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University of Auckland

Working at Heights Management Plan (WAH MP) Template Instructions
Working at height (WAH) means working in a place where a person could be injured if they fell from one level to another and the risk of falling is of moderate risk or higher.  This can be above or below ground level, and is regardless of the duration of the task. 
All working at height activities must be documented in a working at height management plan (this template), or in an alternative locally produced document that includes the following six critical elements:

· The type of work to be carried out (a description of the task).
· The work methods/controls to be used (work on solid construction, scaffolds, mobile elevated work platforms, fall prevention systems, work positioning systems, fall restraint systems etc.).
· A risk assessment of the activity/activities.
· The minimum number of participants that are required to conduct the activity.
· Personal protective equipment requirements. 

· An emergency response plan (including preferred method of rescue).  This may be a separate document attached to the plan.
How do I begin?
· Modify the template below to suit your needs e.g. add or delete rows as required, delete or modify purple text to reflect your circumstances.
· Use the model risk assessments for working at height and mobile elevating working platforms that are available on the University Health, Safety and Wellbeing (HSW) Service website as a guide for identifying risks and controls (LINK).
Steps for completing the WAH MP template:

1. Describe the activity (task description). Complete the person responsible, date, location, equipment and personal protective equipment (PPE) fields. Summarise the key risks (i.e. stuff that will kill you) for the task in the key risks (summary) field and list any specific requirements in the planning notes section.
2. In the Basic steps column, list each part of the work task in the order they will be carried out - remember to include preparation and clean-up.
3. In the What are the hazards you have identified? column, list the hazards for each work task. 
4. Having identified the hazards that are involved in the task, assess the uncontrolled level of risk. To do this, consider what is the likelihood of a fall occurring and what would be the consequence if a fall occurred.  
5. Score the risk using the table that follows. You may need to consider these questions: 

· What task is to be done at height?

· Where will the activity take place? 

· What equipment will be used? 

· How likely is it that a fall could occur?

· What is the duration of the activity?

· What is the expertise of those involved?

· What is the distance of a potential fall?  
· What objects or surfaces are there in the potential impact area? 
· What is the potential severity of a possible injury? 
6. In the How will the risks be controlled? column, select the risk, then work through control levels 1-5, starting at level 1, and identifying a control measure that is as close to level 1 as reasonably practicable. If a level 4 or 5 control measure is used (e.g. level 5 - PPE), the reasons why it is not reasonably practicable to apply levels 1-3 should also be documented. 
Whatever control is used, it must safeguard people from the risks associated with falls from height and from falling objects. State what must be done (e.g. limit access to the exclusion zone to restrained WAH worker(s)) and what must not be done (e.g. do not exceed the load capacity of the working platform).  Further information on WAH controls can be found in Part Two of the University of Auckland WAH Guidelines (LINK)
Level 1 control: Elimination. Remove the exposure of the worker to WAH by carrying out the task at ground level. This is the most preferred of all the controls and should be used wherever possible.
Level 2 control:  Elimination through substitution. Replace a high risk WAH task with a less risky task such as using a cherry-picker or scissor lift as a work platform instead of working from a ladder.
Level 3 control:  Isolation through engineering. Minimise the risk of a fall by providing and maintaining a safe system of work. Examples of engineering/isolation controls include: working on a solid construction (scaffold), installing guard rails, working on a temporary work platform, using a work positioning system (using a harness to work in restraint), or modifying tools or equipment to minimise or prevent the risk of fall.
Level 4 control:  Minimisation through administrative controls. Use safe work practices to reduce the risk of a fall. This includes training people in the application of safe work practices, restricting access to an area, and specifying the level of supervision required (a higher level of supervision can increase the level of adherence to a safe work instruction).
Level 5 control: Minimisation through personal protective equipment (PPE).  Reduce the severity of injuries associated with a fall by providing PPE such as: helmets, fall arrest systems and soft landing systems.  Note: none of these prevent a fall, therefore PPE is the last control measure that should be considered.
7. In the Who is responsible for implementing and monitoring these controls? column, name the person responsible for implementing each control measure before work begins.
8. Having identified the equipment being used, the fall hazards and how you will control them, assess the residual level of risk. To do this, consider what is the likelihood of a fall occurring and what would be the consequence if it occurred with your controls in place. 

9. The person drafting the plan then dates and signs the plan if they are happy that it is ready for approval.
10. The approver (i.e. a working at height manager who did not draft the plan) must ensure that specific safe work methods are documented, and should recommend changes to the plan if a better work method is identified. They must also review the rescue plan.
Notification to Worksafe NZ
11. It is a legal requirement that WorkSafe NZ is notified at least 24 hours before the following working at height situations take place:

· Work where participants could fall five metres or more, excluding work on a two-storey house, or work on a power or telephone line, or work carried out from a ladder only, or maintenance or repair work of a minor or routine nature.
· The erection or dismantling of scaffolds from which a person could fall five metres or more.
Supervisors can make notifications online using the links provided at 
http://www.business.govt.nz/worksafe/notifications-forms/particular-hazardous-work  Use bold text to declare whether the work is or is not notifiable.
The University risk matrix below can help quantify the level of risk and score the risk level:
	Likelihood level
	4
	Very likely

Probably expect the event to occur in most circumstances
	Moderate

(4)
	High

(8)
	Extreme

(12)
	Extreme

(16)

	
	3
	Likely

Event likely to occur at least once over the coming year
	Moderate

(3)
	High

(6)
	High

(9)
	Extreme

(12)

	
	2
	Possible

Event may occur at some time
	Low

(2)
	Moderate

(4)
	High

(6)
	High

(8)

	
	1
	Unlikely

Occurrence is conceivable, but not expected to occur
	Low

(1)
	Low

(2)
	Moderate

(3)
	Moderate

(4)

	
	
	
	Minor
	Moderate
	Major
	Severe

	
	
	
	1
	2
	3
	4

	
	
	
	Consequence level


	
	Harm to people

Potential for injury or death
	None or trivial / negligible injury

(no or slight injury which requires localised first aid) 
	Minor injury

(illness or injury is not serious, medical treatment required)
	Serious injury

(serious injury or illness, hospitalisation required)
	Fatality, major injury

(death, permanent disablement, or significant long-term illness)


Risk priority - legend

	Extreme (12-16)
	Intolerable risk. Immediate action(s) is to be taken by risk owners - including DVCs, deans of faculties, directors of services, academic heads/PIs, service managers.  Work must not be started or continued until the risk has been reduced to as low as is reasonably practicable using the hierarchy of risk controls. 

	High (6-9)
	Should not be tolerated. Urgent action is to be taken by the immediate manager. Work should not be started or continued until the risk has been reduced to as low as is reasonably practicable using the hierarchy of risk controls.  The HSW manager working with the faculty/service, and Manager Risk and Performance must be advised of the risk for their review. 

	Moderate (3-4)
	Management to monitor risks in case changing circumstances increase the level of risk. Some action may be required, e.g. improving controls.

	Low (1-2)
	Requires no attention above routine practices and procedures, apart from monitoring.


Working at Heights Management Plan - Example
	1. Task description: Clearing of work spaces including receiving loads on a mezzanine with an unprotected edge.

	Person responsible for ensuring compliance with this WAH MP: Jim Johns, Area Supervisor.

	Equipment required: Work at height harness, fall restraint lanyard, lanyard extension straps, anchor strap.  Forklift. Man carrying forklift cage.  Pallet lifter.
PPE Required: Hard hats, safety shoes, protective gloves suitable for manual handling.

Personal Safety: Remove all rings, jewellery and neckware (ties/scarves/etc.)

	Location of task: Main Workshop, Building 911.  Main floor and mezzanine.
	Date of Task: 10 Sep 2019

	Key risks (summary): 
· Fall from height.  
· Strike by forklift.  
· Crush by loads.
	Planning notes: Supervisor to be advanced WAH qualified and to provide close supervision throughout.  WAH worker in restraint to be briefed by supervisor and closely supervised.  Rescue plan to be briefed.  Forklift driver to be licenced (current F endorsement).  Work at height to be conducted as per IAW AS/NZS 1891.1 and UoA WAH Guidelines.

	2. Basic steps
	3. What are the hazards you have identified?
	4. What is the uncontrolled risk level?
	5. How will the risks be controlled?
	6. Who is responsible for implementing and monitoring these controls?
	7. What is the residual risk level?

	Prepare mezzanine to receive loads.
	· Fall from height greater than 3 metres
· Falling objects

· Manual handling 

· Pallet lifter use
	HIGH
	Establish and mark 2m exclusion zone from unprotected edge on upper floor of mezzanine.  

Limit access to the exclusion zone to restrained WAH worker.

Approved work positioning system (Level 3 control) to be rigged using rafter beam as anchor point, with anchor strap and lanyard extension(s). WPS to be rigged with barriers in place and verified for safety by supervisor.

Barriers to be lifted from seats by WAH worker, and positioned to one side.  No workers to be within 2m of lip while this is being carried out. All workers to wear hard hats.

	Jim Johns, Area Supervisor.
	LOW 

	Prepare loads for lifting 
	· Manual handling 

· Pallet lifter use 

· Falling objects


	MODERATE
	Palletised loads are preferred.  If unable to be palletised, loads need to be stable and able to be safely lifted.  Unstable loads are not to be lifted on forks.

Personnel to use team lifting techniques or mechanical assistance to minimise back injury.

Personnel to wear gloves to minimise hand injuries. 

Workers to take anti-fatigue breaks as required.

Workers to demonstrate competency in pallet lifter use prior to the task being carried out.
	Jim Johns, Area Supervisor.
	LOW

	Lift loads to mezzanine  
	· Strike by forklift

· Forklift overstress 

· Falling objects
	HIGH
	External access doors to workshop to be locked.

Forklift pre-use checks to be carried out.

Driver to be authorised.

Personnel to stand clear of operating forklift.

Loads to be within forklift safe working load.

Loads to be secure on forks.

Speeds to be minimised.

WAH worker to stand back from lip as loads are brought in.
	Jim Johns, Area Supervisor.
	MODERATE

	Receive loads on mezzanine.
	· Fall from height greater than 3 metres
· Falling objects

· Manual handling 

· Pallet lifter use
	HIGH
	Maintain 2m exclusion zone on upper floor of mezzanine.  

Approved work positioning system to be rigged using rafter beam as anchor point, with anchor strap and lanyard extension(s).  

Once forklift departs, WAH worker only is to use pallet lifter to pick up and reposition pallet outside of the exclusion zone.

WAH worker to ensure lanyard extension is not damaged or entangled.

Other work team receives load and moves it to a safe area.

Supervisor to remain outside exclusion zone.
	Jim Johns, Area Supervisor.
	LOW 

	Reconstitute mezzanine protective barriers
	· Fall from height greater than 3 metres
· Falling objects

· Manual handling 


	HIGH
	Approved work positioning system to be rigged using rafter beam as anchor point, with anchor strap and lanyard extension(s).  

Barriers to be lifted from safe area to seats by WAH worker, and secured with locking pins.  No workers to be within 2m of lip while this is being carried out, all workers to wear hard hats.
Limit access to the exclusion zone to restrained WAH worker.


	Jim Johns, Area Supervisor.
	LOW 

	8. Prepared by: Jim Johns
	Date: 09 Sep 19
	Designation: Area Supervisor.
	Signature:

	This WAH MP has been developed in consultation and has been read, understood and signed by all workers undertaking the tasks described:

	Print names
	Signatures
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	9.  Approved by: R. Powell
	Signature:
	Position: Work Group Manager
	Date:

	10. This task is not notifiable to Worksafe 
	This task is notifiable to Worksafe
	Worksafe notified by: Not Required
	Date: N/A


Resources: 
· WAH MP (this document) and Rescue Plan
· PPE as specified above
· Work at height harness, fall restraint lanyard, lanyard extension straps, anchor strap.  Forklift. Man carrying forklift cage.  Pallet lifter
· Minimum of qty 6 personnel, plus one supervisor.
Key relevant documents
· Health and Safety Policy
· Working at Height Standard
· Working at Height Procedures

· Working at Heights Guidelines
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