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The Hunter Region Landcare Network (HRLN) is committed to ensuring that everyone who participates in our activities is safe from personal injuries, is adequately covered by our insurance and contributes to our organisational goals.

The following procedures have been designed to help people working on our projects, comply with our obligations, under Workplace Health and Safety legislation, the requirements of our insurer and our commitment to providing a safe workplace.

NOTE: Please ensure that HRLN is aware of your proposed activities, prior to them occurring, to ensure that we can fulfil our obligations as the responsible entity.
1. Before commencing work on your activity, the Nominated Team Leader should call everyone together to discuss the proposed activities of the working bee, and to assist the group to identify any potential hazards. This is known as a Toolbox Talk, or a site-specific induction. 
2. The Work Diary, WH&S and Environmental Risks checklists (attached) can be used to aid discussion and ensure that hazards are identified, and appropriate measures are taken to remove or reduce any risks. 

3. At the beginning of every working bee the Nominated Team Leader commences a Work Diary entry. This paperwork is essential to document; 

· Who is present on the site? To ensure that all are covered by insurance, should an accident or incident occur?
· What are the risks associated with the day’s activities? Identify and record the measures taken to reduce the risks

NOTE: It’s also a good idea to assign tasks to various members of your team. First Aider, Photographer, Tool/Equipment monitor, Meet and Greet Committee to welcome visitors to your project.
4. At the end of each working bee the Nominated Team Leader completes the Work Diary to document

· What activities were undertaken on the day

· What follow up or other resources are needed

· How many hours your group has worked. (This information greatly assists funding applications that want to know what ‘in-kind’ contributions are being made).

5. A copy of the attached form should be kept by your group, for your own information as a record of your activities and a copy scanned and sent to hunterregionlandcare@gmail.com for our records.

Happy and Safe Landcaring

Hunter Region Landcare Network.
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