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1 PURPOSE

The purpose of this Fitness for Work Procedure is to create and maintain a safe and healthy work
environment, throughout the company consistent with sensible, moral and legislative requirements. This
procedure will apply to all Company employees, service providers and sub-contractors.

This procedure is to ensure a safe and healthy environment for all persons whereby no person working on
a Company work site is affected by fatigue, grief, stress, illness, alcohol or drugs that may pose a risk to
the health and safety of themselves or others in the workplace.

This procedure will foster a culture amongst all Company employees on all Company sites that it is not
legal or acceptable to come to work under the influence of alcohol or any illicit drug.

This procedure is to encourage all employees to take responsibility for their own wellbeing and fitness
and encourage any employee who has or could have a dependency on alcohol or drugs (or suffering from
stress, fatigue, grief or illness) to seek assistance from appropriate supervisors, organisations and support
groups.

This procedure will provide information to employees so that they may better understand, manage, and if
necessary, modify their behaviour or usage of alcohol and other drugs.

As a result, the company, in conjunction with workplace representatives, has established the following
procedure with regard to use or possession of alcohol or drugs and managing stress, grief, fatigue and
illness. Compliance with this procedure is a condition of employment with the company.

2 SCOPE

This procedure applies to all persons on company work sites and work areas directly associated with and
under the control of the company. This procedure is to be presented during employee induction and
when engaging service providers and sub-contractors. It is to be made clear that compliance with the
procedure is a condition of employment or contract.

3 DEFINITIONS

Company / the Company: Refers to Reay Services Group and associated entities.

System: Quality, Safety and Environmental Management Systems.

Breath Alcohol Concentration (BrAC). Breath Alcohol Concentration. BrAC is tested using a calibrated
breath-testing machine.

Urine Drug Levels (UDL). The term “drug” refers to all substances, other than alcohol, which affect the
central nervous system, and are found in a urine sample above prescribed limits and expressed as ng/ml.

Fitness for Work. The physical and psychological condition of a person whereby the person can be
reasonably expected to be able to undertake tasks without creating unacceptable risk to health and safety
in the workplace.
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Universal Precautions. Refers to the safe handling of bodily fluids (e.g. saliva, urine etc) to reduce
physical contact with these materials. The use of suitable gloves for the collection of specimens and
washing after testing as a minimum standard.

SFGI. Stress, Fatigue, Grief and Illness

Fatigue. Physical and mental tiredness

Stress. A physical, psychological and emotional response of the mind and body that occurs whenever we
must adapt to changing conditions.

Types of Stress:

 Acute – A result of a specific event.

 Cumulative – A result of prolonged exposure to many stresses over a period of time.

Other Stress:

Can be caused by external events as well as our own perceptions and reactions (eg. some people are
easily frustrated, quick to anger etc that aggravates the stress they feel).

Circadian Rhythm. Is your body’s natural rhythm that acts as an internal body clock.

Sleep Debt. The result of accumulative lack of sufficient undisturbed sleep.

Micro Nap. A micro sleep is a brief nap, which the worker may not even realise it has occurred, lasting
around four to five seconds.

SLAM. SLAM (Stop, Look Assess, Manage) is a quick, easy and personalised risk assessment tool.
The process helps us to identify about how we could get hurt in the task we are about to do.
This is a system for risk assessment and must be conducted prior to starting any task.

4 RESPONSIBILITIES

All company Employees and Contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PRO-026 – Authority and Responsibilities Procedure for further details.

5 PROCEDURE

5.1 Entry to the Work Site
The term “work site” includes all areas where the company conducts its business and for which it is
practicable and reasonable for the company to implement this procedure.
No person who is over the set limits for the presence of drugs / alcohol be permitted to enter or remain at
the work site. Any person suffering the effects of fatigue or SFGI may not be permitted to enter site or
they may have restrictions placed on them.
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5.2 Managing Stress, Fatigue, Grief and Illnesses (SFGI)
When dealing with illnesses, physical and psychological conditions, discretion and confidentially is
essential. When a person is feeling or showing signs of (SFGI), it must be reported to management or a
supervisor so that appropriate arrangements can be offered.

 Recording illnesses details on personnel file.

 WC-PRO-002 Rehabilitation Procedure.

 Offering leave

 Allowing time off

 Alternative roster arrangements

 Recommending that they seek assistance form a recognised organisation.

 Employee assistance program.

 Medical certificate to determine fitness for work. Employees cannot work outside medical
restriction.

6 FITNESS FOR WORK - PHYSICAL AND PSYCHOLOGICAL IMPAIRMENT

An example of physical impairment is illness; an example of psychological impairment is personal grief.

 Aspects of work that is associated with negative health and safety outcomes

 These hazards can constitute a psychiatric, psychological and/or physical risk to a workers’ health
and safety and the workers around them.

7 PHYSICAL AND PSYCHOLOGICAL IMPAIRMENT

It is recognised that a person could cause harm to themselves or others due to physical or psychological
impairment. Where an employee becomes aware that they are suffering from a physical or psychological
problem that will cause harm or problems to themselves or others, the following shall occur:

 If an employee suspects that they may be suffering from physical or psychological impairment and
could be placing themselves or others at risk, they shall immediately report this to their Manager
or work colleague. If another person has cause to suspect that another person is suffering from a
physical or psychological condition which may affect their ability to safely carry out their tasks,
then they should report this to The Manager

 The Supervisor shall immediately take steps to manage the risk

 Management have a duty to manage the risk due to physical or psychological impairment.

A risk assessment process may be used to help determine that the impairment does not result in risk or
harm to the employee or others. Such a risk assessment may require the involvement of medical or
occupational specialists, the employee in question and/or other site personnel as necessary.

8 GRIEF OR STRESS

Managers should be prepared to manage situations where grief, stress or some other psychological
disturbance renders an employee unfit for work. If the situation arises that an employee expresses or
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shows signs of grief or overwhelming stress, management should be prepared to offer assistance to the
employee.

Transportation home should be considered for persons suffering from grief or stress.
Note: When considering options to assist employees with grief or stress the following types of actions
may be appropriate:

 Offering leave.

 Alternative rostering arrangements.

 Inter-department transfer.

9 IDENTIFYING THE PSYCHOSOCIAL RISK FACTORS

Demand
Includes issues like workload, work patterns and the work environment:

 High physical, mental or emotional demands

 Tight timeframes and high output

 Shift work and extended hours of work

 Working alone/isolated

Control
How much say the person has in the way they do their work?

 Performance targets

 Resources available

 Decision making

 Skill discretion

Support
Level of support provided by the company, managers and peers.

Role

 Understanding of the role the employee has within the organisation

 The organisation ensures the person does not have conflicting roles

 Lack of role clarity between management and employees or co-workers can lead to tension and
conflict which may develop to become perceived as workplace harassment.

Relationships
Includes promoting positive working environment to manage conflict and dealing with unacceptable
behaviour such as workplace harassment.

Change

 The way change is managed by the organisation and communicated to staff;

 Change in the work environment which workers may perceive as directed at them or about them;
and

 The perception that change (which is poorly managed) is a form of workplace harassment.
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Skills
Skills are appropriately utilised within work tasks

Assessing the risk
Once the risk factors have been identified the level of risk that these factors present needs to be
assessed. Methods of assessing the level of risk include evaluating levels of productivity, rates of
absenteeism, gathering information from staff, evaluating staff morale, and gathering feedback from
customers. This information can be captured using tools such as a worker survey, conducting a safety act
observation, analysing incident reports, and holding focus groups.

10 EMPLOYEE ASSISTANCE PROGRAM (EAP)

Refer to the companies’ Employee Induction Handbook for details on EAP.

11 REPORTING SUBSTANCE ABUSE

Any employee who has reason to believe that a fellow employee, sub-contract employee or visitor to the
work site is in a state of intoxication or under the influence of drugs shall immediately notify their
Manager. The manager shall organise for alcohol and drug testing of that person to occur.
As a matter of policy, The company expects its sub-contractors and their employees to observe standards
no less rigorous than its own standards and the standards required of Company employees.

12 TESTING RULES

12.1 No Refusal
Testing is mandatory. Any individual who refuses a drug or alcohol test when requested by a management
representative is deemed to have provided a positive result, will be in breach of company policy and will
be removed from site.

12.2 Testing Times
Testing can be carried out at any time, on any shift. Testing can be random or complete.

12.3 Testing for Drugs and Alcohol
Testing will only be carried out with approved drug and alcohol testing equipment, which will be regularly
tested and re-calibrated, by an approved laboratory in accordance with the manufacturer’s instructions.

Challenge as to Fitness, Testing for Cause following an accident or incident, and Random Testing will be
carried out in the presence of an Company representative or an employee nominated by the work crew.

Tests are to be carried out by an authorised drug and alcohol tester or a contracted company that
specialises in drug and alcohol testing.

12.4 Failing to Provide a Specimen of Urine
A person who cannot provide a suitable sample of urine for testing within 60 minutes of being notified of
the test will be stood down from duties.
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N.B.- Individuals who attempt to immediately re-hydrate themselves (i.e. drink water or other liquids no
more than 500ml or the sample may become diluted) at the beginning of the 60 minute period should
have little or no concern with complying with this provision as the average well hydrated person produces
approximately 30 – 60 ml of urine per hour. Persons with medical conditions should contact their doctor.

12.5 Adulteration or Substitution of Urine Samples
Adulteration is the act of contaminating a urine specimen with a chemical agent or water with the intent
of producing a false negative result or rendering the testing device ineffective.

Substitution is the act of using a urine sample from another time or place, another person or another
creature with the intent of providing the tester with a negative specimen. This is a serious breach of the
policy and will be subject to disciplinary action.

12.6 Illegal Drug Activity on a Work Site
Where an employee or sub-contractors employee is found to be engaged in: Cultivation, production,
storage, sale or use of illegal drugs on a work site or at Company supplied accommodation; the matter will
be referred to the General Manager.

This is a serious breach of the policy and may result in dismissal. Any information regarding cultivation,
production, storage, sale or use of illegal drugs will be passed onto the Police.

12.7 Alcohol on a Work Site
Where an employee or sub-contract employee is found with alcohol on a Company work site, the matter
shall be referred to the General Manager. Refer to CHS&M Reg Section 39. This is a serious breach of the
policy and may result in dismissal.

12.8 Testing Limits
The company has set the following drug and alcohol limits for their workshop and other work sites that
are under its direct control. Limits set by clients policies at other work sites such as Coal Mines etc. will be
adhered to whilst The company conducts work at that site. These limits will be conveyed to our workforce
and any sub-contractors’ workforce at the site-specific induction and those limits will apply for the
duration of that contract.

 Alcohol - Any person who is over these set limits for the presence of alcohol following a breath
analysis will be considered unfit for work and will not be permitted to enter or remain at the work
site.

 0.000% BAC - for all employees, service providers & sub-contractors.

 Drugs - Any person will be considered unfit for work if a urine sample collected and analysed in
accordance with approved procedures indicates the presence of a drug above the following limits.
That person will not be permitted to enter or remain at the work site.

 Opiates (Morphine) 0.00 g/L

 Cannabinoids (THC) 0.00 g/L

 Amphetamines 0.00 g/L

 Benzodiazepines 0.00 g/L

 Cocaine 0.00 g/L

 Methamphetamine 0.00 g/L
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The term “drugs” refers to all substances, other than alcohol, which affects the central nervous system.
The Policy will be allied to all such drugs by reference to generally accepted threshold limits.

12.9 Testing Personnel
12.9.1 Appointment of Drug and Alcohol Testers

Management and employee representatives will train and approve those employees who may conduct
breath and urinalysis testing. The company will then appoint these persons in writing or the company will
use an independent certified testing company.

12.10Drug and Alcohol Testing Categories
There are three categories of testing which are deemed necessary in an effective Procedure. These are:
Challenge as to Fitness, Testing for Cause following an incident or accident, and Random Testing.

12.10.1 Challenge as to Fitness

Any employee, who has reason to believe that a fellow employee, sub-contract employee, or visitor to a
work site is under the influence of a drug or alcohol, shall immediately notify the manager and testing
may be organised.

A breath test and a urine test will be requested as a determining factor of fitness to remain on site. A
designated qualified drug and alcohol tester in the presence of a Company representative, or employee
representative will perform a breath and urine test.

If a person is found to have a breath alcohol concentration or urine drug level at or above the prescribed
level, then they shall be deemed to be unfit for work.
12.10.2 Testing as to Cause

Testing shall occur where drugs or alcohol may have been a contributing factor to an accident. In all cases
of employee error involving one or more of the following, drug and alcohol testing will occur:

 An accident where there is serious injury.

 Any accident involving the collision or overturning of mobile equipment.

 Any accident, which involves damage to property.

 Near hit / near miss incidents.

If the person is found to have a breath alcohol content or urine drug level at or above the prescribed level,
then they shall be deemed to be unfit for work. The outcome of the test will be noted in the
accident/incident report. (e.g. positive for alcohol, positive for drugs, positive prescription drugs).

12.10.3 Random Testing

Random Testing may be conducted at any time during a shift.

Persons conducting Random Testing may submit to a personal test before testing others.

Random Testing will be conducted Via a Marble or Tag Selection process.

If the person is found to have a breath alcohol content or urine drug level at or above the prescribed level,
then they shall be deemed to be unfit for work.
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12.11Results and Actions
12.11.1 Transport Home

Employees who return a positive test for drugs or fail a breath test for alcohol and record a BAC reading
greater than 0.000%, will be offered transport home.

Arrangements for private vehicles to be removed from a work site car park will be made at the discretion
and expense of the owner. Removal shall not be the responsibility of the company.

Appropriate transportation home (or to professional help) will be considered for any employee who has
reported that they are suffering from stress, grief, fatigue or illness.

12.11.2 Disciplinary Actions

All disciplinary actions are to be enacted in consultation with the HR-PRO-004 Workplace Behaviour
Procedure. The HR-PRO-004 Workplace Behaviour Procedure will advise the process for disciplinary
actions.

All positive tests (ie. tests that are over the limits as set out in this Procedure) must be accompanied by an
Incident Report Form (WHS-FRM-007) and must be confidentially forwarded to the Company Managing
Director.

12.11.3 Rehabilitation / Return to Work Policy for Drugs / Alcohol

When dealing with drugs or alcohol rehabilitation, confidentially is critical. Advice and assistance can be
offered such as:

 Recommending the employee seek assistance form a recognised organisation.

12.11.4 Re-Starting Work

Any person who has failed to test to the prescribed standards, or refuses to be tested, in line with the
company’s Drug & Alcohol policy and this Procedure, will be required to pass the stated standards before
being allowed to recommence work.
Any person who has been on leave due to stress, fatigue, grief or illness will be required to supply
satisfactory medical clearance. Before being allowed to recommence work they must undergo
consultation with management.

12.11.5 Doctor Prescribed and Pharmacy Medications

It is recognised employees take medication as prescribed by a doctor, or medication obtained over the
counter from a pharmacist.

Some of these medications have the ability to cause impairment and reduce an employee’s fitness for
work.

The employee shall be responsible to ensure that any medication taken is done so according to
instructions from the doctor, pharmacist or information included in or on the packaging of the
medication. Where restrictions to driving or operation of machinery or warnings of drowsiness are
advised this information shall be disclosed to the manager before commencement of work so that
suitable duties can be arranged if available.

Furthermore, some medications containing codeine phosphate, amphetamines, morphine or synthetic
narcotics are detected by drug testing. Medications being taken by employees which contain these types
of drugs shall be disclosed to the manager and should be disclosed to the tester prior to testing.
Information related to doctor prescribed and/or pharmacy medications will be treated confidentially and
only be used to arrange suitable duties for that employee if available. Refer to the Medical Declaration
Form.
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12.11.6 Process to be undertaken when a positive drug test result has been returned

If an employee returns a positive result for drugs from either a random, testing as to cause or test refusal
the following process will apply;

Employee may request a second sample to be undertaken to verify the results of the first test.

If the employee returns the same result as the first test he/she will be stood down without pay and
transported home or to the nearest medical facility for further testing.

Further testing is at the expense of the employee and results are to be forwarded to the Human
Recourses department. If results provided from the medical facility return a positive result, employee may
request the results to be sent to pathology at their own cost.

Where the medical facility and/or pathology have clarified a positive result, the employee will be issued
with appropriate disciplinary action. And where disciplinary action allows, must provide a negative drug
test at the employee’s expense in order to return to work.

Results deemed to be negative at the medical facility and/or pathology; the employee will be reimbursed
the days he/she was stood down and all expenses associated with medical facility testing and/or
pathology testing.

13 FATIGUE

Fatigue has been identified as a major concern within the construction and mining industry. Reay Services
Group has implemented a specific Fatigue Management Procedure (refer to WHS-PRO-018).

13.1 Hours of Work
Hours of work shall be taken into account when assessing fatigue risk and will take into account hours of
work and rosters.

13.2 Accommodation
The company may supply accommodation the night before the start of the contract and the last night of
the last day of the contract (be that for day shift or night shift) for workers who are not locally based.

13.3 Transport
The company may supply transport for when work is to be conducted on a Clients work site as deemed
appropriate through project specific risk assessments. This may also include to and from the
accommodation supplied for the duration of the contract.

13.4 Training
Supervisors will be trained in a stress, sleep and shift work awareness training. The training will cover
signs of stress, ways of identifying stress, auditing, and ideas for coping with fatigue and stress.

13.5 Managing Fatigue
13.5.1 Fatigue Education

There shall be an education program, which addresses:
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 Information regarding this procedure.

 The obligations of persons to comply with the procedure.

 The importance of preparing oneself for work in a fit condition.

 The awareness of health and safety implications of fatigue.

 The recognition of onset of fatigue.

 The contribution of fatigue to accidents and injury.

 The impact of fatigue on the home life.

Basic education shall be conducted at inductions and addressed as an ongoing topic at HSE
communication sessions with refreshers at five (5) yearly.

13.5.2 Fatigue

It is recognised that a person can cause harm to themselves or others due to fatigue. Whilst there is no
specific process to monitor that a person’s fatigue over a shift may put themselves or others at risk, the
following shall occur:

 If an employee believes that they are suffering from fatigue and could be placing themselves or
others at risk, they shall immediately report this to their manager

 The manager shall immediately take steps to manage the risk to a reasonable level.

 Management have a duty to manage the risk of the potential onset of fatigue or illness.

This may include (but is not limited to):

 Job rotation.

 Ad-hoc rest breaks as required.

 Proper management of crib breaks.

 Education of fatigue management.

 Allocation to alternate duties.

13.6 Journey Management
Refer to the Journey Management Procedure WHS-PRO-020.

13.7 Driver Fatigue
Driver fatigue can severely impair judgment and can affect anyone. It is particularly dangerous because
one of the symptoms is decreased ability to judge our own level of tiredness. Other symptoms vary
between drivers, but may include:

 yawning

 poor concentration

 tired or sore eyes

 restlessness

 drowsiness

 slow reactions

 boredom
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 feeling irritable

 making fewer and larger steering corrections

 missing road signs

 having difficulty in staying in the lane

 micro-sleeps

Any person who experiences any of these symptoms should pull over until they feel rested. Passengers
who are concerned that the driver/rider is fatigued should encourage him/her to take a break or offer to
share the driving. Vehicle occupants should ensure that the vehicle has a fresh supply of oxygen.

It is also important to note that driver fatigue is not simply a function of time spent driving but relates to
many factors including hours since last slept (hours of wakefulness) and the time of day or night.

14 CONFIDENTIALITY

At all times confidentiality of personal information is to be respected. No information is to be released to
anyone other than the Manager unless the employee has signed a release of information statement.

15 LEGISLATION AND LEGAL PRECEDENT

Any change in legislation or legal precedent that impacts this Procedure may result in the company
reviewing those aspects affected.

16 COMPETENCIES

For competencies required refer to the Training Procedure and the site training needs analysis.

17 REFERENCE DOCUMENTATION

Work Health & Safety Act 2011
Work Health & Safety Regulations 2011
Coal Mining Safety & Health Act 1999
Coal Mining Safety & Health Regulations 2001
Petroleum Gas (Production & Safety) Act 2004
Petroleum Gas (Production & Safety) Regulations 2004
Employee Induction Handbook
HR-PRO-004 Workplace Behaviour Management Procedure
WHS-POL-001 Work Health & Safety Policy
WHS-POL-002 Fitness for Work
HR-PRO-012 Rehabilitation and Return to Work Procedure
HR-DOC-004 Grief and Loss Fact Sheet
HR-DOC-005 Managing Stress Fact Sheet
HR-DOC-007 Shift Work & YOU Fact Sheet


