and Falls; Using Swinging Tools, Working in Hot/ Cold 
Conditions, Manual Handling, Soil Borne Diseases and Infections.) 

Safe Work Instructions  

• Wear gloves when handling soil, and additional PPE as necessary. 



  

P A G E  | 16 

 

• Conduct a visual inspection of the site, and remove potential risks such as broken glass, 
wire etc. 

• Use kneeling mats or padding if there is a danger of spike injuries from glass, stones etc. 

• Rotate tasks, even if participants are not experiencing discomfort. 

• Take regular breaks and encourage gentle stretching. 

• Provide adequate hand washing facilities. 

• Maintain a safe working space between participants. 

4.3.4 Weeding 
Associated Risks  

Spikes and scratches to face and eyes; spike injuries to hands; back and shoulder strains; 
exposure to chemicals; laceration or impact injuries from cutting tools; hay fever and asthma. 

(See also Bites and Stings; Manual Handling; Working with Chemicals; Using Swinging Tools; 
Soil Borne Diseases and Infections; Working in Snake Habitat) 

Safe Work Instructions  

• Wear eye protection where potential for eye injury is identified. 

• Chemical splashes and grass or twig spikes to eyes, are common weeding injuries. 

• Wear gloves whenever hands are working at ground level. 

• Demonstrate and encourage warm up stretches. 

• Comply with all SDS directions if using chemicals. 

• Maintain a safe working space between participants. 

• Provide adequate washing facilities. 

4.3.5 Surveying & Data Collection 
Associated Risks 

Exposure to weather; becoming lost; hay fever and asthma; being unable to communicate in the 
event of an emergency. 

(See also Bites and Stings; Working in Hot/Cold Conditions, Working in Snake Habitat.) 

Safe Work Instructions  

• Ensure that all participants know the boundaries of the survey area and remain within 
them at all times.  

• Set times at which teams must return or report to the Project Manager. 

• Wear boots that are suitable for walking, and sufficiently sturdy for the terrain. 

• Instruct that any participant who becomes lost should find the nearest shelter and remain 
there while using an agreed distress signal eg. three whistle blasts. 

• Ensure that all participants have means of communicating an emergency signal (eg: 
whistle, radios) and fully understand the signals to be used if required. 

• If the survey involves collecting scats, ensure that this is done hygienically eg. by using 
gloves, tongs etc. 

• Work in pairs as a minimum group size. 
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4.3.6 Soil Borne Diseases & Infections 
Associated Risks 
Soil borne diseases such as Meliodosis in tropical regions; infection of existing wounds; gastric 
infections; respiratory complaints eg. asthma. 
Safe Work Instructions  

• Prior to project commencement, check with local health authorities if there are known 
soil borne diseases in the project area (eg: Meliodosis in tropical Australia). 

• Identify any participant in higher risk categories (diabetics, lung or kidney disease or any 
open cuts or sores) and deploy them on an alternate task. 

• Avoid skin contact with wet soil or muddy water, by restructuring the task or by using 
impervious PPE. 

• Cover any minor cuts or scratches. 

• Avoid activities that produce dust. 

• Wear appropriate PPE eg. glasses, respirators, gloves. 

• Provide adequate washing facilities and ensure participants wash thoroughly before 
eating or drinking 

4.3.7 Mulching 
Associated Risks 
Foot impact injuries; back and shoulder strains (see Manual Handling); hand injuries; foreign 
particles in eyes: dust which may cause eye and respiratory irritation or asthma; skin irritation. 
(See also Slips, Trips and Falls; Soil Borne Diseases and Infections.) 
Safe Work Instructions  

• Explain and demonstrate wheelbarrow loading and use. 

• Explain and demonstrate correct techniques for using a rake. 

• Explain and demonstrate correct use of fork/shovel. 

• Explain and demonstrate how to carry, put down and store the tools, giving 
consideration to both the users and the general public. 

• Check that all tools are in good repair, and that there are no split handles or loose tool 
heads. 

• Maintain safe working distance of at least 3 metres. 

• So far as possible, clear the area of any trip hazards. 

• Rotate tasks, even if participants are not experiencing discomfort. 

• Ensure that sturdy work boots are worn and that PPE, including glasses, dust masks 
and gloves, is available 
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4.4 Manual Handling, Working at Heights,  and Slips, Trips and 
Falls 

‘Manual Handling’ describes any activity requiring the use of force exerted by a person to lift, 
push, pull, carry or otherwise move or restrain any animate or inanimate object. 

4.4.1 Manual Handling 
Associated Risks 

Injuries resulting from a single event of overexertion, or as a consequence of sustained application 
of force ie: overuse. These injuries are characterised by discomfort or persistent pains in muscles, 
tendons and soft tissues, most commonly in the back, neck, shoulders and wrists. 

Safe Work Instructions  

• Use warm up stretches before commencing manual handling tasks and after breaks. 

• Reduce the amount of manual handling by: 
o restructuring the task; 
o using mechanical aids eg. crowbar; 
o carefully planning the workplace layout; 
o having heavy materials delivered as near as possible to the work site. 

• Set weight limits for lifting that take account of the skill and physical stature of the team 
members. (Do not allow demonstrations of strength.) 

• Reduce the weights lifted or carried, or the force applied, when working on uneven or 
slippery surfaces. 

• Explain and demonstrate proper individual, pair and group lifting techniques. 

• Avoid, or limit the duration of, tasks that require the adoption of biomechanically 
unsound postures eg. slouching or over reaching. 

• Rotate tasks, even if participants are not experiencing discomfort. 

• Check that equipment to be used is appropriate for the tasks to be undertaken and 
properly maintained. 

4.4.2 Working at Heights 
Associated Risks 

Fall related injuries; overuse or posture related strains; impact injuries from falling objects; anxiety 
and fear. 

Safe Work Instructions  

• Wear a fall arrest device (anchored safety harness) and helmet with a chin strap. This is 
mandatory if the fall height exceeds 1.8 metres. 

• Check for electrical power lines before any participant climbs to an elevated work station. 

• Do not allow any worker to work directly under another worker. 

• Place ladders on a non-slip surface, and secure them against movement. 

• Limit the number of participants working at height eg. One person only on a ladder. 

• Secure any tools or equipment being used at height. 
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• Appoint at least one ‘spotter’ whose sole task is to monitor the safety of workers on 
elevated work stations. 

• Take account of the stature, agility and willingness of participants when allocating tasks. 

• Rotate tasks, even if participants are not experiencing discomfort. 

4.4.3 Slips, Trips & Falls 
Associated Risks 

Twist injuries to ankles and knees; impact injuries, especially to backs, legs, hands, wrists, head 
and face. A sprained ankle while not life threatening may present a major evacuation problem at 
a remote location. 

Safe Work Instructions  

• Avoid any obvious hazards such as slippery logs, loose rocks, steep embankments etc. 

• Remove trip hazards from the worksite by filling holes, 

• removing unnecessary objects etc. 

• Flag, or cordon off, immovable trip hazards. 

• Allow at least 2 metres ‘visibility space’ between participants when walking along tracks. 

• Ensure that boots are firmly laced. 

• Exercise additional caution when walking downhill, eg: walk across the slope, have a 
strong leader control walking speed. 

• Avoid carrying heavy, or awkward sized, objects on uneven ground. 

• Identify, and closely supervise, workers with pre- existing back, knee or ankle injuries. 
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4.5 Using Tools, Plant & Equipment 
 
4.5.1 Using Swinging Tools 
Associated Risks 
Impact injuries to feet, legs, hands and head; blisters; back and shoulder strains; foreign 
particles in eyes. 
(See also Manual Handling) 
Safe Work Instructions  

• Ensure that suitable work boots, with reinforced toes, are being worn. 

• Demonstrate and encourage simple warm up stretches before commencement and after 
breaks. 

• Maintain safe working distance of at least 3 metres; for short handled tools (eg: 
hammer), 2 metres. 

• Explain and demonstrate how to use, carry and store tools correctly. 

• Maintain tools in good condition. 

• Establish a firm footing before swinging tools. 

• Rotate tasks even if participants are not experiencing discomfort. 

• Adjust the duration of work periods to take account of the physical capacities of the 
participants. 

• Wear appropriate PPE eg. hard hat, glasses and gloves 

4.5.2 Using a Cane Knife or Sharp Implements 
Associated Risks 
Wrist arm and shoulder sprains, back strain, jarring injuries, cuts to limbs. 
Safe Work Instructions  

• Use only when an alternate tool is not practicable (eg. loppers, hand saws, secateurs or 
similar). 

• Ensure machetes are kept sharp. 

• Team leaders only to sharpen (sharpen away from blade). 

• Ensure handle and wrist strap are securely fastened. 

• Only assign machetes to volunteers who have previously demonstrated high levels of 
responsibility. 

• Allow a maximum of four machetes to be used at any one time. 

• Team Leader to maintain direct supervision. 

• Demonstrate correct use, including appropriate cutting angle (to avoid blade bouncing 
off target) and safe working distance (5 metre buffer zone). 

• Use only for cutting soft vegetation (small branches, vines, grasses etc) not hard wood. 

• Ensure appropriate PPE is worn, including gloves, long pants, sturdy boots and shin 
pads. 

• Rotate tasks or take regular breaks to maintain concentration and reduce repetitive 
strain injury. 
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• Cover blade with a sheath or split hose when not in use, and store in an appropriate 
place. 

4.5.3 Using Tube Cleaning Machine 
Associated Risks 
Electrocution; hand injuries /muscle strains; eye injuries from flying particles; headaches and 
ear damage from excessive noise. 
Safe Work Instructions  

• Explain and demonstrate how to use, carry and store tools correctly. . In particular volunteers 
should be shown how to turn machine on and off  - and to turn off if tubes become stuck. 

• Maintain strict supervision. 

• Use and maintain tools in accordance with manufacturer specifications. 

• Ensure all equipment and lead attachments are positioned in a safe working condition and 
electrical components are protected from water: 
o no broken plugs, sockets or switches; 
o no frayed or damaged leads; 
o emergency shutdown procedures in place; 
o circuit breakers installed; 
o start/stop switches clearly marked, in easy reach of operator; 
o check that protective guards on tools are attached and effective. 

• Check that the participants have hair tied back and clothing tucked in, including drawstrings 
on jackets, hats, etc. 

4.5.4 Using Power Tools 
Associated Risks 
Electrocution; hand and foot injuries; muscle strains associated with lifting or overuse; eye 
injuries from flying particles; headaches and ear damage from excessive noise; dust which may 
trigger respiratory complaints eg. asthma. The use of generators carries further associated risks 
such as manual handling, burns from direct contact or use of explosive fuel. 
Safe Work Instructions  

• Explain and demonstrate how to use, carry and store tools correctly. 

• Maintain strict supervision. 

• Use and maintain tools in accordance with manufacturer specifications. 

• Ensure all equipment and lead attachments are in a safe working condition and 
protected from water: 

o no broken plugs, sockets or switches; 
o no frayed or damaged leads; 
o emergency shutdown procedures in place; 
o circuit breakers installed; 
o start/stop switches clearly marked, in easy reach of operator; 
o check that protective guards on tools are attached and effective. 

• Wear appropriate PPE eg. eye and ear protection, safety boots. 
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• Clear trip hazards from the work site. 

• Position the generator, if used, in a dry, stable location and prevent access to it by 
unauthorised people. 

• Check that the participants have hair tied back and clothing tucked in, including 
drawstrings on jackets, hats, etc. 

4.5.5 Working with/near Power Augers 
Associated Risks 
Noise – damage to hearing, rotational hazard 
– entanglement risk, inhalation of exhaust fumes, muscle strains related to overuse and 
unnatural posture. 
Safe Work Instructions  

• Ensure the operator is properly trained and competent to operate the equipment and is 
of sufficient strength and stature to do so. 

• Ensure the operator knows the proper use of the controls, especially how to engage the 
brake and how to shut down the auger quickly if necessary. 

• Complete a pre-start check of the auger before use; including the condition of the drill 
bit, padding, anti- vibration mountings, exhaust and that the automatic braking system 
and switches are working. 

• Ensure that a 3 metre buffer zone is maintained between the auger and other people. 

• Adhere to all manufacturer specifications for use and maintenance. 

• Keep feet and hands well clear of rotating auger bit. 

• Tuck in loose clothing, keep hat cords behind the neck, tie back long hair or put it down 
the back of the shirt and remove necklaces to avoid entanglement. 

• Engage auger brake when moving between holes and turn off the auger when not in 
use. 

• Rotate tasks to prevent manual handling injury. 

• Wear appropriate PPE, as advised by the manufacturer eg: safety boots, gloves, ear 
protection 

4.5.6 Working with/near Chainsaws 
Associated Risks 
Hand injury; foreign objects in eyes; noise damage tohearing; serious laceration injuries and 
postural or overuse strains. 
(See also Manual Handling; Use of Power Tools.) 
Safe Work Instructions  

• Chainsaws only to be used by licensed operators. 

• Place warning signs at appropriate boundaries of the work area. 

• Wear appropriate PPE eg. hard hat, ear muffs, safety boots, face guards, fellers 
trousers/chaps. 

• Clear other workers and debris from the immediate area of the operator and the fall 
zone. 

• Appoint a ‘spotter’ to guard against any other participant or third party straying into the 
work area. 



  

P A G E  | 23 

 

• Always engage chain brake when not cutting. 

• Start the saw with it resting on the ground. DO NOT DROP START. 

4.5.7 Working with/near Brushcutters 
Associated Risks 
Foreign objects in eyes; noise damage to hearing; serious laceration injuries; muscle strains 
related to overuse and unnatural posture; reduced ability to hear traffic or other hazards. 
(See also Manual Handling; Working near Roadsides) 
Safe Work Instructions  

• Ensure that the operator is of sufficient strength and stature to control the equipment 
safely, and is appropriately qualified. 

• Check general mechanical condition of brushcutter before use. 

• Remove all obstacles (eg: large stones, wire or timber) from the work area, prior to work 
commencing. 

• Adhere to all manufacturer specifications for use and maintenance. 

• Keep all feet and hands well clear of moving parts. 

• Wear appropriate PPE eg: glasses, eye/face protection, safety boots, overalls, ear 
protection. 

• Stop operating the brushcutter if other people are close by. 

• Turn off the brushcutter when not in use or while removing debris. 
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4.6 Using Chemicals 
 
4.6.1 Working with Chemicals 
Associated Risks 
Poisoning; irritation or burning to skin or eyes; loss of respiratory function; back, arm or shoulder 
strains (see Manual Handling). Chemicals may also present a risk of fire or explosion. 
Safe Work Instructions  

• Read and retain the relevant Safety Data Sheet (SDS). 

• Check that there are no leaks in containers, and that spray equipment is operating 
correctly. 

• Wear appropriate PPE as advised on the SDS. Note that the use of certain PPE may 
accelerate the onset of heat stress. 

• Rotate tasks to avoid prolonged periods of exposure. 

• Explain and demonstrate how to use, carry and store correctly. 

• Maintain safe working distance to avoid splash or spray drift contamination. 

• Provide adequate washing facilities as directed by the SDS. 
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4.7 Working near trafficable areas 
 
4.7.1 Working near Roadsides & Footpaths 
Associated Risks 
Exhaust fumes or dust causing eye and respiratory irritation; excessive noise; collision or impact 
injuries; potentially dangerous litter; communication difficulties. 
(See also Litter Collection) 
Safe Work Instructions  

• Eliminate or minimise the need for participants to work near roadsides. 
• Place signs eg: SLOW DOWN, WORKERS NEAR ROADSIDE etc, and/or witches hats 

to indicate to drivers that there are workers ahead. (Note: This should not be done 
without proper training and authorisation by the appropriate roads management 
authority). 

• Wear high visibility vests. 
• Maintain direct and continual supervision. 
• Check that all participants understand the signals to be used, and that the signals are 

clear and unambiguous. 
• Work upwind or out of fume and dust range 
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4.8 Ticks, Spider and Snake Interactions 
 
4.8.1 Working with/near Animals 
Associated Risks 
Bites; scratches; infection; unhygienic environment. 
(See also Manual Handling). 
Safe Work Instructions  

• Provide appropriate animal handling training. 

• Stress that all participants must be alert for unpredictable behaviour by animals. 

• Take into account the physical strength and stature of persons handling particular 
animals/species. 

• Wear appropriate PPE eg: glasses, gloves, long sleeves. 

• Make adequate provision for the maintenance of personal hygiene (eg: clean water and 
soap). 

4.8.2 Working in Tick Habitat 
Associated Risks 
Itching and discomfort, allergic reaction, diseases including tick typhus and spotted fever. 
Safe Work Instructions  

• Prior to project, seek local advice on presence of ticks. (If in plague proportion, 
reconsider whether or not 

• to continue.) 

• Reduce tick access to skin by wearing long trousers (tucked into socks), long sleeved 
shirt (tucked in), broad-brimmed hat (reduces likelihood of ticks from getting into hair or 
down the neck of clothing). 

• If possible, wear light coloured clothing so that any ticks on clothing are more readily 
spotted. 

• Apply repellent containing DEET to exposed skin. 

• Minimise disturbance to vegetation (as this appears to make ticks more active) by 
working for short periods in one location where ticks are a problem. 

• After leaving tick area, have team members check each other for ticks – hair, behind 
ears, back of neck etc. 

• Encourage team members to check themselves fully when showering. 

• If possible, after working in a high tick population area, place clothing in a hot dryer for 
20 minutes 
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4.8.3 Working in Snake Habitat 
Associated Risks 
Bites; fear/phobias; risks arising from emergency evacuation. 
(See also Bites and Stings.) 
Safe Work Instructions  

• Seek local advice regarding the snake risk history of the area. 
• Do not work at the site if the risk cannot be adequately managed. 
• Where practicable, avoid working in known snake habitat during early spring when 

snakes are generally most aggressive. 
• Wear boots, long trousers and thick socks; gaiters may also be advisable in higher risk 

areas. Gloves must be worn when hands may be at risk of being bitten. 
• Do a ‘heavy line walk’ through the area before commencing work, and after breaks. 
• Do not work in a circular or ‘surrounding’ formation that might prevent a snake from 

escaping. 
• Use lifting aids (eg. crowbar) when lifting objects that might hide snakes eg. rocks, logs, 

rubbish etc. 
• If a snake is seen, stay clear and point out its location to nearby workers. 
• Train in, and regularly revise, snakebite first aid. 
• Ensure that the emergency response plan is understood by all participants. 
• In the event of a bite, render first aid, then arrange medical assistance. Remember that, 

in most instances, a high speed dash to hospital gives rise to greater risk than the snake 
bite. 

4.8.4 Bites & Stings 
Associated Risks 
Snake or spider bites; insect stings; stings from marine creatures eg: box jelly fish, stonefish; 
reactions to stinging plants; allergic reactions. 
Safe Work Instructions  

• Ensure that all participants are appropriately dressed eg: long sleeves and trousers, 
sturdy footwear, thick socks. 

• Tuck trousers into socks, and wear gloves, when working in areas where there is a 
known, or suspected, higher risk of spider/insect bites. 

• Provide insect repellent. 
• Redeploy to another task or location, any participants who have known allergies to bites 

or stings. 
• Conduct a visual inspection of the worksite to identify and flag high risk areas eg: ant 

nests, stinging plants. 
• Walk heavily in suspected snake habitat. 
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4.9 Handling Waste 
 
4.9.1 Litter Collection 
Associated Risks 
Hand laceration or spike injuries; bites and stings; injuries related to bending or lifting; spike or 
gastric related infections including hepatitis, AIDS etc. 
(See also Manual Handling; Bites and Stings; Working near Roadsides; Working in Hot/Cold 
Conditions; Working in Snake Habitat.) 
Safe Work Instructions  

• Ensure that adequate washing facilities are available, and are used by participants. 

• Look carefully at litter items or piles that might be a refuge for snakes or spiders. 

• Check objects for spikes or sharp edges. 

• Wear gloves when handling litter; eye protection may also be necessary. 

• Use tongs to pick up any objects that are known, or suspected, to be dangerous eg: 
syringes. 

• Place any syringes in a proper ‘sharps’ container. 

• Maintain a safe working distance to avoid the inadvertent scratching or spiking of other 
participants 

4.9.2 Collecting Sharps 
Associated Risks 
Needlestick injuries; infections including hepatitis, AIDS etc. 
(See also Litter Collection). 
Safe Work Instructions  

• Use tongs to pick up sharps. 

• Wear gloves and sturdy footwear. Eye protection may also be necessary. 

• Determine a search strategy i.e. gain local knowledge of area, conduct a visual 
inspection of the site and flag any sharps for collection, minimise the number of persons 
involved in a search. 

• Rake through known areas of disposal. 

• Maintain a safe working distance to avoid the inadvertent scratching or spiking of other 
participants. 

• Provide soap and water on site. 

• Withdraw team if necessary to allow for professional removal of sharps. 

• Put all sharps in approved sharps containers for disposal. Disposal to be in accordance 
with local health authority/council regulations. 
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4.10 Working with the Public, Schools and Corporate Groups 
 
4.10.1 Working with Schools 
Associated Risks 
Assault of students, allegations of improper behaviour levelled at Group participants, tool or 
equipment injury to students. 
Safe Work Instructions  

§ Do not allow yourself or any volunteer to be alone with a school student or young 
person. 

§ Always try to arrange for the team to have access to a toilet that is not used by the 
students. 

§ Avoid moving a vehicle on school property while students are out of class or in close 
proximity. If the vehicle absolutely must be moved, switch on hazard lights, appoint 
spotters in high visibility vests and drive at a speed no greater than 10kph. 

§ Where possible coordinate breaks for your team with the meal breaks of the school 
students, this reduces the need to manage third parties entering your worksite. 

§ Ensure that tools or personal belongings are not left in unsecured, unsupervised 
areas. 

§ Insist that a teacher remain present if students are to work with or near to the team. 
§ Observe the sign in / sign out procedures required by the school and observe the 

rules, laws and standards that apply to the school grounds, eg. no smoking or wearing 
clothes with offensive slogans or images. 

§ Become familiar with the school’s emergency evacuation plan and muster point. 
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APPENDICIES – FORMS AND CHECKLISTS 



  

P A G E  | 31 

 

APPENDIX A – Induction Checklist 



SOWN Induction Checklist 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 
 

An Induction is an essential component to inducting new volunteers and members to SOWN. 
The main areas to discuss in an induction, include: 

 About SOWN  
 Introduction to health, safety and environmental aspects  
 Introduction to job/role and main tasks 

 
Volunteer name: Role / Area (committee / nursery / bushcare): 

Date of Induction: Person conducting induction: 

Topic Completed Comments 
About SOWN 

About SOWN – community organisation, volunteer based, 
Committee structure, etc 

  

Site tour – Nursery, Bushcare sites, amenities, drinking 
water, hand washing, etc 

  

Health, Safety & Environmental Aspects 

Process to sign in 
  

Protective clothing and equipment (incl. gloves, sunscreen) 
  

Location of H&S Policy and documentation – include 
relevant risk assessments or Safe Work Instructions 

  

Emergency procedures and location of emergency exits, 
assembly areas and emergency equipment 

  

First Aid – location of facilities and identification of first 
aiders 

  

Housekeeping – including proper waste disposal, keeping 
areas free of clutter and rubbish  

  

Process to communicate a safety concern (issue or hazard) or 
report an incident 

  

Training programs relating to WHS 
  

Job / Role  

Work day structure – work hours, morning tea, breaks, etc 
  

Explanation of the job description and work tasks – who to 
buddy up with or call on for help 

  

Known relevant hazards to role – eg. uneven surfaces 
  

Known relevant safe work methods to role – eg. instruction on 
safe use of tools 
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APPENDIX B – Induction Information Sheets 



SOWN Induction Information Sheet - Bushcare 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 
 

A few things for new and returning volunteers and members to SOWN.  

BEFORE YOU START 
 
 
 
 
 
 
 
 
 
 
 
 
WHEN YOU ARE WORKING 
 
 
 
 
 
 
 
 
 
 
 
 
SOME FINAL WORDS 
 

About SOWN 

SOWN is a community organisation working towards regenerating bushlands in the 
catchments of Enoggera, Ithaca and Fish Creeks in Brisbane. 

SOWN supports over 300 volunteer members that are involved in some thirty bushcare groups 
and our nursery operation at Paten Road, The Gap.  

Are you: 

R Signed in 

R Wearing protective clothing – eg. hat, long 
sleeve short, long pants, closed-in shoes, 
gloves  

To note: 

R Gloves, hand sanitiser, mosquito repellent 
and sunscreen are available 

Some Health, Safety and Environmental aspects to remember: 

  

Know the locations of: 

R Toilets   

R Hand washing facilities 

R First Aid Kit 

R Emergency assembly areas 

 

 
 

Remember to: 

R Stay with the group  

R Keep areas free of clutter and rubbish 

R Place rubbish in the correct recycling bins 

R If equipment/tools are damaged – please 
hand them in  

R If you are unsure on what to do or how to 
use a tool – please ask! 

You have the Right to Feel Safe 

R If you feel unsafe – STOP the job 
R If you feel concerned about 

someone else’s safety – 
approach them to find a safer 
way to do the task OR let the 
group leader know 

Communication is key  

  

At SOWN, we believe in creating a safe working environment and are committed to your 
health and safety.  

Your involvement is critical to the propagation of plants to regenerate the Enoggera 

Catchment. We appreciate your efforts to work safely and look out for others.   



SOWN Induction Information Sheet - Nursery 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 
 

A few things for new and returning volunteers and members to SOWN.  

BEFORE YOU START 
 
 
 
 
 
 
 
 
 
 
 
 
 
WHEN YOU ARE WORKING 
 
 
 
 
 
 
 
 
 
 
SOME FINAL WORDS 
 

About SOWN 

SOWN is a community organisation working towards regenerating bushlands in the 
catchments of Enoggera, Ithaca and Fish Creeks in Brisbane. 

SOWN supports over 300 volunteer members that are involved in some thirty bushcare 
groups and our nursery operation at Paten Road, The Gap.  

Are you: 

R Signed in 

R Wearing protective clothing, if needed 
– eg. hat, long sleeve short, long 
pants, closed-in shoes, gloves  

To note: 

R Gloves, hand sanitiser, mosquito 
repellent and sunscreen are available 

  

Some Health, Safety and Environmental aspects to remember: 

  

Do you know the locations of: 

R Toilets   

R Hand washing facilities 

R First Aid Kit 

R Emergency assembly areas 

R Fire Extinguisher 

R Health and Safety Policy 

R Health and Safety documentation 

folder 

 

 
 

Remember to: 

R Keep areas free of clutter and rubbish 

R Place rubbish in the correct bins 

R If something is damaged - report it 

R If you are unsure on what to do or how 
to use something – please ask! 

  

You have the Right to Feel Safe 

R If you feel unsafe – STOP the job 
R If you feel concerned about someone 

else’s safety – approach them to find a 
safer way to do the task OR let the 
group leader know 

Communication is key 

  

At SOWN, we believe in creating a safe working environment and are committed to your 
health and safety.  

Your involvement is critical to the propagation of plants to regenerate the Enoggera 

Catchment. We appreciate your efforts to work safely and look out for others.   
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APPENDIX C – Nursery Health, Safety & Maintenance 
Inspection Checklist 



SOWN Nursery Inspection Checklist 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 
 
 
This Checklist must be completed annually, preferably every 6 months. This checklist refers 
to health, safety and environmental aspects that will also highlight areas for maintenance. 
 

Date of Inspection:  Time of Inspection:  

Inspected by:  
 

DESCRIPTION Yes No Comments 
CARPARK / ENTRANCE AREA TO NURSERY & PAVED SIDE AREA 
1. Surface in acceptable condition (potholes, cracks)     
2. Clear of hazards - spills, rubbish, leaf matter    
3. Portals in good condition    
SITE PERIMETER 
4. Gates in good working order and lockable    
5. Fence in good condition (free of damage, holes)     
6. Fence lines kept clear    
MAIN SHED STRUCTURE 
7. Walls in acceptable condition (free of damage, rust)    
8. Roller doors in good working order and lockable    
9. Concrete slab in acceptable condition (cracks)    
KITCHENETTE AREA 
10. Clean, Tidy & Accessible    
11. Floors free of spills, slip/trip hazards    
12. Drinking water available    
POISONS SHED STRUCTURE 
13. Walls in acceptable condition (free of damage, rust)    
14. Door in good working order and lockable    
15. Concrete slab in acceptable condition (cracks)    
PROPOGATION HOUSE 
16. Walls in acceptable condition (free of damage,    
17. Door in good working order and able to be closed    
COTTAGE (Common User Area, SOWN Room, Toilet) 
18. Clean, Tidy & Accessible    
19. Floors free of spills, slip/trip hazards    
WALKWAYS / ACCESSWAYS 
20. Walkways / accessways clear of obstructions and clean 

(free of spills, slip/trip hazards)    

21. Surfaces in acceptable condition and even surfaces    
EMERGENCY PREPAREDNESS 
22. Assembly Area adequately signposted    
23. Emergency signage visible    
FIRST AID LOCATION 
24. First Aid kits visible / readily accessible    
25. First Aid kit adequately serviced / stocked    
FIRE SAFETY 
26. Fire extinguishers visible / readily accessible    
27. Fire extinguisher fully charged and pin present    
28. Fire extinguisher serviced in past 12 months    
29. Fire extinguisher proper type – A(H2O), B(CO2), C(electrical)    
SPILL MANAGEMENT 
30. Spill kits/ clean up materials accessible and clearly labelled    
ELECTRICAL 
31. Cords and plugs in acceptable condition    



SOWN Nursery Inspection Checklist 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

DESCRIPTION Yes No Comments 
TOOLS, PLANT & EQUIPMENT 
32. Tools & equipment in good condition    
33. Damaged or non-working items are tagged out    
34. Maintenance records kept    
CHEMICALS (Pesticides, Cleaning products, etc) 
35. Chemicals stored appropriately (from public and children)    
36. Pesticides stored in dedicated / secure area    
37. Copies of MSDSs present / available for pesticides    
WASTE MANAGEMENT 
38. Waste bins are provided by general, recycling, composting    
39. Waste bins are accessible    
40. Waste bins are protected from wind & water     
WEEDS AND WILDLIFE 
41. Areas are free of invasive species - weeds    
42. Areas are free of nests, rodents, feral animals    
STORMWATER 
43. Stormwater freely discharge from site (no ponding)    
44. Inspect stormwater drains, channels (free of debris)    

 
This section should summarise the findings or main issues raised during your site inspection 

and document follow up actions to be taken. 
 

CORRECTIVE/PREVENTATIVE ACTIONS 
 

No. Issue / Recommended Action Responsible  
Person 

Due 
Date 

Action 
Complete  

(date & comments) 
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APPENDIX D – Nursery Emergency Instructions 



 
EM

ER
G

EN
C

Y 
IN 

CASE  
OF  
AN 

Save Our Waterways Now 
(SOWN) Nursery 

Name: SOWN Native Plant Nursery 
Address: 57 Paten Road, The Gap, Queensland, 4061 

Access:  turn onto road marked at 57 Paten Road and follow to the end past Guide and Scout Hall 

and over the bridge 

CONTACTS IN EMERGENCY 
President   Renee McGlashan 0413035936 

Vice President   John Perkins  

Treasurer  Derek Simpson 0408 155 473 

Secretary   John Rohde 

Other SOWN Committee members: 
   John Abbott 

   Dick Harding 

   Leo Lee 

FOR ALL EMERGENCIES ( 000 for Ambulance, Police, Fire 

After Contacting 000 
If 000 is called, please contact President OR SOWN Committee representative to assist 

with managing people and internal communications 

In case of a FIRE  
 
1. Prepare to leave the Nursery - Collect your belongings  

2. Evacuate the Nursery 

3. Assist those that need assistance to exit. 

4. Follow instructions from the Fire Wardens – Fire Warden to collect sign in book. 

5. Walk. Do NOT run. Shut all doors behind you and proceed in an orderly manner. Move away from doorways to allow 

others to emerge from the exits. 

6. If you encounter heavy smoke, keep low (crawl). Use a wall to guide you to the nearest exit. If smoke is heavily 

concentrated in the exit, do not attempt to leave by means of that exit. Proceed to an alternate exit.  

7. Do not re-enter the nursery for any reason. 

8. Proceed to the Assembly Area – in the carpark corner near the SOWN trailer 

9. Report to your Fire Warden – to be marked off the sign in book. Do not leave the Assembly Area until you have 

been accounted for and told it is safe to leave OR return to the nursery. 

 
 

ASSEMBLY AREA  
in case of emergency 
 
 

 

 

Enoggera Catchment Care

EMERGENCY INSTRUCTIONS 

 
Location: North-east 

corner of carpark (near 

where the SOWN trailer 

is typically parked) – 

see map to the left 
 

 
Carpark 

 
ASSEMBLY AREA  
Meet HERE in an 
emergency and 
make sure you are 
be accounted for 
before you leave 
 

 
***Any of these people will also act as the 

Fire Warden or designate a Fire Warden. 

The Fire Warden is responsible to:  

• collect the Sign IN Book and 

• account for everyone on-site 
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APPENDIX E – Nursery Map 



 

Release Date: 2 March 2022 

Version date: 2 March 2022 v1 

Enoggera Catchment Care

SOWN Nursery Map 
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 Sign In Book 
& Lockers  

SOWN EMERGENCY 
EQUIPMENT 

 

Sign In Area 

First Aid kit 

Fire extinguisher 

Drinking Water / 
Hand Washing 
Facilities 

  

 

 

 

Morning Tea & 
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T 
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18 
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21 

TO THE 
COTTAGE 

COTTAGE AMENITIES  

Toilet 

Drinking Water 

Tea & Coffee facilities 

ENTRANCE 
TO SOWN 
NURSERY 

SOWN  

Main Shed 

ENTRANCE TO 
SOWN SHED to 

Sign In 

EXIT TO ASSEMBLY AREA in case of emergency 

(north-east corner of carpark where SOWN trailer usually sits) 

T 

Bench 
22 

Bench 
19 

Bench 
17 

MOTT Shed 

Bench 14a 

Chemical 
Shed  
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APPENDIX F – Risk Assessment Form 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

 
Site Name: 
Meeting Location / Street Address: 
Team Leader: 
General Description: For bushcare activities that include weeding, planting, use of tools and equipment 

Hazard Risk Control Measures Responsibility 

Set up and Arrival 

Volunteers don’t 
sign in 

High • All volunteers must fill in the Working Bee Record Form at the beginning of each working bee.  Group Leader 
 

Unskilled 
volunteers / 
volunteers don’t 
understand 
expectations 

High • All volunteers must be briefed on COVID, first aid, toilets, emergency procedures, site conditions (ie. 
uneven ground) and planting techniques. 

• All volunteers should not attend site if they are unwell or showing signs of COVID symptoms.  
• All volunteers should comply with current health orders as determined by Queensland Health. 
• New volunteers to be shown correct manual handling, weeding & planting techniques by Group 

Leader or a skilled volunteer nominated by the Group Leader. 
• All regular, ongoing volunteers must complete the SOWN Volunteer Registration Form and Volunteer 

Induction, and be familiar with site specific hazards / risks.   
• All drop-in / once-off volunteers (e.g. participants at a large community planting event) must be made 

aware of site hazards and control measures (i.e. Group Leader conduct a site safety briefing). Note: 
drop-in / once off volunteers are not required to complete the Volunteer Registration & Site Induction 
Forms.   

• All volunteers must fill in the Working Bee Record Form at the beginning of each working bee.  
• All volunteers must be aware of the emergency plan (see the bottom of this form).  
• This Risk Assessment must be on-site at all working bees and available to volunteers if they request 

it.  
• Inform the SOWN Committee if unsafe behaviours can’t be resolved with group members.  

Group Leader 
  

• Correct inappropriate behaviours. Everyone 

Volunteers don’t 
have/ wear PPE 

Med • All volunteers should be briefed with importance to wear protective clothing  
• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 

Group Leader 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Exposure to 
weather, wildlife, 
plants and COVID 

Med • All volunteers should be briefed on wearing sunscreen. 
• Sunscreen should be available at all working bees. 
• Hand sanitiser should be available at all working bees. 
• Insect repellent should be available at all working bees. 
• First Aid kits should be available at all working bees and in a known location. 

Group Leader 

Children at working 
bees not 
adequately 
supervised 

High • Children under the age of 15 years must be supervised by a parent/guardian at all times.   Everyone 
• Children aged 15-17years can participate without parental/guardian supervision only if their 

parent/guardian provides written consent on the Volunteer Registration Form prior to participating.  
• If a Bushcare group hosts an event specifically for youth (<18yrs old) the Group Leader is required to 

have a current Blue Card (regardless of if parents/teachers/guardians are present) 
• Volunteers can apply here https://www.qld.gov.au/law/laws-regulated-industries-and-

accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-
card/applications/apply then link themselves to SOWN.  

Group Leader 

Extreme events – 
fires & storms   

High • Check forecast. Avoid work if extreme events are forecast  
• Do not use brush cutters, augers & pesticides during extreme weather events 
• Ensure everyone knows the emergency evacuation point. 

Group Leader 

  • Register for Brisbane Early Warning Alert Service at  
https://www.brisbane.qld.gov.au/community-safety/community-safety/disasters-emergencies/severe-
weather-alerts/brisbane-early-warning-alert-service.  

• Watch sky for changing weather conditions & monitor BOM Radar. 
• Watch for smoke in the area. 
• Do not pile vegetation higher than knee height & no more than 2m3 in total. 

Everyone 

Weather conditions 
– heat/cold, rain   

Med • Check forecast prior to working bee, reconsider work if extreme conditions are forecast. Group Leader 

  • Take regular breaks; stay hydrated and work in the shade when possible.   
• Avoid working in extreme heat or cold.  
• Wear clothing and PPE appropriate for the weather: long sleeved shirt, long pants, hat, sunscreen, 

jumper, raincoat etc.   

Everyone 

No First Aid 
Trained volunteer 
on-site 

Med • Group Leader to work with the SOWN Committee to ensure 1 or 2 regular members of the group 
have current first aid training 

• At least one first aid trained volunteer must attend large community planting events  
• Mobile phone(s) required at all working bees in case emergency services are required.  
• First aid kit must be on-site at all working bees 

Group Leader 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

  • First Aid trained volunteers expected to commit to regularly attend working bees  
• A first aid trained volunteer is required to be at a working bees if any of the below apply:  

o The working bee has more than a few volunteers working 
o The non-HB site is in an isolated location  
o The non-HB site is difficult to access/has poor phone reception 
o The non-HB site is particularly hazardous i.e. unstable ground or large bodies or water  
o Anyone present has existing health condition/injury that may be exacerbated by activities.   
o The work requires higher risk activities such as use of small plant (eg. brushcutting / 

augurings) or heavy lifting 
• If any of the above conditions apply but a first aid trained volunteer is not able to attend, the group 

leader should discuss options with the SOWN Committee.   

Trained 
volunteers 

Intoxicated 
Volunteers 

Med • While undertaking bushcare activities on Council land, volunteers must maintain a blood alcohol level 
of zero, and must not use, possess or be impaired by the effects of non-prescription drugs.   

• Volunteers taking medication that may result in impairment must advise the Group Leader  
• (Note – the type, name or function of the medication does not need to be disclosed).     

Everyone 

  • Group Leader must advise SOWN if any group members are taking medication that may result in 
impairment (Note – volunteer name, medication type, medication name and medication function does 
not need to be disclosed)  

Group Leader 

Area of Work 
Hygiene and 
COVID exposure 

High • All volunteers should comply with current health orders as determined by Queensland Health. 
• Hand sanitiser and gloves should be used.  
• Maintaining social distancing when and where possible. 

 

Uneven ground, 
holes & other trip 
hazards   

High • Remind everyone of the trip hazards, steep slopes & slippery/uneven areas. Group Leader 

  • Check area before working bees for trip hazards & shifted ground. 
• Identify steep or slippery areas & notify others where they are – avoid very steep areas (and consider 

barricading the area).  
• Store all materials away from walkways. 
• Cut stump all woody weeds flush to the ground.   
• Wear covered footwear with good grip. 
• Walk carefully around the site. 
• If voids or subsidence are identified, stop work in this area and notify SOWN Committee.  

Everyone 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Working on/near 
roads & paths   

Med • If parts of the bushcare site are within 3m of a road, discuss with your group leader prior to working in 
these areas. Your group leader will liaise with the SOWN committee and additional safety controls 
will be required – once identified, these controls will be added to this document.  

• Install warning signs when working near bikeways & footpaths.    

Group Leader 

  • Do not work within 3 metres of a road unless your Group Leader and the SOWN Committee have 
provided advice about additional safety controls.  

• Look both ways before moving across a footpath or bikeway. Use a spotter if moving materials 
across a road/path/bikeway.  

Everyone 
   

Driving on site   Med • Minimise vehicles driving on site, only drive when necessary. 
• Do not drive near public facilities (e.g. picnic tables, playgrounds, toilets). 
• Drive slowly – less than 10k/h. 
• Drive with hazard lights on at all times. 
• Use a spotter if reversing or driving through blind spots on site. 
• Ensure children are fully clear of moving vehicles.  

Everyone 

  • If volunteers will be driving on site inform the SOWN Committee.  Group Leader 
Equipment storage 
– in vehicles & on 
site 

Med • Only transport & store what you need. 
• Ensure equipment is properly restrained in vehicles & shelves/racks when stored. 
• Do not transport sharp or heavy tools in the main cabin of vehicles. 
• Ensure equipment is clear of pathways, bikeways and road edges.  

Everyone 

  • Store aerosols, fuels & herbicides separately in appropriate ventilated & bunded containers on site & 
during transport. 

 

Group Leader / 
trained 
volunteers 

Bushcare Activities 
Bushcare activities 
exacerbate existing 
medical issue or 
injury 

Med • If you’re injured or feeling unwell before a working bee, consider not attending. 
• Work within your capacity on the day. 
• Inform the Group Leader of relevant pre-existing medical issues or injuries. 
• Check-in with how you’re feeling during the working bee – take a break if you need. 
• Keep an eye on the wellbeing of fellow volunteers.  
• In a medical emergency, call 000 and meet at the identified ambulance meeting area (see below).  
• Report all medical emergencies to the SOWN Committee.  

Everyone 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Manual handling – 
using tools & 
moving equipment   

Med • Ensure volunteers are shown how to use tools safely and correctly.   Group Leader / 
experienced 
volunteers   

 • Use correct techniques when moving materials/equipment around site. Do not lift anything if it is too 
heavy. 

• Do not use broken tools – report to Group Leader/SOWN Committee for repair or replacement. 
• Store tools with heavy ends low & out of reach of being stood on. 
• Do not swing tools over shoulder height, ensure nobody is close to you when using large tools. 
• Wear appropriate PPE – gloves, long sleeved shirt, long pants, covered shoes, face protection, 

breathing protection. 

Everyone 

Manual handling – 
using machinery  

Med • Only volunteers trained by BCC Habitat Brisbane staff can use motorised machinery.  
• Trained volunteers can only use brush cutters, water pumps & augers on sites. No other machinery is 

to be used on sites. 
• Only use equipment provided by BCC Habitat Brisbane or SOWN - Do not use motorised equipment 

from home. 

Everyone 

  • Correct PPE must be worn when using machinery – gloves, long pants, long sleeved shirt, face 
protection, ear protection, head protection, high viz. 

• If machinery will not start within 10 pulls or has obvious damage, do not use it. Tag it & report to the 
SOWN Committee the next working day. 

• Do not operate machinery close to other people. Turn off & wait for people to move on before 
recommencing.  

• Put up signs warning public of machinery use if in a busy populated area. 

Trained 
volunteers 

Hazardous 
substances – 
herbicides, 
aerosols & fuels   

Med • Only volunteers trained by BCC Habitat Brisbane staff can use substances (pesticides etc.). Speak to 
your Group Leader if you wish to undertake appropriate training. 

• If you choose to use your own insect repellent/sunscreen or other personal protective aerosol, please 
advise the Group Leader and follow all label directions. 

• Children are not permitted to use herbicides. 

Everyone 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

  • Only use substances provided by BCC Habitat Brisbane staff, do not supply your own. 
• All pesticides must be stored in a bunded secure area out of reach of children & away from food with 

their Safety Data Sheet (SDS) and label. 
• SDS, labels, training manual & permits must be on site while using herbicides. 
• All paperwork for pesticides use must be completed. 
• Work to your limits. Don’t overfill containers & take regular breaks. 
• Correct PPE must be worn (non-permeable gloves, long pants, long sleeved shirt, eye/face 

protection, respiratory protection). 
• Put up signs warning public of pesticide use if in a busy populated area. 
• Report all spills to your Group Leader & the SOWN Committee. 

Group Leader / 
trained 
volunteers 
 

Uncontrolled 
removal of trees 

Med • Volunteers must not remove or poison any trees larger than 100mm diameter at breast height (DBH) 
or more than 4m tall without approval and management advice from your group leader.  

• Contact your group leader for approval and advice on how to manage trees (>100mm DBH / >4m 
tall).  

 

Working alone   High • Work with 2 or more volunteers where possible and always work within view of others.  
• If you are working alone work within view of others if possible (i.e. other park/reserve users).  
• If you plan to work alone, inform a family member, friend, or housemate where you will be and when 

you plan to return.  
• Keep a charged mobile phone on you at all times.  
• When working alone, take extra care and avoid strenuous activities, steep/slippery areas and dense 

thickets of bush.  

Everyone 

• When working alone, take extra care if operating motorised equipment or using herbicide. Consider if 
you can undertake these tasks at a time when other volunteers are present.  

Trained 
Volunteers 

Working in remote 
areas    

High • Always work within view or contact of other volunteers on site.  
• Ensure you know what to do in an emergency on the site (see Emergency Plan below) and be 

familiar with your site map and access trails / routes.  
• Always work with a mobile phone. If there is poor phone service on site avoid working alone. 

Download Emergency + app to mobile phone.  
• Have an emergency contact plan with other volunteers, a family member, friend, or housemate. 

Everyone 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Working near water   High • Prepare a plan for working near water with the SOWN committee – see below.  
• Inform volunteers of risks associated with waterbodies on the site.  
• Ensure that all children are supervised by their guardian. 
• Do not enter any waterway or waterbody without discussing with the SOWN committee first. 

Group Leader 

• Do not work near water without checking with your Group Leader first. 
• Supervise children on site at all times. 
• Work under the direction of the Group Leader at all times. 

Everyone 

Falling from height   Med • Do not climb any ladders or structures (e.g. tree stumps or tables). Everyone 

  • If something is not in reach & needs work report to the SOWN Committee Group Leader 

Wildlife – insects, 
spiders, ticks, 
mites, reptiles, 
mammals, birds  

High • Check work area for signs of these, avoid the area if considered unsafe. Everyone 

• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 
• Anyone with life threatening allergies to wildlife must let the Group Leader know & carry their own 

appropriate medication. 
• Volunteers check themselves after working bees for signs of bites, ticks etc. 

Everyone 

• First Aid Kit and repellents in central location on site & first aid training up to date – identify first aid 
trained people to volunteers. 

• Treat all bites/stings/reactions using appropriate first aid as per training & any guides provided by 
Habitat Brisbane or SOWN. 

Group Leader / 
trained 
volunteers 

Encountering / 
removing waste  

Med • Inform volunteers of areas where previous building waste & regulated wastes have been found. 
• Ensure volunteers don’t work in areas where waste has been identified. 
• If regulated waste is found at the site (e.g. asbestos, chemicals, drums, sharps etc) mark clearly (e.g. 

stake with flagging tape / spray paint / cordon off with caution tape), move at least 2-metres away 
prior to recommencing work and report to the SOWN Committee next working day to arrange 
removal / management.       

Group Leader 



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

• If suspected asbestos, chemical drums, building waste, other unknown waste substances or exposed 
waste are identified, do not handle or remove these items. Stop work in the area and move at least 2-
metres away prior to recommencing work. Report to your Group Leader immediately.   

• Wear all correct PPE (gloves, long pants, and long sleeves) & use nifty nabbers to collect 
litter/rubbish.   

• Use good manual handling techniques. Do not remove rubbish/litter if heavy. 
• Wash hands after removing any rubbish. 

Everyone 

 • If removing sharps, use heavy duty gloves, tongs and sharps container. Report to the SOWN 
Committee.  

Trained 
Volunteers 

Falling branches & 
dead trees   

Med • If windy consider changing or cancelling work. 
• Remind everyone of the hazards at the start of the day. 

Group Leader 

• Check site for dead trees & branches. 
• If a tree/branch is a concern, move away & work in a different area. Notify the SOWN Committee.  

Everyone 

Translocation of 
Red Imported Fire 
Ants 

Med • Complete on-site training (conducted by group leader) and / or attend Biosecurity Queensland Fire 
Ant Training.   

• Inform volunteers that the site is within Fire Ant Biosecurity Zone 2 
• Key Guidelines for Biosecurity Zone 2  

o Soil originating from a place within zone 2 can be moved within zone 2 only. Measures 
outlined in the soil guideline should be followed. 

o Movement to a place within zone 1 requires a Biosecurity Instrument Permit before 
movement takes place. 

o Soil can be moved from its original place in zone 2 directly to a waste facility in zone 2. 
Movement to a waste facility within zone 1 requires a Biosecurity Instrument Permit.  

o For more information visit https://daf.engagementhub.com.au/fire-ant-zones     
• Conduct a visual inspection for fire ants every 28 days. Note date, time, place and name of 

inspector on Working Bee Record Form.  
• With the SOWN Committee, ensure that all Fire Ant Carriers are sourced & transported in 

accordance with management protocols. Inspect mulch and soil before and during spreading.  
• If fire ants are identified (or suspected) at the site, stop work and notify Biosecurity Queensland (Ph: 

13 25 23 or at https://ants.daf.qld.gov.au/table-of-contents/report-fire-ants/). Then inform the SOWN 
Committee. 

Group Leader & 
trained 
volunteers.  



 
SOWN Risk Assessment  

Bushcare activities 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

• Adhere to the fire ant management protocols for your site. Report suspected fire ants to Group 
Leader. 

Everyone  

Translocation of 
weeds 

Med • Use best practice methods for weed removal and disposal – avoid taking materials off site where 
possible. 

•  

Everyone 

  • Inform the SOWN Committee if any suspicious plants are identified on-site. Group Leader 

Aggressive 
members of the 
public    

Med • Maintain a calm, friendly manner in all interactions with members of the public. 
• Avoid contact with suspicious members of public. 
• Withdraw from aggressive situations if possible and call Police if safety is threatened.    
• Report all incidents to your Group Leader. 
• Work in visible range of others at all times. 
• If working alone, follow the Working Alone guidelines (listed above) above and be vigilant. 

Everyone 

• Ensure signs are out while working. 
• Report all incidents to the SOWN Committee. 
• Discuss how to maintain clear site lines with the SOWN Committee and keep in mind when planting.   

Group Leader 



 
SOWN Risk Assessment  

Bushcare activities 
FOLLOW UP ACTIONS / INSTRUCTIONS 

Actions and Follow up Notes 
 
 
 
 
 
 
 
 
 
First Aid Trained Volunteers 
 
 
 
Emergency Plan – Including Ambulance Meeting Point, location of nearest medical centre / hospital 
 
 
 
 
Working Near Water Plan 
 
 
 
 
Reporting Incidents 
All incidents and injures must be responded to on-site and medical treatment or ambulance called for if 
necessary. All incidents (ie. injures) must then be reported to SOWN by the next working day for follow 
up and implementing corrective action where required. 

 

 

 

ACKNOWLEDGMENT 

Acknowledgement of Risk Assessment 
Group Leader 
Name  Sign  Date  

SOWN Representative 
Name  Sign  Date  

 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

 
Site Name: Various (eg. Clean Up Australia Day, Public Planting Events, Public display for Fairs, etc) 
Meeting Location / Street Address: 
Team Leader: 
General Description: Conducting planting and clean up events to attending public fairs/events with an information booth 

Hazard Risk Control Measures Responsibility 

Set up and Arrival 

Volunteers don’t 
sign in 

High • All volunteers must fill in the Working Bee Record Form at the beginning of each event.  Group Leader 
 

Unskilled 
volunteers / 
volunteers don’t 
understand 
expectations 

High • All volunteers must be briefed on COVID, first aid, toilets, emergency procedures, site conditions (ie. 
uneven ground) and planting techniques. 

• All volunteers should not attend site if they are unwell or showing signs of COVID symptoms.  
• All volunteers should comply with current health orders as determined by Queensland Health. 
• New volunteers to be shown correct manual handling, weeding & planting techniques by Group 

Leader or a skilled volunteer nominated by the Group Leader. 
• All regular, ongoing volunteers must complete the SOWN Volunteer Registration Form and Volunteer 

Induction, and be familiar with site specific hazards / risks.   
• All drop-in / once-off volunteers (e.g. participants at a large community planting event) must be made 

aware of site hazards and control measures (i.e. Group Leader conduct a site safety briefing). Note: 
drop-in / once off volunteers are not required to complete the Volunteer Registration & Site Induction 
Forms.   

• All volunteers must fill in the Working Bee Record Form at the beginning of each working bee.  
• All volunteers must be aware of the emergency plan (see the bottom of this form).  
• This Risk Assessment must be on-site at all working bees and available to volunteers if they request 

it.  
• Inform the SOWN Committee if unsafe behaviours can’t be resolved with group members.  

Group Leader 
  

• Correct inappropriate behaviours. Everyone 

Volunteers don’t 
have/ wear PPE 

Med • All volunteers should be briefed with importance to wear protective clothing  
• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 

Group Leader 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Exposure to 
weather, wildlife, 
plants and COVID 

Med • All volunteers should be briefed on wearing sunscreen. 
• Sunscreen should be available at all working bees. 
• Hand sanitiser should be available at all working bees. 
• Insect repellent should be available at all working bees. 
• First Aid kits should be available at all working bees and in a known location. 

Group Leader 

Children at working 
bees not 
adequately 
supervised 

High • Children under the age of 15 years must be supervised by a parent/guardian at all times.   Everyone 

• Children aged 15-17years can participate without parental/guardian supervision only if their 
parent/guardian provides written consent on the Volunteer Registration Form prior to participating.  

• If a Bushcare group hosts an event specifically for youth (<18yrs old) the Group Leader is required to 
have a current Blue Card (regardless of if parents/teachers/guardians are present) 

• Volunteers can apply here https://www.qld.gov.au/law/laws-regulated-industries-and-
accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-
card/applications/apply then link themselves to SOWN.  

Group Leader 

Extreme events – 
fires & storms   

High • Check forecast. Avoid work if extreme events are forecast  
• Ensure everyone knows the emergency evacuation point. 

Group Leader 

  • Register for Brisbane Early Warning Alert Service at  
https://www.brisbane.qld.gov.au/community-safety/community-safety/disasters-emergencies/severe-
weather-alerts/brisbane-early-warning-alert-service.  

• Watch sky for changing weather conditions & monitor BOM Radar. 
• Watch for smoke in the area. 
• Do not pile vegetation higher than knee height & no more than 2m3 in total. 

Everyone 

Weather conditions 
– heat/cold, rain   

Med • Check forecast prior to working bee, reconsider work if extreme conditions are forecast. Group Leader 

  • Take regular breaks; stay hydrated and work in the shade when possible.   
• Avoid working in extreme heat or cold.  
• Wear clothing and PPE appropriate for the weather: long sleeved shirt, long pants, hat, sunscreen, 

jumper, raincoat etc.   

Everyone 

No First Aid 
Trained volunteer 
on-site 

Med • Group Leader to work with the SOWN Committee to ensure 1 or 2 regular members of the group 
have current first aid training 

• At least one first aid trained volunteer must attend large community planting events  
• Mobile phone(s) required at all working bees in case emergency services are required.  
• First aid kit must be on-site at all working bees 

Group Leader 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

  • First Aid trained volunteers expected to commit to regularly attend working bees  
• A first aid trained volunteer is required to be at a working bees if any of the below apply:  

o The working bee has more than a few volunteers working 
o The non-HB site is in an isolated location  
o The non-HB site is difficult to access/has poor phone reception 
o The non-HB site is particularly hazardous i.e. unstable ground or large bodies or water  
o Anyone present has existing health condition/injury that may be exacerbated by activities.   
o The work requires higher risk activities such as use of small plant (eg. brushcutting / 

augurings) or heavy lifting 
• If any of the above conditions apply but a first aid trained volunteer is not able to attend, the group 

leader should discuss options with the SOWN Committee.   

Trained 
volunteers 

Intoxicated 
Volunteers 

Med • While undertaking bushcare activities on Council land, volunteers must maintain a blood alcohol level 
of zero, and must not use, possess or be impaired by the effects of non-prescription drugs.   

• Volunteers taking medication that may result in impairment must advise the Group Leader  
• (Note – the type, name or function of the medication does not need to be disclosed).     

Everyone 

  • Group Leader must advise SOWN if any group members are taking medication that may result in 
impairment (Note – volunteer name, medication type, medication name and medication function does 
not need to be disclosed)  

Group Leader 

Area of Work 

Hygiene and 
COVID exposure 

High • All volunteers should comply with current health orders as determined by Queensland Health. 
• Hand sanitiser and gloves should be used.  
• Maintaining social distancing when and where possible. 

 

Uneven ground, 
holes & other trip 
hazards   

High • Remind everyone of the trip hazards, steep slopes & slippery/uneven areas. Group Leader 

  • Check area before working bees for trip hazards & shifted ground. 
• Identify steep or slippery areas & notify others where they are – avoid very steep areas (and consider 

barricading the area).  
• Store all materials away from walkways. 
• Cut stump all woody weeds flush to the ground.   
• Wear covered footwear with good grip. 
• Walk carefully around the site. 
• If voids or subsidence are identified, stop work in this area and notify SOWN Committee.  

Everyone 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Working on/near 
roads & paths   

Med • If parts of the bushcare site are within 3m of a road, discuss with your group leader prior to working in 
these areas. Your group leader will liaise with the SOWN committee and additional safety controls 
will be required – once identified, these controls will be added to this document.  

• Install warning signs when working near bikeways & footpaths.    

Group Leader 

  • Do not work within 3 metres of a road unless your Group Leader and the SOWN Committee have 
provided advice about additional safety controls.  

• Look both ways before moving across a footpath or bikeway. Use a spotter if moving materials 
across a road/path/bikeway.  

Everyone 
   

Driving on site   Med • Minimise vehicles driving on site, only drive when necessary. 
• Do not drive near public facilities (e.g. picnic tables, playgrounds, toilets). 
• Drive slowly – less than 10k/h. 
• Drive with hazard lights on at all times. 
• Use a spotter if reversing or driving through blind spots on site. 
• Ensure children are fully clear of moving vehicles.  

Everyone 

  • If volunteers will be driving on site inform the SOWN Committee.  Group Leader 

Equipment storage 
– in vehicles & on 
site 

Med • Only transport & store what you need. 
• Ensure equipment is properly restrained in vehicles & shelves/racks when stored. 
• Do not transport sharp or heavy tools in the main cabin of vehicles. 
• Ensure equipment is clear of pathways, bikeways and road edges.  

Everyone 

  • Store aerosols, fuels & herbicides separately in appropriate ventilated & bunded containers on site & 
during transport. 

 

Group Leader / 
trained 
volunteers 

Aggressive 
members of the 
public    

Med • Maintain a calm, friendly manner in all interactions with members of the public. 
• Avoid contact with suspicious members of public. 
• Withdraw from aggressive situations if possible and call Police if safety is threatened.    
• Report all incidents to your Group Leader. 
• Work in visible range of others at all times. 
• If working alone, follow the Working Alone guidelines (listed above) above and be vigilant. 

Everyone 

• Ensure signs are out while working. 
• Report all incidents to the SOWN Committee. 
• Discuss how to maintain clear site lines with the SOWN Committee and keep in mind when planting.  

  

Group Leader 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Planting Activities 

Bushcare activities 
exacerbate existing 
medical issue or 
injury 

Med • If you’re injured or feeling unwell before a working bee, consider not attending. 
• Work within your capacity on the day. 
• Inform the Group Leader of relevant pre-existing medical issues or injuries. 
• Check-in with how you’re feeling during the working bee – take a break if you need. 
• Keep an eye on the wellbeing of fellow volunteers.  
• In a medical emergency, call 000 and meet at the identified ambulance meeting area (see below).  
• Report all medical emergencies to the SOWN Committee.  

Everyone 

Manual handling – 
using tools & 
moving equipment   

Med • Ensure volunteers are shown how to use tools safely and correctly.   Group Leader / 
experienced 
volunteers   

 • Use correct techniques when moving materials/equipment around site. Do not lift anything if it is too 
heavy. 

• Do not use broken tools – report to Group Leader/SOWN Committee for repair or replacement. 
• Store tools with heavy ends low & out of reach of being stood on. 
• Do not swing tools over shoulder height, ensure nobody is close to you when using large tools. 
• Wear appropriate PPE – gloves, long sleeved shirt, long pants, covered shoes, face protection, 

breathing protection. 

Everyone 

Working near water   High • Prepare a plan for working near water with the SOWN committee – see below.  
• Inform volunteers of risks associated with waterbodies on the site.  
• Ensure that all children are supervised by their guardian. 
• Do not enter any waterway or waterbody without discussing with the SOWN committee first. 

Group Leader 

• Do not work near water without checking with your Group Leader first. 
• Supervise children on site at all times. 
• Work under the direction of the Group Leader at all times. 

Everyone 

Falling from height   Med • Do not climb any ladders or structures (e.g. tree stumps or tables). Everyone 

High • Check work area for signs of these, avoid the area if considered unsafe. Everyone 



 
SOWN Risk Assessment  

Public EVENTS 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Wildlife – insects, 
spiders, ticks, 
mites, reptiles, 
mammals, birds  

• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 
• Anyone with life threatening allergies to wildlife must let the Group Leader know & carry their own 

appropriate medication. 
• Volunteers check themselves after working bees for signs of bites, ticks etc. 

Everyone 

• First Aid Kit and repellents in central location on site & first aid training up to date – identify first aid 
trained people to volunteers. 

• Treat all bites/stings/reactions using appropriate first aid as per training & any guides provided by 
Habitat Brisbane or SOWN. 

Group Leader / 
trained 
volunteers 

Encountering / 
removing waste  

Med • Inform volunteers of areas where previous building waste & regulated wastes have been found. 
• Ensure volunteers don’t work in areas where waste has been identified. 
• If regulated waste is found at the site (e.g. asbestos, chemicals, drums, sharps etc) mark clearly (e.g. 

stake with flagging tape / spray paint / cordon off with caution tape), move at least 2-metres away 
prior to recommencing work and report to the SOWN Committee next working day to arrange 
removal / management.       

Group Leader 

• If suspected asbestos, chemical drums, building waste, other unknown waste substances or exposed 
waste are identified, do not handle or remove these items. Stop work in the area and move at least 2-
metres away prior to recommencing work. Report to your Group Leader immediately.   

• Wear all correct PPE (gloves, long pants, and long sleeves) & use nifty nabbers to collect 
litter/rubbish.   

• Use good manual handling techniques. Do not remove rubbish/litter if heavy. 
• Wash hands after removing any rubbish. 

Everyone 

 • If removing sharps, use heavy duty gloves, tongs and sharps container. Report to the SOWN 
Committee.  

Trained 
Volunteers 

Falling branches & 
dead trees   

Med • If windy consider changing or cancelling work. 
• Remind everyone of the hazards at the start of the day. 

Group Leader 

• Check site for dead trees & branches. 
• If a tree/branch is a concern, move away & work in a different area. Notify the SOWN Committee.  

Everyone 

•   



 
SOWN Risk Assessment  

Public EVENTS 
FOLLOW UP ACTIONS / INSTRUCTIONS 

Actions and Follow up Notes 
 
 
 
 
 
 
 
 
 
First Aid Trained Volunteers 
 
 
 
Emergency Plan – Including Ambulance Meeting Point, location of nearest medical centre / hospital 
 
 
 
 
Working Near Water Plan 
 
 
 
 
Reporting Incidents 
All incidents and injures must be responded to on-site and medical treatment or ambulance called for if 
necessary. All incidents (ie. injures) must then be reported to SOWN by the next working day for follow 
up and implementing corrective action where required. 

 

 

 

ACKNOWLEDGMENT 

Acknowledgement of Risk Assessment 
Group Leader 
Name  Sign  Date  

SOWN Representative 
Name  Sign  Date  

 



 
SOWN Risk Assessment  

Nursery Operation 
Enoggera Catchment Care

 

Site Name: SOWN Nursery 

Meeting Location / Street Address: 57 Paten Road, The Gap 
Team Leader: Lynn Swan or alternate (Wed), Rotating Roster (Sat) 
General Description: For nursery activities that include seed collection, plant propagation, moving plant stock and maintenance 

Hazard Risk Control Measures Responsibility 

Set up and Arrival 

Volunteers don’t 
sign in 

High • All volunteers must Sign In at the beginning of each shift.  Group Leader 
Everyone 
 

Unskilled 
volunteers / 
volunteers don’t 
understand 
expectations 

High • All volunteers must be briefed on COVID, first aid, toilets, emergency procedures, site conditions (ie. 
uneven ground) and nursery activities. 

• All volunteers should not attend site if they are unwell or showing signs of COVID symptoms.  
• All volunteers should comply with current health orders as determined by Queensland Health. 
• New volunteers to be shown correct manual handling, propagation techniques by Group Leader or a 

skilled volunteer nominated by the Group Leader. 
• All volunteers must be aware of the emergency plan (see the bottom of this form).  
• This Risk Assessment must be on-site and available to volunteers if they request it.  
• Inform the SOWN Committee if unsafe behaviours can’t be resolved with group members.  

Group Leader 
  

• Correct inappropriate behaviours. Everyone 

Volunteers don’t 
have/ wear PPE 

Med • All volunteers should be briefed with importance to wear protective clothing, if required as part of task 
• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 

Group Leader 

Exposure to 
weather, wildlife, 
plants and COVID 

Med • All volunteers should be briefed on wearing sunscreen. 
• Sunscreen should be available on-site. 
• Hand sanitiser should be available on-site. 
• Insect repellent should be available on-site. 
• First Aid kits should be available on-site and in a known location. 

Group Leader 



 
SOWN Risk Assessment  

Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Children not 
adequately 
supervised 

High • Children under the age of 15 years must be supervised by an adult / parent/guardian at all times.   
 

Everyone 

Extreme events – 
fires & storms   

High • Check forecast prior to volunteer / public days – Wednesday and Saturday mornings 
• Avoid work if extreme events are forecast  

Group Leader 

  • Watch sky for changing weather conditions & monitor BOM Radar. 
• Watch for smoke in the area. 
• Do not use brush cutters, augers & pesticides during extreme weather events 

Everyone 

Weather conditions 
– heat/cold, rain   

Med • Check forecast prior to volunteer / public days – Wednesday and Saturday mornings 
• Avoid work if extreme events are forecast 

Group Leader 

  • Take regular breaks; stay hydrated and work in the shade when possible.   
• Avoid working in extreme heat or cold.  
• Wear clothing and PPE appropriate for the weather: long sleeved shirt, long pants, hat, sunscreen, 

jumper, raincoat etc.   

Everyone 

No First Aid 
Trained volunteer 
on-site 

Med • Group Leader to work with the SOWN Committee to ensure 1 or 2 regular members of the group 
have current first aid training 

• At least one first aid trained volunteer must be present or available in the nursery 
• Mobile phone(s) required on-site in case emergency services are required.  
• First aid kit must be on-site  

Group Leader 

  • First Aid trained volunteers expected to commit to regularly attend Wednesday nursery  
• A first aid trained volunteer is required to on-site if any of the below apply:  

o There are more than a few volunteers working 
o Anyone present has existing health condition/injury that may be exacerbated by activities.   
o The work requires higher risk activities such as use of small plant (eg. brushcutting / 

augurings) or heavy lifting 
• If any of the above conditions apply but a first aid trained volunteer is not able to attend, the group 

leader should discuss options with the SOWN Committee.   

Trained 
volunteers 

Intoxicated 
Volunteers 

Med • While undertaking nursery activities, volunteers must maintain a blood alcohol level of zero, and must 
not use, possess or be impaired by the effects of non-prescription drugs.   

• Volunteers taking medication that may result in impairment must advise the Group Leader  
• (Note – the type, name or function of the medication does not need to be disclosed).     

Everyone 



 
SOWN Risk Assessment  

Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

  • Group Leader must advise SOWN if any group members are taking medication that may result in 
impairment (Note – volunteer name, medication type, medication name and medication function does 
not need to be disclosed)  

Group Leader 

Area of Work 
Hygiene and 
COVID exposure 

High • All volunteers should comply with current health orders as determined by Queensland Health. 
• Hand sanitiser and gloves should be used.  
• Maintaining social distancing when and where possible. 

 

Uneven ground, 
holes & other trip 
hazards   

High • Remind everyone of the trip hazards, steep slopes & slippery/uneven areas. Group Leader 

 • Check area for trip hazards & shifted ground. 
• Identify steep or slippery areas & notify others where they are  
• Store all materials away from walkways. 
• Wear covered footwear with good grip. 
• Walk carefully around the site. 
• If voids or subsidence are identified, stop work in this area and notify Group Leader  

Everyone 

Working on/near 
roads & paths   

Med • Parts of the nursery are within 3m of the carpark, particularly when entering/exiting the nursery, shed 
and morning tea areas.  

• Barricades shall be placed around morning tea area to prevent vehicle traffic.  

Group Leader 

  • Look both ways before moving across the carpark. Use a spotter if moving materials across the 
carpark.  

Everyone 
   

Equipment storage 
–on site 

Med • Ensure equipment is properly restrained in vehicles & shelves/racks when stored. 
• Ensure equipment is clear of pathways, bikeways and road edges.  

Everyone 

  • Store aerosols, fuels & herbicides separately in appropriate ventilated & bunded containers on site & 
during transport. 

 
 
 
 
 
 
 
 

Group Leader / 
trained 
volunteers 



 
SOWN Risk Assessment  

Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Nursery Activities 
Seed Collection / 
Storage 

 • Ensure volunteers have been instructed on proper techniques and process to collect and store seed 
and using tools 

Group Leader 

Plant Propagation  • Ensure volunteers have been instructed on proper and safe technique to propagate and using tools. 
Gloves should be encouraged when working with soil 

Group Leader 

• Avoid standing for long periods of time on hard surfaces 
• Take regular breaks  
• Inform Group Leader or other volunteers if unsure of task 

Everyone 

Nursery activities 
exacerbate existing 
medical issue or 
injury 

Med • If you’re injured or feeling unwell, consider not attending. 
• Work within your capacity on the day. 
• Inform the Group Leader of relevant pre-existing medical issues or injuries. 
• Check-in with how you’re feeling– take a break if you need. 
• Keep an eye on the wellbeing of fellow volunteers.  
• In a medical emergency, call 000 and meet at the identified ambulance meeting area 
• Report all medical emergencies to the SOWN Committee.  

Everyone 

Manual handling – 
using tools & 
moving plant stock, 
equipment   

Med • Ensure volunteers are shown how to use tools safely and correctly.   Group Leader / 
experienced 
volunteers   

 • Use correct techniques when moving materials/equipment around site. Do not lift anything if it is too 
heavy. 

• Do not use broken tools – report to Group Leader/SOWN Committee for repair or replacement. 
• Store tools with heavy ends low & out of reach of being stood on. 
• Do not swing tools over shoulder height, ensure nobody is close to you when using large tools. 
• Wear appropriate PPE – gloves, long sleeved shirt, long pants, covered shoes, face protection, 

breathing protection. 
 
 
 
 
 
 
 

Everyone 
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Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Manual handling – 
using tube cleaner 
machine 

 • Ensure the tube cleaner machine is set up prior to volunteers arriving 
• Machine should be checked and in good working order – electrical cord in good conditions and safety 

switch working 
• Ensure volunteers have been instructed on proper and safe technique to use the tube cleaner 

machine. In particular volunteers should be shown how to turn machine on and off and to turn off if 
tubes become stuck. 

Group Leader 

• Use the tube cleaner machine in a safe and proper manner as instructed.  
• Ensure you know how to turn machine on and off. 
• Turn machine off if feels unsafe or tube becomes stuck. After removing the tube, can turn machine 

back on and resume task. 

Trained 
volunteers 

Manual handling – 
using power tools  

Med • Trained volunteers can only use power tools, water pumps, etc on-site.  
• Correct PPE must be worn when using machinery – gloves, long pants, long sleeved shirt, face 

protection, ear protection, head protection, high viz. 
• If machinery will not start within 10 pulls or has obvious damage, do not use it. Tag it & report to the 

SOWN Committee the next working day. 
• Do not operate machinery close to other people. Turn off & wait for people to move on before 

recommencing.  
• Put up signs warning public of machinery use if in a busy populated area. 

Trained 
volunteers 

  

Hazardous 
substances – 
herbicides, 
aerosols & fuels   

Med • Only trained volunteers can use substances (pesticides etc.). Speak to your Group Leader if you wish 
to undertake appropriate training. 

• If you choose to use your own insect repellent/sunscreen or other personal protective aerosol, please 
advise the Group Leader and follow all label directions. 

• Children are not permitted to use pesticides. 

Trained 
volunteers 

  • All pesticides must be stored in a bunded secure area out of reach of children & away from food with 
their Safety Data Sheet (SDS) and label. 

• SDS, labels, training manual & permits must be on site while using pesticides. 
• All paperwork for pesticides use must be completed. 
• Work to your limits. Don’t overfill containers & take regular breaks. 
• Correct PPE must be worn (non-permeable gloves, long pants, long sleeved shirt, eye/face 

protection, respiratory protection). 
• Put up signs warning public of pesticides use if in a busy populated area. 
• Report all spills to your Group Leader & the SOWN Committee. 

Group Leader / 
trained 
volunteers 
 

Falling from height   Med Everyone 



 
SOWN Risk Assessment  

Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

  • Only experienced volunteers should use ladders – to reach high shelves, etc. A spotter should be on-
site to assist those using ladders. 

• 3 points of contact must be used when climbing ladders -eg. contact with two hand and one foot at all 
times. 

Wildlife – insects, 
spiders, ticks, 
mites, reptiles, 
mammals, birds  

High • Check work area for signs of wildlife, pests, rodents - avoid the area if considered unsafe. Everyone 

• Wear PPE: long pants, long sleeved shirts, enclosed shoes, gloves. 
• Anyone with life threatening allergies to wildlife must let the Group Leader know & carry their own 

appropriate medication. 
• Volunteers check themselves for signs of bites, ticks etc. 

Everyone 

  • First Aid Kit and repellents in central location on site & first aid training up to date – identify first aid 
trained people to volunteers. 

• Treat all bites/stings/reactions using appropriate first aid as per training & any guides provided by 
Habitat Brisbane or SOWN. 

Group Leader / 
trained 
volunteers 

Waste handling  Med • Ensure wastes are disposed on in correct bins 
• Ensure bins are not exposed to interaction with wind and water 
• Wear all correct PPE (gloves, long pants, and long sleeves) & use nifty nabbers to collect 

litter/rubbish.   
• Use good manual handling techniques. Do not remove rubbish/litter if heavy. 
• Wash hands after handling any rubbish. 

Everyone 

 • If removing sharps, use heavy duty gloves, tongs and sharps container. Report to the SOWN 
Committee.  

Trained 
Volunteers 

Falling branches & 
dead trees   

Med • If windy consider changing or cancelling work. 
• Remind everyone of the hazards at the start of the day. 

Group Leader 

• Check site for dead trees & branches. 
• If a tree/branch is a concern, move away & work in a different area. Notify the SOWN Committee.  

Everyone 
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Nursery Operation 
Enoggera Catchment Care

Hazard Risk Control Measures Responsibility 

Translocation of 
Red Imported Fire 
Ants 

Med • Key Guidelines for Biosecurity Zone 2  
o Soil originating from a place within zone 2 can be moved within zone 2 only. Measures 

outlined in the soil guideline should be followed. 
o Movement to a place within zone 1 requires a Biosecurity Instrument Permit before 

movement takes place. 
o Soil can be moved from its original place in zone 2 directly to a waste facility in zone 2. 

Movement to a waste facility within zone 1 requires a Biosecurity Instrument Permit.  
o For more information visit https://daf.engagementhub.com.au/fire-ant-zones     

• Conduct a visual inspection for fire ants every 28 days. Note date, time, place and name of 
inspector.  

• With the SOWN Committee, ensure that all Fire Ant Carriers are sourced & transported in 
accordance with management protocols. Inspect mulch and soil before and during spreading.  

• If fire ants are identified (or suspected) at the site, stop work and notify Biosecurity Queensland (Ph: 
13 25 23 or at https://ants.daf.qld.gov.au/table-of-contents/report-fire-ants/). Then inform the SOWN 
Committee. 

Group Leader & 
trained 
volunteers.  

• Adhere to the fire ant management protocols for your site. Report suspected fire ants to Group 
Leader. 

Everyone 

Translocation of 
weeds 

Med • Use best practice methods for weed removal and disposal – avoid taking materials off site where 
possible. 

Everyone 

  • Inform the SOWN Committee if any suspicious plants are identified on-site. Group Leader 

Aggressive 
members of the 
public    

Med • Maintain a calm, friendly manner in all interactions with members of the public. 
• Avoid contact with suspicious members of public. 
• Withdraw from aggressive situations if possible and call Police if safety is threatened.    
• Report all incidents to your Group Leader. 
• Work in visible range of others at all times. 
• If working alone, follow the Working Alone guidelines (listed above) above and be vigilant. 

Everyone 

• Ensure signs are out while nursery is open to the public. 
• Report all incidents to the SOWN Committee. 
• Discuss how to maintain clear site lines with other volunteers when working.   

Group Leader 



 
SOWN Risk Assessment  

Nursery Operation 
FOLLOW UP ACTIONS / INSTRUCTIONS 

Actions and Follow up Notes 
 
 
 
 
 
 
 
 
 
First Aid Trained Volunteers 
 
 
 
Emergency Plan – Including Ambulance Meeting Point, location of nearest medical centre / hospital 
Emergency Instruction poster in place near sign in area and public sign out area. 
 
 
 
Reporting Incidents 
All incidents and injures must be responded to on-site and medical treatment or ambulance called for if 
necessary. All incidents (ie. injures) must then be reported to SOWN by the next working day for follow 
up and implementing corrective action where required. 

 

 

 

ACKNOWLEDGMENT 

Acknowledgement of Risk Assessment 
Group Leader 
Name  Sign  Date  

SOWN Representative 
Name  Sign  Date  
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APPENDIX G –Working Bee Record Form 



 

Release Date: 2 March 2022 

Version date: 2 March 2022 v1 

Enoggera Catchment Care

SOWN Working Bee Record Form 

Welcome to a Save our Waterways Now (SOWN) Event 

Insurance: SOWN provides personal injury insurance to cover people while 
they are working as authorised volunteers. This insurance covers some of the 
expenses incurred by people who may be injured while participating in 
SOWN activities. 

Site safety: All volunteers must be aware of possible hazards and their 
control measures. Please read the SOWN volunteer induction and/or be 
briefed by your SOWN Group Leader. 

 Your initial next to your name below is important! 

• It ensures you are covered by SOWN personal injury insurance 
• It acknowledges that you have read the SOWN volunteer induction 

and/or had a site safety briefing by your SOWN Group Leader 

Group Leader Pre-Working Bee Check: 

• Is the site inspection and weather safe for bushcare? 
• Have all participants read the SOWN volunteer induction and/or 

had a site safety briefing? 

 Safety Induction overview 

• Is protective clothing and requirements met ie. gloves? 
• Has the first aid kit been sighted? 
• Is sunscreen, mosquito repellent and hand sanitiser available? 
• Are tools is good order and their safe use is understood? 
• Volunteers instructed to stay as a group. 
• Pesticides and motorised equipment will only be used by volunteers trained by 

BCC Habitat Brisbane staff. 

Remember to report all incidents or near misses to your SOWN Group Leader. 

 

Group name: Group leader’s name: Start time: Finish time: Date: 

     

 

Participant’s name Initial 

(Read safety 
info above) 

Start time Finish time Total 
hours 
worked 

Email address Contact in case of emergency 
(Name and phone number) 

       

       

       

       

       

       

       

 



 

Release Date: 2 March 2022 

Version date: 2 March 2022 v1 

Enoggera Catchment Care

SOWN Working Bee Record Form 

 

Participant’s name Initial 

(Read safety 
info above) 

Start time Finish time Total 
hours 
worked 

Email address Contact in case of emergency 
(Name and phone number) 

       

       

       

       

       

       

       

 

Briefly describe activities undertaken at this working bee (e.g. weeding, planting, etc.) 

 

 

 

 



  

P A G E  | 38 

 

APPENDIX H – Education & Training Record Form



SOWN Education & Training Record Form 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 

 

Presentation Topic:  

Presenter:  

Date and Time:  

 

Participant’s name Email address 

(if you would like to receive a copy of the presentation)  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



SOWN Education & Training Record Form 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 

 

Participant’s name Email address 

(if you would like to receive a copy of the presentation)  
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APPENDIX I – Incident Report Form 



SOWN Incident Report 
Health, Safety and Environment 

Release Date: 2 March 2022 
Version date: 2 March 2022 v1 

Enoggera Catchment Care

 
 
 

Date of 
Incident: 

 Time of 
Incident: 

 

Date form 
completed: 

 Form 
completed by: 

 

Incident Type: £ Personal 
Injury 

£ Equipment 
damage 

£ Property 
damage 

£ Spill £ Fire 

Location:  
 

Individuals 
involved: 

 
 
 

Witnesses:  
 

First Aid: Was First Aid 
administered? 

£Yes £No Comments:  

Was further 
treatment 
needed (clinic, 
hospital)? 

£Yes £No Comments:  

PPE Did person 
wear PPE? 

£Yes £No Comments:  

What PPE was 
worn? 

£ Long 
sleeve shirt 

£ Long pants £ Closed in 
shoes 

£ Gloves 

Description of Incident (what / where / how / who): 
 
 
 
 
 
 
 
 
 
Corrective Actions Taken: 
 
 
 
 
 
 
 
 
Checklist: £ Photos Comments:  

£ Diagrams Comments:  
 

Submit Completed form to: 
info@saveourwaterwaysnow 

Hardcopies hand into SOWN nursery 
(To be completed by SOWN Committee member) 

Follow up Actions required: 
 
 
 
 
 
 
Incident follow up and 
closed out: 
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