
Quality, 
Environment & 
Safety Induction



Established in 1989, G&A Martin Solar are committed to 
bringing the highest quality solar panel installation service and 
repairs to the Mid-North Coast and Port Macquarie community. 



USING THIS 
PRESENTATION

• Click through the presentation using 
the arrow keys at the bottom of the 
screen

• When you have completed the 
presentation, use the QR Code to open 
the questionnaire:

• You can go back to any part of the 
presentation using the arrow keys

• You can open and download a PDF 
copy of this presentation



To gain commitment to the polices, objectives and targets and to instil a 
sense of individual responsibility
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WHAT IS A 
MANAGEMENT 
SYSTEM?

• A set of documentation 
consisting of policies, 
procedures, forms and records

• Describes the process flows of 
an organisation and the 
interaction between functional 
units

• Ours is based on the standards 
of ISO 9001, ISO14001 & 
ISO45001



OUR SYSTEMS AND WHY WE HAVE THEM

• G&A Martin has 3 externally audited management systems in place

• They help us meet our company objectives

• Prevent harm

• Provide a safe workplace

• Eliminate environment related incidents

• Minimise our impact on the environment

• Prevent pollution

• Comply with all relevant legislation and regulation

• Client satisfaction and continual improvement

• Industry requirements



Management 
System 
Documents

Our system is based on the structures required by ISO9001, 
ISO14001 & ISO45001

Our Management System Documents system are available 
online at:

www.martin.managementsystem.net.au

                             Select

Enter the following as the username and password, 
depending on your location:

Martin Solar

#G&A Martin#

Use the icons to select the documents required 

http://www.martin.managementsystem.net.au/




MANAGEMENT 
SYSTEM 
DOCUMENTS

•    Employees should be aware of 
the following documents:

• Our Policies – WHS, Environment 
& Quality

• Our Procedures, which give 
further detail of our processes

• Our Safe Work Method 
Statements, which give details on 
how specific tasks are carried out.



WHO DOES 
WHAT?

• Mark Veenendaal is the Management 
Representative for G&A Martin 

• He coordinates internal audits, management 
reviews, document management, corrective 
actions and more.



HOW TO CONTRIBUTE

11

Read the policies

1

Be aware of your 
impact on the system

Each of you are part of it

2

Be positive

3

If something is wrong 
or a process can be 
improved, tell Alex

4

Be system savvy

Learn how to find the 
information

5

Enjoy the journey

6



How to Raise a Review

Log on to the Document System

www.martin.managementsystem.net.au

User = Martin Solar

Password = #G&A Martin#

Select Take Action - Raise a Review

http://www.nps.managementsystem.net.au/


Enter the Details



Save



QUALITY, WHS & 
ENVIRONMENT 

POLICY



WORK 
HEALTH & 
SAFETY



MANUAL HANDLING PROCEDURES
Manual Handling is defined as any activity requiring the use of force or exertion by a person to lift, lower, push, pull, carry or 
otherwise move, hold or restrain any animate or inanimate object. The National Code of Practice: Manual Handling indicates that 
the risk of injury increases when: 
• Lifting weights of more than 4.5 kg while seated. 
• Lifting weights above the range of 16-20 kg (weights over 55 kg should not be lifted without mechanical assistance or team 

lifting). 
• Pushing, pulling and sliding objects that are difficult to move.

There is no longer a prescribed maximum weight limit for lifting for either men or women. 
The weight of the load needs to be considered in relation to Otherwise, other risk factors such as the:
• actions and movements 
• working posture and position when lifting 
• duration and frequency of manual handling 
• location of loads and the distances moved 
• characteristics of the load
Light loads can still be a problem if, for example, they are lifted incorrectly or if they are lifted in an environment that is unsafe. If you 
feel that an object is too heavy to lift arrange for a team lift or use of a mechanical device.

Safe lifting techniques

• Place your body as close to the load as possible. This helps by keeping your center of gravity over your feet and keeps back strain 
to a minimum.

• Bend at the knees, not the hips or back. Bending your knees allows you to lift with your legs and not your back.
• Before you lift, ensure you have a good handgrip. If the load does start to slip, let it go, as catching it will put an enormous strain 

on your back.
• When lowering the load, again bend the knees. Otherwise, you can put unnecessary strain on your back.

Assessments

• Analysis of workplace injury records in Head Office
• Consultation with workers by supervisors
• Direct observation of the task by supervisors

https://encrypted-tbn0.gstatic.com/images?q=tbn:ANd9GcT3EvoByh9XyBh0FBjkCSSpgVkEdBN6FOWbXCHsnc8XZxF_GFT7

http://www.google.com.au/imgres?imgurl=http://www.premierforklifttraining.ie/images/pic4.jpg&imgrefurl=http://www.premierforklifttraining.ie/manual.php&h=167&w=234&tbnid=dJvgOPUCQK0gDM:&zoom=1&docid=KjqUekFtEzvtFM&ei=PoLpU7mfE8TTigLAo4HwDA&tbm=isch&ved=0CGgQMyg2MDY&iact=rc&uact=3&dur=658&page=2&start=24&ndsp=42


INCIDENT REPORTING

If you are involved in, or have witnessed an incident or near miss, G&A Martin 
requires you to be actively involved in the reporting process.

• Your direct supervisor MUST be informed of any incident or near miss however 
minor you think it may be.

• A report MUST be filled in immediately after the incident/near miss.



Work Health and Safety Act 2011

The Act sets out the laws relating to health and safety requirements in 
all workplaces and work activities in New South Wales

Work Health and Safety Regulations 2017

The Regulations tell us how the law is to be implemented and administered 
in New South Wales 

SAFETY LEGISLATION STRUCTURE  
IN NSW



NSW OCCUPATIONAL 
HEALTH AND SAFETY 
LEGISLATION

• The objective of these Acts is to 
protect workers against harm to their 
health, safety and welfare through the 
elimination or minimisation of risks 
from work

• Under the Act we all have a duty of 
care to ensure the health and safety of 
ourselves and others is not put at risk



EMPLOYERS 
DUTY OF CARE

Your employer must provide a 
safe workplace for you and 
other workers

Your employer must ensure 
that the health and safety of 
yourself and others is not 
placed at risk by how business 
operations are conducted



EMPLOYEES 
DUTY OF CARE

•     Your primary duty of care is to 
take reasonable care for your own 
health and safety and to ensure 
that your actions do not affect the 
health and safety of others.

•    You must comply, so far as you 
are reasonably able, with any 
reasonable instruction that is given 
by your employer and co-operate 
with any reasonable health and 
safety policy or procedure



DUTY OF CARE – 
YOUR 

OBLIGATIONS

• Follow the instructions of the employer

• Use safe work procedures at all times

• If you feel that what you have been asked to do 
is unsafe and could hurt yourself, someone else 
or the Company, STOP work immediately and 
consult your supervisor and/or G&A Martin 
management (follow the chain of command)

• DO NOT wilfully put at risk the health and safety 
of another person

• DO NOT wilfully injure yourself

• DO NOT interfere with or misuse workplace 
safety equipment / items

• If there is ANY doubt in ANY situation this 
should be reported



DUTY OF CARE – YOUR OBLIGATIONS

• There is to be NO unauthorised access to ANY 
G&A Martin Workplace. All visitors must be 
inducted to site and told of relevant 
emergency procedures. 

• Workers are to NEVER work on machinery 
without relevant training and authorisation 
from management.  

• Lock Out Tags and Out Of Service Tags are to 
be used when machinery/plant/equipment is 
deemed unsafe or unusable. Keys to 
machinery MUST be immediately returned to 
the Office. For electrical equipment, power 
plugs must be cut off to render equipment 
useless



GENERAL 
EMERGENCY 
PROCEDURES

Evacuation Procedure

 There are three stages to follow if you have to leave the workplace due to an 
emergency:

 1. Preparation for evacuation

 2. Evacuate from the workplace  

 3. Meet at the Assembly Point 

 Take directions from your supervisor / manager who will tell you what to do 

 He / she will show you the location of the nominated assembly point for your 
workplace, this will be discussed in your toolbox meeting 

 







WORKPLACE HAZARDS

This is the legislated process for 
dealing with hazards: 

 Spot the Hazard

Identify the jobs or tasks which are 
likely to or have caused injury or 
caused harm.

 Assess the Risk

Identify which of the hazards pose 
the greatest risk to us 



WORKPLACE HAZARDS

Make the Changes

 Decide on appropriate controls 
i.e. eliminate, substitute, engineer or 

isolate, administration (implement 
policy, procedure or training) or use 

protective clothing

 Monitor and review 
implemented controls to ensure they 
are effective.





SPECIFIC HAZARDS

Working at Heights





Manual Handling



HIERARCHY OF 
CONTROLS 

IN THE WORKPLACE
The hazard controls in the hierarchy are:

• Elimination (the most effective control 
measure)

• Substitution

• Isolation

• Engineering

• Administration

• Personal protective equipment (the least 
effective control measure)





A FEW CONTROL 
MEASURES

• Consultation

• Workplace Inspections

• PPE



ENVIRONMENT



WHAT SHOULD YOU KNOW

• We must all comply with the environment 
policy and procedures

• We must all comply with environment laws

• Our work and services have an impact on 
the environment

• Our operational controls minimise these 
impacts and prevent pollution

• Deviating from these controls will adversely 
impact the environment and may break the 
law



REQUIREMENTS: 
GENERAL

• The organisation must develop an effective system 
that meets the requirements of the Standard 

• Document, implement and maintain the system

• The EMS documents need to be controlled

• Follow a Plan-Do-Check-Act approach.

• Plan - Establish the objectives and processes 
needed to deliver the results (in line with the 
EMS)

• Do - Implement the needed processes of the 
EMS

• Check - Check the processes against the policy, 
objectives, targets, regulations, and report on 
the results (auditing)

• Act - Take actions that will continually improve 
the EMS

• To minimize environmental impact, it is important to 
understand the link between various manufacturing 
activities and the potential for these activities to impact 
the environment



ENVIRONMENTAL ASPECTS

The organisation shall establish, 
implement and maintain a 

procedure(s):

To identify the environmental aspects 
of its activities products and services 

within the defined scope of the 
environmental management system 
that it can control and those that it 
can influence taking into account 
planned or new developments or 

new or modified activities , products 
and services

To determine those aspects that have 
or can have significant impact(s) on 

the environment significant 
environmental aspects).

The organisation shall document 
this information and keep it up 

to date.

The organisation shall ensure 
that the significant 

environmental aspects are taken 
into account in establishing 

implementing and maintaining 
its environmental management 

system. 



ENVIRONMENTAL ASPECTS



QUALITY



YOUR QUALITY RESPONSIBILITIES

1

Read the policy

2

Be aware of your impact 
on the system – each of 

you are part of it

3

Be positive – if something 
is wrong or a process can 
be improved, tell Steve or 

Mark, the System 
Coordinator

4

Be system savvy – learn 
how to find the 

information



Objectives



Targets



CUSTOMER SATISFACTION



MINIMISE HARM



MINIMISE ENVIRONMENTAL IMPACTS



Please ensure that your 
training session is finalised 
by following the scanning the 
QR Code and completing the 
questionnaire.

https://docs.google.com/forms/d/e/1FAIpQLSdb_KraemcQeFMmt3svF_vzz9yZFupDT8GNERjZG6GqxzQ1cw/viewform
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