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1. Definitions
Care groups: groups of volunteers (Landcare, Dunecare, Bushcare, Coastcare and others)
undertaking approved environmental restoration activities on land owned or managed by
Council.
Council: Byron Shire Council.
Council land: Land that is either owned by, or under the care, control and management of
Byron Shire Council.
Community support officer: The Northern Rivers CMA supplies funding each year to
provide support for local communities in delivering natural resource management activities
and projects. Community support officers play an important role in raising community
awareness about natural resource management issues and building capacity within
communities to meet local natural resource management opportunities. Byron Council
support the employment of a community support officer whose role includes providing
assistance to care groups and others undertaking environmental restoration works.
Group coordinator: Volunteer who acts as contact person / coordinator for each group.
Site plan: Site assessment and restoration program for work site which is developed by
Council in consultation with the relevant volunteer group. Sets out what restoration works are
required and how they should be undertaken.
OHS risk management: OHS risk management assesses the level of hazards at a work
site. Further details are provided on the form.
OHS job safety brief: All volunteers sign an OHS job safety brief. Once filled out for a work
site the forms can be used for subsequent work days. New volunteers are to be briefed on
the hazard assessment and sign the job safety brief.
Daily record sheet including chemical record: The daily record sheet is filled out each
work day to record location of work, chemical usage, work activities undertaken, incidents
and any other information the group considers relevant to the project such as observations
about the site.
Activity report: The activity report is filled in on a monthly basis as a summary of the sign
on register and daily record sheet. A copy is forwarded to Byron Shire Council each six
months.
Register of injuries: Each group should have a register of injuries or accident – injury book.
Details of injuries, including those that appear minor, should be recorded in the register.
Accident / incident report: When a work injury / illness requires professional medical
attention, causes a volunteer to be incapable of working on the next day, causes property
loss or damage, or where a near miss occurs which could result in any of the above, an
accident/incident report must be completed.
Personal protective equipment (PPE): Clothing and equipment that protects volunteers
from hazards including harmful UV radiation, insect and snake bite, chemical contamination
and tool use injuries. Includes long sleeved shirts, long pants, safety boots, broad - brimmed
hats, sunscreen, insect repellant, eye protection, gloves and other PPE equipment where
appropriate.
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2. Introduction
Background
Volunteers in the Byron Shire have formed Dunecare and Landcare groups committed to
restoring and conserving natural areas. These groups play a significant role in rehabilitating
degraded ecosystems. Implementation of bush regeneration works involving control of exotic
species to facilitate replacement with native plants is a key function of care groups. Groups
meet regularly for working bees, training days and the sharing of information.
Byron Shire Council recognises the effort put in by community volunteer groups, including
Landcare and Dunecare, in the Shire.
The benefits of Landcare and Dunecare work are:
•

Environmental: conservation and restoration of native vegetation and fauna habitat.

•

Social: strengthening local communities through social interaction, working together
and sharing information and enhanced personal satisfaction of individual volunteers.

•

Educational: increased community awareness about the environment and increased
capacity to implement practical restoration activities. This creates a stewardship
approach to public bushland, involving a partnership between Council and the
community.

•

Economic: financial savings to ratepayers by using a volunteer workforce and
increased funding accessed through external grants. Activities contribute to the
natural values and scenic qualities of the Byron Shire from which the local economy
benefits.

Purpose of this manual
The Care Group Procedures Manual has been developed to guide volunteer groups
engaged in environmental restoration activities on Byron Shire Council land to work together
effectively and safely.
It details procedures to be followed by care groups working in partnership with Council. It
aims to facilitate effective and safe implementation of restoration works. The guide includes
copies of forms to be used by care groups in the course of their activities.
The manual provides guidance on safe work practices and strategies to minimise risks.
Protecting the safety of volunteers is a high priority for both Council and care groups.
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Aims and objectives
Involvement of community volunteers on Council land aims to promote best practice
ecological management of natural areas within the Byron Shire by developing a sense of
community responsibility for natural environments and supporting community actions to
restore these areas.
The involvement of care groups on Council land has the following objectives:
•

Support care groups to be active on a regular basis and produce positive
environmental outcomes.

•

Raise community awareness about the environment and how people can help
enhance natural areas.

•

Increase the community capacity to achieve positive environmental outcomes.

•

Foster a sense of community responsibility for the natural environment.

•

To work cooperatively to seek external funding for restoration projects.

•

Facilitate social interaction and sharing of information within the community.
Contribute to personal satisfaction for individual volunteers.
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3. Starting a New Care Group
Procedure for setting up new groups
This manual is not a guide to starting a new care group, it provides some introductory
information about the process. The community support officer (CSO) can assist with guiding
the formation of a new Dunecare or Landcare group. A new group starter kit is available from
http://www.landcareonline.com.au/ or the CSO. This guide details the informal and formal
steps to setting up a Care group. As part of this process the local community is informed of
the formation of a new group and a public meeting is held to recruit new volunteers and
discuss any issues. Groups must have relevant insurance coverage prior to commencing
site works.
•

If a group plans to work on land managed by Byron Shire Council prospective
volunteers contact the CSO at Council and discuss the possibility of forming a new
care group. A copy of this manual is made available to prospective volunteers.

•

Care groups are already working along most of the coastal areas in the Byron Shire
and other groups are active in the hinterland. The Community Support Officer can
provide contact details of existing groups which new volunteers may seek to join.

•

If the work area proposed is a new area, check that the land is owned / managed by
Council.

•

The group fills out an application form available from the CSO or Byron Shire Council
to work in the proposed area. Site inspection takes place with volunteers to discuss
the nature of problems on site and possible management strategies.

•

The group’s application is assessed in consultation with the CSO.

•

Once a new group is approved a site restoration plan is developed prior to
commencement of on ground works. Council will provide a template for the plan
preparation.

•

Work will not commence on the project site until the plan for the proposed work area
has been approved by Byron Shire Council.

•

Volunteers are advised of all relevant training opportunities by the CSO.

•

As resources permit, incorporated groups such as Brunswick Valley Landcare, may
be able to provide tools and equipment on loan. Care groups are responsible for
ensuring equipment is maintained and returned in the event of the group disbanding
or a volunteer leaving the program. The CSO may also be able to assist with groups
seeking small levels of funding for tools, equipment and First Aid kits.
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Where care groups can work
Approval must be gained from Council before care groups can undertake restoration work.
Suitable sites are where:
•

There is environmental value in undertaking restoration works in the area.

•

Bush regeneration is achievable by volunteers.

•

A restoration plan has been developed detailing strategies for on ground works.

•

There is a high level of commitment by the local community and the site is likely to be
maintained by the volunteer group for a minimum of five years.

Permission and insurance
Landcare Groups in Byron Shire require landholder permission and insurance coverage:
•

Landcare activities may only be undertaken with the permission of the landowner. In
the case of land which is owned and/or managed by Byron Shire Council that
permission is given by the Council, on receipt of an application from a potential
Landcare group. Different areas of Council have responsibility for managing relevant
areas of public land. It is necessary for Council to ensure that approval is obtained
from the relevant custodian.

•

Council covers approved Dunecare activities through its volunteer insurance policy.
This policy covers volunteers for accident or injury and for public liability. All groups
working on Council land must have the written permission of Council and fulfill all
occupational health and safety and reporting requirements. This cover does not apply
to Landcare programs on Council land and these groups must be members of a
group that has relevant insurance.

•

For groups working on other land, the permission and insurance of that landowner
and/or manager must be secured in writing before work commences.
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4. Expectations of Volunteers and Council
What is expected of council
As resources permit, Council will support all care groups that comply with criteria set out in
this manual. Council and the CSO may be able to assist groups with:
•

Sourcing technical advice. Councils’ natural resource team may be able to assist with
this.

•

Ensuring compliance with safe work practices.

•

Ensuring that works are implemented in line with the restoration plan for the site.

•

Informing groups of training opportunities and Council activities relevant to groups.

•

Consulting with groups whenever possible about any works proposed for the site or
adjoining areas. This could include fire management, weed control, track construction
or drainage works.

•

Coordination of activities on a larger scale within the Byron Shire and the region. This
aims to ensure the activities are compatible with local and regional priorities or
organisations such as the Northern Rivers Catchment Management Authority and
Department of Environment, Climate Change and Water.

•

On going site monitoring and evaluation consistent with best practice in the Byron
Shire.

•

Providing opportunities for volunteer input into Council’s management of natural
areas.

•

Ensuring that designated work sites are appropriate for volunteer’s abilities and
interests.

•

Assistance with applications for external grants funding.

•

Assisting with notification of herbicide use (in accordance with the requirements of
the Pesticides Regulation 1995 requiring public authorities to notify the community in
accordance with a notification plan). Herbicide signs (which must be displayed when
herbicide is being used) are available from the Byron Shire Council depot.

•

Assistance where possible when care groups wish to use the media to publicise their
activities. Any material that includes statements attributed to Council staff or
interpretations of Council policy must be approved by Council’s general manager
before being offered for publication. All relevant funding bodies and partner agencies
should be acknowledged in media releases.
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What is expected of volunteers
•

Implementing on ground work in line with the site restoration plan,

•

Maintaining records required by Council as detailed in this manual,

•

Adherence with relevant legislation, policies and procedures,

•

Commitment to carry out their duties in a safe and responsible way,

•

Cooperation with Council staff and other volunteers as appropriate,

•

Notification of Council of any activities proposed to be undertaken,

•

Following the directions of Council staff,

•

Risk assessment is undertaken,

•

Undertake relevant training offered in areas such as First Aid, occupational health
and safety and ChemCert.

•

Immediate reporting of any injuries.

Authority to work on Council land as a volunteer is conditional on the volunteer complying
with Council’s procedures. If Council determines that a volunteer has acted contrary to these
procedures, their authority to work on Council land will be withdrawn.

Grievance procedure
If volunteers or volunteer groups have any grievance associated with the operation of the
care program there should be an attempt to resolve the grievance within the management
committee of the incorporated landcare group. Contact the CSO in the second instance
including clearly outlining the problem in writing. If the grievance has not been satisfactorily
resolved the volunteer / group should contact Council in writing.

Training
A group member who leads or supervises volunteers on site should have qualifications in:
•

Senior or workplace level 2 First Aid certificate

•

An approved course in occupational health and safety

•

ChemCert or equivalent qualification where bush regeneration work involves the use
of herbicide.

Groups will be notified of relevant training opportunities including First Aid and occupational
health and safety, appropriate use of chemicals, bush regeneration, plant identification
workshops and Council activities. Contact the CSO if you have specific training enquiries.
The site plan provides a guide to implementing restoration works.
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5. Site Assessment and Planning
Preparation of a site plan
Work on care sites is to be carried out in accordance with the restoration plan for the site.
The plan will identify short and long term goals for the rehabilitation of a site and strategies
to achieve them. Council has prepared a minimum standard for plans with bush regeneration
guidelines. A copy of this document will be provided to all new and existing groups and
further copies are available from Council. Plans generally contain:
•

Aims and objectives.

•

A map of the area including its major features.

•

A description of the topography and land use within and adjacent to the site.

•

Details of flora and fauna present, particularly any Threatened Species or EEC
vegetation communities and how they should be managed.

•

Information of threats and impacts at sites including weed infestation, recreational
usage, drainage issues, grazing, fire and others. Details of how to manage relevant
issues.

•

A works program detailing restoration work to be undertaken and what is required to
complete actions. This will include recommended weed control strategies and
techniques.

•

How the success of outcomes will be measured, a monitoring and evaluation
component.

Within the context of the plan it is important for the care group to determine what it wants to
achieve on the site (aim), what they plan to do (objectives), how they plan to do it (methods),
and how the results will be measured (evaluation and documentation). An important element
with the site strategy is to ensure that restoration works are not undertaken beyond the
group’s ability to maintain them.

Monitoring and evaluation
It is important to record, monitor and evaluate the progress of any rehabilitation project. This
is necessary to demonstrate the outcomes achieved and the relative success or otherwise of
different methods used.
The Big Scrub Rainforest Landcare Group, Byron Shire Council and EnviTE have developed
a customised database package for monitoring and evaluation the restoration of vegetation
(MERV). The database is used for restoration works across a diverse range of vegetation
communities and at a variety of levels dependant on needs. The use of MERV database is
recommended for the monitoring and evaluation of rehabilitation work and for recording site
data. MERV software can be downloaded from the EnviTE Website www.envite.org.au.
Successive photographs taken from the same fixed points provide a visual record of weed
infestation and vegetation condition. Baseline photographs should be taken prior to
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commencing on ground works. Photo locations should be marked and successive photos
taken at intervals of 6 to 12 months as well as after major events such as planting or fire,
from the same location to enable direct comparison. Regeneration daily record sheets
provide information that can be evaluated to guide effective future bush regeneration
strategies.
Council and the CSO can assist with additional information and training about monitoring
and evaluating the progress of works at sites.

6. External Funding
Opportunities for external funding for projects will arise through various sources. The CSO
can advise of current funding opportunities available. Providing projects are consistent with
management priorities identified by Council and where practical, Council and care groups
may take advantage of external funding opportunities to further develop care program
activities. It is important that Council is notified as soon as a care group is considering
lodging a funding application to allow adequate time to provide relevant documentation to
support the project. Care groups may develop ideas for potential projects and then seek
approval from Byron Shire Council as land manager. Before lodging a funding application a
letter is to be prepared stating where responsibilities lie for various aspects of the project.
Priorities for funding applications will depend upon the:
•

suitability of project to the funding program, according to the stated priorities for each
program;

•

ability of Council and the group to fulfill associated commitments;

•

ability of the volunteers to fulfill a project management / coordination role;

•

potential ecological, educational or other benefits of the project; and

•

consistency of the project with local and regional priorities.
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7. Occupational Health and Safety
All employers, employees and volunteers in NSW are covered by the Occupational Health
and Safety Act, 2000. The WorkCover Authority administers the Act. It aims to protect the
health, safety and welfare of people at work. It sets out requirements that must be met at
work sites.
Activities are required to be carried out in a manner which will protect the health and safety
of volunteers and members of the community. Safe work practice is the responsibility of
every person taking part in activities. A duty of care applies; each of us has a duty to ensure
that the action or inaction which we take does not have the potential to cause reasonably
foreseeable harm to others.
It is important that Council be immediately advised of any incident which occurs that may
give rise to a claim against the Council. Failure to notify may adversely affect Council’s
insurance cover. As noted previously Byron Shire Council does not cover Landcare workers.

First Aid kits
A First Aid kit is required at all work sites during work sessions. The “Occupational Health
and Safety Act” specifies the type of kit required in different situations. The “C” kit is the most
basic one and is for sites where there are less than 10 people. The “B” kit is the next step up
and is for workplaces with 10 to 100 people. See Appendix 1 for details of First Aid kit
contents.
Groups should ensure the adequacy of first aid kits and check contents, expiry dates and
restock regularly. Emergency contact numbers should be included in kits. All volunteers
should know the location of the first aid kit. Volunteers with first aid qualifications should be
identified.

Accident – Incident Reporting
Register of injuries: Each group should have an Accident – Injury Book. Details of injuries,
including those that appear minor, should be recorded in the Register.
Accident / incident report: When a work injury / illness requires professional medical
attention, causes a volunteer to be incapable of working on the next day, causes property
loss or damage, or where a near miss occurs which could result in any of the above, an
accident/incident report must be completed.

Safety guide for volunteers
Group responsibility: Each group has a responsibility to provide a safe working
environment for its volunteers.
Volunteer responsibility: Volunteers must cooperate with the group’s efforts to maintain a
safe working environment.
Protective clothing: Volunteers must wear sturdy footwear on work sites and clothing which
provides adequate protection against the sun and insect and other bites and scratches.
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Pre-existing medical conditions: It is essential that volunteers declare, confidentially, any
pre-existing medical conditions which may affect their participation in projects.
Risk assessment: All potential hazards relating to the project must be identified, risks
involved assessed and controls developed to eliminate, or minimize the risk.
Register of injuries: If at any time a volunteer sustains an injury on the work site, even if
minor, the injury should be treated and then recorded in the accident – injury book.
Tool use: Care must always be taken to maintain a safe working distance between
volunteers. That distance should not be less than 3 metres when using swinging type tools
such as mattocks. Volunteers are not to use power tools on site other than cordless electric
drills. Exceptions may be possible for qualified trades people or WorkCover accredited
operators in the case of landscaping or construction projects. Copies of the relevant licenses
and permits will need to be retained by Council.
Tools and equipment are required to be maintained in a condition that is safe for use. The
safe use, handling, storage and transportation of equipment and substances (such as
herbicide) is important.
Chemicals: Chemicals may only be used by volunteers when they are supervised by an
appropriately qualified person (ChemCert qualification or equivalent) and only when there is
full compliance with the safety direction detailed in the Material Safety Data Sheet (MSDS).
Use appropriate PPE.
Sun protection: Northern New South Wales has a high incidence of skin cancer resulting
from over-exposure to the sun’s ultraviolet rays. Loose fitting long trousers, long sleeved
shirts, a broad-brimmed hat and sunscreen (high protection factor) are recommended when
outside for extended periods.
Insects: Insect borne diseases, while not common, can be contracted in our area. Long
sleeves, long trousers and insect repellant can provide protection.
Dehydration, fatigue, heat exhaustion: Always make sure you are carrying, or have
access to water, whenever engaged in physical activity. Regular drink breaks and rest
periods are important.
Snakes: Venomous snakes are found throughout the Byron area. If snakes are encountered
they should not be disturbed. Move away quietly. Wearing sturdy footwear and socks is
recommended.
Slip, trip and falls: Ensure volunteers are familiar with site terrain and potential hazards
prior to commencing work. Mark obvious hazards such as boulders, holes, tree roots and
low branches with brightly colored tape where practical. Ensure pathways are clear and
obstacle free.
Scratches and stings from trees, bushes and vines: Familiarise the group with plants
that have thorns, prickles, stings or sharp leaves, mark hazardous plants at work sites, wear
appropriate personal protective equipment at all times.
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Head and eye injury, cuts and bruises: Use personal protective clothing including eye
protection. Check for overhanging head high branches, tag where practical.
Back strain: Ensure correct posture, restrict weight to be lifted and share loads where
possible. Rotate tasks.
Wind and storm injury from falling branches / trees: Assess site before working, leave if
severe storm warning or conditions worsen. Use personal protective clothing.
Road safety: Volunteers should avoid working on or near roads wherever possible. Where
volunteers need to work on a road reserve or any other place where vehicle traffic is present
and may represent a hazard, they must wear a safety vest at all times. In some
circumstances it may be necessary to use traffic warning signs or employ traffic control
measures. This is a responsibility of Council.
Hazardous rubbish: Volunteers should not remove any potentially dangerous rubbish, e.g.
asbestos, syringes or chemical drums. Council staff should be notified if such items are
found. If needles are found, cover to reduce hazard and mark. Collection required using
tongs and disposal into sharps container. If needle stick injury occurs encourage the wound
to bleed and seek medical treatment.
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Risk assessment
A risk assessment is to be undertaken at each new work site or when conditions change at
an existing site. The risk assessment considers how likely a risk or illness could occur and
how severely someone could be hurt. Hazards must be pointed out to all volunteers and all
risk control measures explained and documented on the risk management form (4).
Once hazards are identified strategies to eliminate, minimise or protect against the risk
should be considered. Additional personal protective equipment may be considered, for
example, mosquito nets where insect numbers are high, gaiters in snake habitat or knee
pads when kneeling for extended periods.
Volunteers should not be working in an area which has a high risk assessment score. If risks
cannot be satisfactorily managed and there is doubt that the work can proceed safely, it
should not go ahead. At no time should achievement of work outcomes be allowed to
compromise safety.
All volunteers working on site are required to read the risk management form (4) and take
particular note of hazards on the site. They fill in their name, signature and date on the Job
Safety Brief (Form 3) agreeing to work towards a safe workplace for fellow workers and
themselves.
The steps of a simple risk assessment process adapted from CVA, 2010 include:
Consider the site: Is it steep, rocky, rough, slippery, dusty or exposed to wind? Is it thickly
vegetated? Are there overhanging dead branches? Is there likely to be snakes, ticks bees,
wasps, bull ants? How far are you from emergency assistance if required?
Consider the tasks: Are people carrying heavy or awkward objects? Will they be swinging
tools? Is the work site near dangerous water, rocks, cliffs, machinery?
Consider the people: Are they experienced in the work to be done? Are there children
requiring close supervision, are there elderly, less agile people? Does anyone have any
medical conditions or injuries that may be aggravated by performing required tasks?
How can a person be injured? Consider trips, falls, eye injuries, bites, stings, sunburn,
dehydration, strains from lifting heavy objects or misuse or repetitive use of tools.
Identify risk control strategies: What will people do to minimise potential harm? Involve
everyone in the process, talk about and document agreed strategies and make sure
everyone understands what is expected of them.
Supervise and monitor: Make sure everyone is complying with rules. Be prepared to
change strategies if they do not seem to be working.
Emergency response plan: Make sure you have emergency contact numbers and ensure
everyone knows what to do in case of emergency.
Use Personal Protective Equipment (PPE): Clothing and equipment that protects
volunteers from hazards including harmful UV radiation, insect and snake bite, chemical
contamination and tool use injuries. Includes long sleeved shirts, long pants, safety boots,
broad-brimmed hats, sunscreen, insect repellant, eye protection and water bottle.

16

Care Group Procedures Manual – A guide for volunteers working in Byron Shire

8. Documentation
This guide includes copies of forms care groups are required to use when they do not have
an equivalent form of their own. These guidelines outline the minimum requirements for
documenting care group activities All forms are to be kept by the group secretary or a
designated group member, it is the responsibility of the group to ensure all records are kept
up to date. Council will maintain a register of general information about care groups for
public use.
1. Volunteer membership and training
All members fill in volunteer membership and training forms when they join a group. This
records name and contact details. It lists skills, interests and experience and records training
qualifications in ChemCert or equivalent, OHS and First Aid. Any restrictions on volunteer
activities are also detailed including health conditions. The form should be updated if there
are changes, such as gaining additional qualifications or new address and contact details.
2. Daily sign on register
The sign on sheet is to be filled in by each volunteer on every work day. Start and finish work
times are recorded.
3. OH&S job safety brief
All volunteers sign the OH&S Job Safety Brief. Once filled out for a work site the forms can
be used for subsequent work days. New volunteers are to be briefed on the Hazard
Assessment and sign Job Safety Brief.
4. OH&S risk management
OHS risk management assesses the level of hazards at a work site. Further details are
provided on the form.
5. Daily record sheet (including chemical used and application)
The Daily Record Sheet is filled out each work day to record location of work, chemical
usage, works activities undertaken, incidents and any other information the group considers
relevant to the project such as observations about the site.
6. Worksite coordination matrix
This matrix is provided as a crossreference for supervisers to ensuring
completed and dated as required

all forms are

7. Accident / incident report
When a work injury/illness requires professional medical attention, causes a volunteer to be
incapable of working on the next day, causes property loss or damage, or where a near miss
occurs which causes any of the above, an accident / incident report must be completed.
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Appendix 1: First Aid Kit Contents
Sites at which 25 or more persons work or other places of work at which 100 or
more persons work

First Aid
kit A

Sites at which fewer than 25 persons work or other places of work at which fewer First Aid
than 100 and more than 10 persons work
kit B
Places of work at which 10 or fewer persons work

First Aid
kit C

First Aid kit A, First Aid kit B and First Aid kit C mean a First Aid kit containing the following
items in the quantity (if any) specified in columns A, B and C, respectively:
A

B

C

Adhesive plastic dressing strips, sterile, packets of 50

2

1

1

Adhesive dressing tape, 2.5cm x 5cm

1

1

-

Small

2

1

1

Medium

2

1

1

Large

2

1

-

Dressings, non-adherent, sterile, 7.5cm x 7.5cm

5

2

-

Eye pads, sterile

5

2

-

5 cm

3

1

1

10 cm

3

1

-

Gloves, disposable, single

10 4

2

Rescue blanket, silver space

1

1

-

Safety pins, packets

1

1

1

Scissors, blunt / short nosed, minimum length 12.5cm

1

1

-

Splinter forceps

1

1

-

Sterile eyewash solution, 10 ml single use ampules or sachets

12 6

-

Swabs, pre-packed, antiseptic, packs of 10

1

1

-

Triangular bandages, minimum 90 cm

8

4

1

Wound dressings, sterile, non-medicated, large

10 3

1

First Aid pamphlet as (approved by WorkCover )

1

1

1

Snake Bandages

3

3

3

Bags, plastic, for amputated parts:

Gauze bandages:
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Community Groups in Practical Conservation . Conservation Volunteers Australia.
Lake Macquarie City Council http://www.lakemac.com.au/
Landcare Australia. New Group Starter Kit, Your guide to starting a new landcare group.
Landcare Australia. http://www.landcareonline.com.au/

10. Other Resources
www.byron.nsw.gov.au /biodiversity

Big Scrub Rainforest Landcare Group (2008) Common Weeds of Northern NSW Rainforest.
A practical manual on their identification and control. Second Edition. BSRLG. Mullumbimby,
NSW
Big Scrub Rainforest Landcare Group (2005). Subtropical Rainforest Restoration . A
practical manual and data source for landcare groups, land managers and rainforest
regenerators. Second editon. BSRLC. Bangalow, NSW .
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Byron Volunteer Group Forms

1. Volunteer Membership and Training
Surname: ____________________________ Given Name: _______________________________
Address: ___________________________________________________________
___________________________________________________________

Phone / Email: _______________________________________________________
Skills, interests, experience: bush regeneration, planting, seed collection, propagation,
fencing, plant identification, training, education, record keeping, other.

Training: please tick and enter expiry date if applicable
ChemCert: [
First Aid:

[

] ___/___/____

OHS: [

] ___/___/____

] ___/___/____

Other:

Availability: Please tick times you would be available.
Day

Mon

Tue

Wed

Thur

Fri

Sat

Sun

Morning
Midday
Afternoon

Do you have any restrictions in areas of volunteer activities?
e.g. health conditions, allergies, poor sight, chemical contact or use.

Yes

No

If “Yes” please provide details:

Signature:
Date:
20
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2. Daily Sign On Register
Group:___________________________________________
DATE

START

FINISH

NAME

SIGNATURE

Total Hours: __________________
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3. Job Safety Brief
Site Name: ______________________________________
I have read and observed the risk management form and taken particular notice of the hazards
associated with this site. I will endeavour to work towards a safe workplace for fellow workers and
myself.

Print Name

Signature

Date

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________

___________________________

___________________

________________
22

Use Personal Protective Equipment (PPE) – Long sleeved shirts, Long pants, safety boots, broad-brimmed hats, sunscreen and water bottle.

7. Emergency response plan: make sure you have emergency contact numbers and ensure everyone knows what to do in case of
emergency.

6. Supervise and monitor to make sure everyone is complying with rules, Be prepared to change strategies if they do not seem to be
working.

5. Identify risk control strategies: What will people do to minimise potential harm? Involve everyone in the process, talk about and
document agreed strategies and make sure everyone understands what is expected of them

23

4. How can a person be injured? Consider trips, falls, eye injuries, bites, stings, sunburn, dehydration, strains from lifting heavy objects or
misuse or repetitive use of tools.

3. Consider the people: Are they experienced in the work to be done? Are there children requiring close supervision, Are there elderly
less agile people? Does anyone have any medical conditions or injuries that may be aggravated by performing required tasks?

2. Consider the tasks: Are people carrying heavy or awkward objects? Will they be swinging tools? Is the work site near dangerous
water, rocks, cliffs, machinery?

1. Consider the site: is it steep, rocky, rough, slippery, dusty and /or exposed to wind? Is it thickly vegetated? Are there overhanging dead
branches? Is there likely to be snakes, ticks bees, wasps, bull ants? How far are you from emergency assistance if required?

The following steps summarise a simple risk assessment process:

Please ensure that risk assessment forms are fully completed at each new work site or when conditions / circumstances change at an
existing site.

4. Risk Management

Byron Volunteer Group Forms

General / site
access

Job Stage

alert other personnel of hazard
cover needle to reduce hazard and mark
collect needle using tongs and dispose into sharps container. Tongs and sharps container
are located in tool kit on back of truck.
encourage the wound to bleed and evacuate to a medical centre for treatment

"
"
"
"
"
"
"
"
"

! head and eye injury,
cuts and bruises

! Wind and storm
causing injury from
falling trees /
branches
! needle stick injuries

"

ensure all personnel access the site
personal protective clothing
team to leave site together if severe storm warning apply or conditions worsen

"
"
"

! fatigue, heat
exhaustion,
sunstroke, sunburn

use Personal protective clothing including eye protection
check site and be aware of overhanging head height branches , tag where practicable
ensure first aid kit readily available

personal protective clothing including broad brimmed hat & sunscreen
ensure personnel are aware of the need for adequate intake of fluids and rest
vary work according to conditions

ensure all personnel are familiar with site hazards
personal protective clothing
insect repellent.
warning others of any potential hazard where necessary

"
"
"
"

! bites and stings

familiarise all personnel with potential hazards prior to commencement of work
document a Site Induction
remove or tag any potential hazards where possible
ensure safe working conditions are maintained by employees
regular rests

Risk Management Strategy
"
"
"
"
"

Risk
Rating

! slip / trip / fall

Hazard Identified

Group:___________________________________ Site:__________________________________________

Byron Volunteer Group Forms
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Planting and
manual weed
control

! Herbicide spill or
splash on skin

Chemical
Usage

! Cuts, strains and eye
injury

! Use of hand held
equipment
"
"
"
"
"

"
"
"
"

! fatigue / heat stress

"
"
"
"
"
"
"

"
"
"
"

rotate tasks
maintain intake of fluids
vary tasks to suit conditions
ensure enough space between workers for safe use of spades, forks, picks, loppers and
other tools
ensure correct method of carrying , using and placing of equipment
personal protective clothing and eye protection
vary tasks
avoid over fatigue
seek First Aid treatment and report the injury

correct posture
restrict weight to be lifted and share loads where possible

ensure all employees hold current chemical users certificate
ensure all relevant material safety data sheets are on site
personal protective clothing
ensure fresh water supply on site - allow 3-5 litres per person in warmer weather - monitor
and adjust as required
maintain spray backpacks in good working order
avoid over filling spray pack / pots - refer to chemical use SWMS
assess wind direction prior to spraying
avoid high pressure spraying if wind direction is unsuitable
do not spray if conditions are unfavourable
adjust size of herbicide droplets to minimise spray drift. Refer to Chemical Use SWMS
ensure adequate distance between workers to ensure operators are not in each other’s
"drift zone”

Risk Management Strategy

"
"

Risk
Rating

! back strain

! inhalation due to spray
drift

Hazard identified

Job Stage

Byron Volunteer Group Forms
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Other

2 medium risk

1 high risk

1 high risk

3 low risk

2 medium risk

1 high risk

Could happen sometime

Likely

3 low risk

3 low risk

2 medium risk

very rarely

Could happen but

Unlikely

*Activities that have a risk assessment score of 1 or 2 will need to have a separate Safe Work Method Statement
(SWMS), also known as a Job Safety Analysis (JSA).

First Aid required

Medical attention and
several days off work

or ill health

Kill or cause permanent
disability

Could happen

How ill could it make
someone?
anytime

Very Likely

How likely is it that a risk or illness could occur?

The Risk Assessment Matrix

OR

How severely could it hurt
someone?

Byron Volunteer Group Forms
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5. Daily Record Sheet
Group: ……………………………….…… Site………………………………………………..

Date: ……/……/…………….. Time: ……………am/pm (start) ………… am/pm ( finish)..........
Volunteers: (or refer to daily sign on register)
……………………………………………………………………………………………………………..………
…………………………………………………………………......................................................................

Work Zone / Location of Work:
…………….………………………………………………………………………………

Conditions:

Growing Conditions

Temperature

Weather Conditions

[ ]very good

[ ] cool

< 20°

[ ] showers

[ ] good

[ ] warm

21 - 25°

[ ] overcast

[ ] poor

[ ] v.warm 26 - 30°

[ ] clear sky

[ ] very poor

[ ] hot

[ ] variable

> 30°

Wind speed /
Direction

Work Undertaken:
Weeds treated, location of main weeds, fencing (m), planting (no. of plants)
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Chemical Used and Application
Chemicals used / Rates / Totals

Equipment
Used

Roundup

Associate

Herbidye

Pulse

Notes and Comments

Other

Water

Number
Mixed

Daily
Chemical
Totals

PPE: long sleeve shirt [

] long pants [

] boots [

] gloves [

] hat [

]

Incidents:

Signature:………………………………..........................................................................................
(Person in Charge)

Further Observations / Maps / Notes over page if required:
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Supervisor (signed)

Accident / Incident
Report

Daily Record Sheet
(including chemical
record)

OHS Job Safety Brief

OHS Risk
Management form

Daily Sign On Register

Date

Coordination Matrix

6. Worksite Coordination Matrix Checklist

Byron Volunteer Group Forms
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7. Accident / Incident Report
First Aid Case only – A & B to be completed
All Other Incidents – A, B & C to be completed by the person reporting the incident
A. Particulars of Injured Person
Full name:
Full address:

Title: Miss, Ms, Mrs, Mr (please circle)
DOB:

B. Particulars of Incident
Was the incident a ‘near miss’? Yes # No #
Date of incident:
Time of incident:
Location of incident:
Description of incident (the task being performed, equipment used and other relevant information):

am/pm

Nature of injury (if applicable):
Cause of injury (if applicable):
Remarks (if any):
For First Aid case only sign here. For all other incidents sign at Section C.
Signed:

Date:

Name & address of signatory (if different to above):
‘First Aid Case only’ - The completed report should be forwarded to Byron Shire Council ASAP
C. Incidents other than ‘First Aid Case only’
Witnesses, if any (attach witness statements if applicable):
Name

Contact Number(s)

Is the task that was being carried out usually performed by you? Yes # No # If no, why was it?
Was the task being carried out in accordance with normal instructions? Yes # No # If no, why not?
Were you trained in the task? Yes # No # If no, why not?
What safety instructions (if any) were received prior to doing the task?
Was any of the plant or equipment damaged, inappropriately unguarded, due for service, etc? Yes # No #
If yes, explain?
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C. Continued
Were there any other factors involved, e.g. protective equipment, climate conditions, disability of the individual, time of day or other
factors? Yes # No # If yes, explain?
Actions taken (e.g. First Aid treatment given, repair to equipment):
Has the incident resulted in lost work days ? Yes # No # If yes, provide details?
Who was the incident reported to?
Signed:

Date:

‘All Other Incidents’ - The completed report should be forwarded to Byron Shire Council, at the earliest practicable
opportunity after the incident has occurred

To be Completed by the manager / coordinator investigating the incident
Probability of recurrence
Frequent
#
Occasional
#
Rare
#
Probable outcome of recurrence
Negligible
#
Minor injury / damage #
Major injury / damage #
What action(s) has been taken to ensure a similar incident will not occur?
Date action(s) implemented:
What factors contributed to the incident (i.e. individual, task, equipment, environmental, management)?

Are you aware of any previous similar incidents? Yes # No # If yes, provide details?
Other comments or further recommendations / action:
Where action is required all final decisions have been made known to the individual and other relevant parties: #
Name:
Signed:
Date:
The completed report should now be forwarded to the relevant OHS Representative, at the earliest practicable opportunity
after the incident has been investigated

To be Completed by the OHS Representative
Report perused
#
Workers Compensation applicable: Yes # No #
Tabled @ OHS meeting on the:
(date)
Comments or further action requested by the OHS Group (if any):

Name:

Signed:

Date:
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