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1
Who is this booklet for?

This booklet has been produced for employers in control of a facility that has been classified as a major hazard facility (MHF) under Part 9 of the Occupational Health and Safety (Safety Standards) Regulations 1994 (the Regulations). 

2
What does the booklet aim to do?

This booklet provides the employer with guidance on how to prepare a safety report outline and the final safety report for an MHF, which are both requirements of the regulations.    

Explanations within this booklet frequently refer to other guidance material produced by Comcare for MHF which should be read along with the Regulations.
3
What is a safety report and what is its role? 

A safety report is a detailed document, prepared by an employer in control of a MHF that outlines the types of safety studies undertaken, the results obtained, and the management arrangements, to ensure the continued safety of the facility and associated personnel. The preparation of a safety report constitutes a key strategy in the drive for improved safety in a MHF.

A safety report, prepared in consultation with employees, must be a true reflection of the state of safety arrangements for the existing or proposed facility. It must demonstrate to the satisfaction of the Safety, Rehabilitation and Compensation Commission (the Commission), by its contents and supporting material that the operator knows what technical and human activities occur, how they are to be managed and how safety will be assured in the event of an emergency. It must also identify methods to be used for monitoring and reviewing all activities in connection with the facility, with a view to the continual improvement of the safety of the facility.

The safety report has two roles: 

· The safety report is to be the repository of all information about the safe operation of the facility. In turn, this information will contribute to a program of continual improvement of safety at the facility.
· A regulatory role as the primary documentary source for an approved assessor to verify that the facility will be run safely and the relevant executive summary of the safety report assessment supports the employer’s licence application. 

In general terms, the safety report should:

· reflect the facility’s safety culture;

· identify, assess and control hazards. Risks, which can not be eliminated, are controlled through the Safety Management System (SMS); 

· contain information about the facility, interaction with its surroundings, the system to achieve safety, and reasoned judgements about potential hazards;

· provide for and demonstrate ongoing consultation between the employer and their own workforce, including contractors, for the preparation, implementation and monitoring of the safety report 

· be an integrated whole, and not a series of separate studies. 

It is important to recognise that the safety report is not proof of the safety of the MHF. It is a significant part of the demonstration of the adequacy of the control measures at the facility and that the SMS at the facility supports those control measures in a comprehensive and integrated way. 
Timelines 

Regulation 9.47 (1) provides that an employer who is applying for a licence to operate the MHF must have completed a safety report within 15 months of the potential major hazard facility being classified as an MHF, unless Comcare agrees to a later date.  Employers then have a further 6 months to have the safety report assessed by an Approved Assessor who will produce a safety report assessment and an executive summary. 

Regulation 9.18(2) requires the employer in control of the facility to attach the executive summary of this safety report assessment to their licence application. Comcare must receive these documents within 21 months of the facility being classified as a MHF (Regulation 9.19 (5)). 
	Time Scale
	Time taken
for Activity
	Activity

	0
	0
	Regulations in force

	3 months
	3 months
	Employer notifies the Commission of MHF or potential MHF

	9 months
	6 months
	The Commission notifies employer of classification 

	15 months
	6 months
	Employer submits a safety report outline

	24 months
	9 months
	Employer completes safety report, contracts an approved assessor

	30 months
	6 months
	Approved assessor completes the safety report assessment and employer applies to the Commission for an MHF licence

	36 months
	6 months
	The Commission issues the employer with a licence and conditions for licence up to 5 years


Table 1: Timelines for the licensing cycle
Application for extension of time to produce safety report

Regulation 9.47(5) allows an employer to seek an extension to the application period if they require more time to prepare the safety report.  This application should be made as soon as the employer becomes aware they will require an extension, but no later than three months before the safety report is due to be finalised.  If Comcare is satisfied that an extension should be granted, they may request the employer provide a timetable to Comcare for the preparation of the report (Regulation 9.47 (8))

How the safety report may relate to the certificate of compliance

Regulation 9.25 (2) requires an employer applying for a certificate of compliance to include with their application sufficient information to identify the existing Commonwealth scheme they are operating under, a copy of any licence or permit issued to the employer by that scheme to operate the facility. 

Employers applying for a certificate of compliance should also be prepared to address any gap issues that Comcare determine is not comparable with the requirements of Part 9 and the legislation they are operating under. These gaps issues may include but are not limited to:

· Producing a safety report (however described);

· Providing the local community with relevant information;

· Emergency planning; and

· Security planning.

4
What is a safety report outline?

The safety report outline is a description of the strategies and processes that will be used by an employer to develop the safety report.  The safety report outline must be received by Comcare within 6 months of the facility being classified as an MHF (Regulation 9.47 (2)).

Many components of the safety report may change during its preparation, for example new risks may be revealed by the development process and subsequently, new control measures may need to be introduced.  Accordingly, Comcare expects that in some instances the initial projected timeframes and scheduled tasks described in the outline will change.     

5
Contents of the safety report outline.

The outline should include:

· a description of the method that will be used by the employer to develop the safety report, including the “safety report philosophy”;
· a written program, that is detailed and time-framed, for the preparation of the safety report, with specific reference being made to each of the matters within Schedule 9A to be included in a safety report;

· details of the scope of consultation that will be undertaken when preparing the safety report;

· a copy of the facilities emergency plan that will be described in the safety report.

Description of methods

The methods chosen for the safety report are likely to have a major impact on resource requirements and timelines, and should therefore be established early in the planning process.  The outline should explain the employer’s choice of key methodologies, including those for hazard identification, risk assessment and adoption or rejection of control measures. 

It is expected that the methods used for the safety report will closely match the approach to safety adopted at the facility.  For example, where there is heavy reliance on procedural controls, an outline detailing extensive use of hazard and operability studies or quantitative risk assessment, is unlikely to be appropriate.  A more appropriate approach in such cases may be one including audits of the SMS, at both systems and compliance level, focusing on competency assurance and on development and use of procedures.

Some tasks will be dependent on the completion of others, while some will have more complex interactions. While these interactions could be shown in the safety report development timetable, a more effective representation may be an information flow diagram.  A basic illustration of an information flow diagram is included below to demonstrate how effective a diagrammatic approach can be in describing the relationship of fundamental tasks. 

Figure 2: Example of information flow diagram
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Describing the safety report philosophy in the outline

The safety report outline should describe or define the safety report “philosophy”, and the methods set out in the outline should be consistent with this philosophy. 
The safety report philosophy identifies the chief methods of ensuring the integrity of safe operation for the facility, the inherent risks of the facility and the mode of operation and management.  These methods should also reflect the safety management system as the SMS is the primary means of ensuring safe operation. 
Presentation of the safety report philosophy within the safety report outline, and continual consultation and discussion regarding the philosophy as it evolves will ensure that the employer, Comcare, and all other stakeholders have a consistent understanding of the basis of the safety report.

Program of activities

The detailed written program of activities should:

· define the tasks that will be undertaken;

· nominate key start and end dates (milestones) for tasks;

· specify the resources that will be required by each task; and

· describe the linkages between tasks to indicate how tasks are integrated. 

The tasks required may be determined by a gap analysis or equivalent, comparing the requirements of the Regulations with the employer’s current practices and documentation.  The resultant list of gaps would provide an initial definition of the tasks to be performed during preparation of the safety report. 

The timetable should describe the amount of work and sequencing for the core tasks that will be undertaken during development of the safety report. It should also present milestones for core tasks, including hazard identification, safety assessment, adoption and justification of control measures, implementation of an emergency plan, and such enhancements of the safety management system that prove necessary. 
An effective means of presenting this timetable may include techniques such as Gantt charts or other graphical representation.  Since these may be impractical to present on paper, Comcare will accept them electronically, provided sufficient supporting documentation exists and there is no requirement for proprietary software. 

The resources required mostly will be personnel; the number, skills and competencies of these personnel would need to be defined at an early stage and linked to each task in which they would be involved. The use of any external resources during the development of the safety report should also be included in the outline. 

The safety report outline should also detail who will be responsible for the various tasks during safety report development.  Making people accountable for the completion of a task is a starting point.  However, it is also important that those accountable for each task have the expertise, authority and other resources necessary.  Where these issues for key activities within the safety report development are not clearly and transparently addressed in the Gantt chart or similar, additional supporting material should be included.

An organisational diagram describing the relationships between the personnel (both internal and external) involved in the development of the safety report may be used to demonstrate that those involved have adequate authority to complete the tasks for which they have responsibility.  Brief resumes of the key members of the safety report team and position descriptions of all involved personnel may be used to assure the Commission those tasks are being performed by those with the right expertise.

Consultation

The Regulations require the safety report to be prepared in consultation with employees and health and safety representatives. The safety report outline should describe:

· who will be consulted (including community and emergency services);

· how consultation will occur; and
· how the information from that consultation will be incorporated in the safety report.

Emergency plan

The outline must include a copy of the facilities emergency plan consistent with the requirements under Regulation 9.53 and Booklet 3 Safety Management Systems for Major Hazard Facilities.    
6
Contents of a safety report

The required contents of the safety report are set out in Schedule 9A of the Regulations. This section gives guidance on the range of information required by the safety report.  

It is important to note that the safety report must be an integrated documentation of all the information required by the Regulations.  A collection of documentation associated with establishing or revising the safety management system will be inadequate.  The objective is to provide documentation that presents a convincing written demonstration that the MHF can be run in a safe manner.

The structure of the safety report and the sequence of information in it should follow the requirements of the Regulations.

The topics for the safety report are listed below.  This list is a summary of the topics in Schedule 9A:
Details of the facility

A description of the main activities and products of the major hazard facility, particularly those activities associated with materials specified in Schedule 9, biological materials and radioactive materials, including:
· the maximum quantity in which the material is, or is likely to be, present at the facility;

· the physical, chemical and toxicological characteristics of the material, both immediate and delayed;

· any other hazardous characteristics of the material, both immediate and delayed;
· the physical and chemical behaviour of the material, under:

· normal conditions of use; and

· foreseeable abnormal conditions; and
· a description of the chemical and physical processes associated with a material including:

· a description of the main units of process equipment used in those processes; and

· a process flow drawing, or a set of such drawings.

A drawing of the major hazard facility’s general layout, including the location of:

· the main process units; 

· the main storage areas; and

· hazard and major accident initiators.
Descriptions of any proposed changes to the major hazard facility and the way in which existing control measures and safety management systems are capable of maintaining the safe operation of the major hazard facility while the proposed changes are being made and after the proposed change is made, if:

· no new control measures will be adopted in relation to the proposed change; and

· the proposed change will:

· alter the production capacity or profile of the major hazard facility; or

· involve the deletion, addition or modification of any processes. 

Details of the surrounding area

A scaled plan of the facility and its surrounding area, showing:

· the location of the facility within the surrounding area; and

· topographical information; and

· surrounding land uses; and

· the location of any identified external threats, including:

· other major hazard facilities; or

· other facilities that could affect the safety of the major hazard facility.

Graphically presented demographic information for the local community, including land uses permitted by the local planning authority.
Meteorological data relevant to the estimation of the effects of any major accident.
Control measures

A detailed description of the following:
· the instrumentation and other equipment installed in the facility;
· the procedures in place that are the control measures for preventing or limiting the consequences of major accidents;
· the critical operating parameters for the control measures mentioned above;
· key personnel and resources (both internal and external) available to intervene in the event of any failure of a control measure, whether or not that failure could result in

· a major accident; 

· the emergency plan for the major hazard facility, including specific information about how compliance with the plan can be expected to limit the consequences of a major accident;

· the means by which the employer in control of the major hazard facility will ensure:
· that there is, at all times, a command structure in place for the major hazard facility that will apply in the event of an emergency; and

· that details of the command structure is communicated throughout the facility.
Performance monitoring

A detailed description of:

· the performance standards that must be met by the safety management system; and

· any performance indicators relevant to those performance standards.
Safety management system

If a matter addressed in the safety report is covered by the safety management system a clear reference to the relevant part of the document prepared under Regulation 9.46 that addresses the matter and a description of the parts of the safety management system that addresses the maintenance of the system.

Safety and reliability of plant

A description of the steps taken to ensure that safety and reliability are incorporated into the design and construction of all aspects of the major hazard facility (whether or not the employer in control of the facility is or was directly engaged in the design and construction of the facility).

Accident history

A summary of each major accident that has occurred at the facility in the preceding 5 years.
The description of the nature and scale of materials

The information gathered for the initial notification by the potential major hazard facility to Comcare will be a good starting point for this component of the safety report.  
However the safety report will require significantly more detail about the materials than was required for the initial notification.  This additional information includes descriptions of the behaviour of the materials in normal and foreseeable abnormal conditions.

The employer should ensure that the details of the materials included in the safety report are up to date.  The employer should make it clear in the safety report if there have been changes in the type or amount of materials compared with the information provided in the initial notification.  In addition, the employer should include an explanation of the reason for the change in the type or amount of materials since the initial notification.

Description of hazards and risks

This component of the safety report must include a description of all reasonably foreseeable major accidents at the MHF and the associated hazards and risks.  An explanation of the methods and processes selected to identify hazards and determine the associated risks should also be included. The approved assessor should be able to observe a clear and logical relationship between the employer’s safety report philosophy and the methods and process used.

It is necessary to also include a record of hazards identified during the hazard identification process that were excluded from any further follow-up action because the consequences were considered insignificant, including a brief explanation of the reasons for exclusion.

Description of measures taken to control hazards and risks

A description of the risk control measures implemented to either eliminate or reduce the risk as far as reasonably practicable at the MHF should be included.  It is only necessary to include those measures used to control the risk of a major accident, that is, occupational health and safety control measures need not be included.  It should be possible to see a clear link between the selected safety report philosophy and the control measures implemented.  

The employer should refer to the Comcare Guidance Material – Booklet 4 - Hazard identification, risk assessment and  control measures for Major Hazard Facilities to identify the range of control measure topics that need to be included in the safety report.  The specific information related to these topics (operating procedures, process safety information, and safe work practices) may be summarised in the safety report to address only the main features of the control measures.  It is important that the summarised information clearly demonstrates that the control measures are comprehensive (they deal with all identified risks) and are integrated (as part of a system they support one another to prevent a major accident).

It is expected that this component of the safety report will include a description of the operations at the facility including processes, equipment and control measures. 

Any proposed control measures, and the timetable for their implementation, should also be included in the safety report.  In this instance, employers should include information on the current measures in place which address the risk that the proposed control measures are targeting. 

Description of emergency plan

Schedule 9A requires the employer to include a description of the emergency plan within the safety report, that should including specific information about the: 
· ability of the plan to contain and control the effect of a major accident and minimise the effect on people, property and the surrounding environment;

· time taken to evacuate the facility relative to the time for a major accident to develop; 

· level of protection provided by escape routes and assembly points; and 

· accessibility of emergency isolation points under accident conditions. 

The employer should also include a detailed description of the command structure for the major hazard facility that applies in the event of an emergency; including evidence that this command structure has been communicated throughout the major hazard facility.  The evidence may include, for example:

· the normal command structure for emergencies;

· the interfacing between the facility and the emergency services with regards to both onsite and offsite procedures and how these may compliment each other;

· the means of call-out of emergency command personnel; 

· the means of providing back-up to the nominated personnel; and 

· how employees, contractors and visitors have been informed about the command structure.
Description of the SMS and assurance of on-going implementation

The employer should refer to the Comcare Guidance Material for Safety Management Systems within a Major Hazard Facility for detailed guidance on this topic.  However, the key information topics expected in the description of the SMS are:

· The major accident prevention policy.

· A description of the site safety philosophy and how it has defined the structure and features of the SMS.  This philosophy should also be used to define the safety report philosophy.  The description should include how the SMS is used to ensure safety.

· A description of the people at the MHF with responsibility for implementation and on-going compliance with the SMS.  This description must also explain the functions of the people with implementation and compliance responsibilities.  It is important to recognise that all personnel have safety responsibilities with the implementation and the compliance of the SMS.

· A description of the major features of the SMS that directly contribute to the prevention of a major accident, including an explanation of the reasons for selecting those particular major features.  It is important to demonstrate how each of the major features of the SMS link to control the risk of a major accident.  

· The process and program in place to monitor the performance of the SMS.  This should include a timetable for regular reviews of the SMS and description of the resources allocated to reviews. 

· A description of the consultative process and system used to develop and maintain the SMS, including any proposed enhancements for the process and system.

Justification of measures used at the MHF – demonstrating adequacy

The objective of this justification, via the safety report, is to provide all stakeholders with assurance that the employer is achieving safe operation of the facility by use of adequate control measures and satisfactory management systems.  In particular, effective demonstration within the safety report provides the Commission with some of the important evidence necessary to support the issuing of a licence to operate the MHF. The Commission, through approved safety assessors, will conduct inspections and other verifications against the safety report and its demonstrations of adequacy. Periodically, and following major changes to the facility or its operations, the demonstrations will need to be reviewed to ensure safe operation is being maintained.  

It is recognised that this key component of the safety report is likely to be challenging.  However, this component must be regarded as critical to completion of a satisfactory safety report. Comcare Guidance Material – Hazard Identification, Risk Assessment and Control Measures (Booklet 4) contains references on how to measure the performance and adequacy of control measures, 

The following points describe critical topics and principles associated with demonstrating adequacy of control measures:

· The key decisions and deliberative processes used when selecting control measures for use should be described in the safety report.  This information is required for both existing and new or future control measures.  It is expected that employers will review and assess all relevant existing control measures as part of their compliance obligations under the Regulations.

· Detailed description of the instrumentation and other equipment (physical or engineering control measures) installed in the facility and the procedures in place that constitute control measures for preventing or limiting consequences of major accidents.

· Each physical/engineering control measure that may include: 

· a description of the control measure and the basis for its operation, including the parameters that specify its required level of performance (e.g. speed of response, flow rate, blast resistance, leak- tightness);

· the reliability, maintainability, availability and details of any redundant systems that back-up the control measure in the event of failure.  

· The information for each procedural control measure, should include: 

· a description of the procedure, and its purpose with respect to major accident control; and 

· the means by which it is assured that the measure is used in practice.  

· Assumptions should not be made about adherence to existing procedural controls.  The safety report should provide evidence of existing procedural controls being audited or measured to test their effectiveness.

· The employer should ensure that each control measure in the safety report is linked to the associated hazards it acts to eliminate, reduce, prevent or mitigate.  
· Detailed performance indicators for critical control measures should be included in the safety report.  More general performance indicators can be used for less critical control measures.
 
· Wherever possible, the same performance measures should be used for similar types of control measures.

· If control measures can be grouped as a system, consider defining performance indicators for the system and reporting these accordingly.  (For example, for a system of fire detectors, emergency buttons and firewater supply, the performance indicator for functionality could be the deluge rate at the most demanding delivery location, rather than pressures or flow rates at various upstream points.)

· Include a detailed description of the critical operating parameters for safety critical control measures (“the upper or lower performance limits of any equipment, process or procedure, compliance with which is necessary to avoid a major accident”).

· A detailed description of key personnel and resources (internal and external) available to intervene in the event of any failure of a control measure, whether or not that failure results in a major accident. For example, if equipment does not operate or operates incorrectly, this should describe: 

· how the failure will be identified; 

· automatic actions that take place; 

· what personnel, resources and knowledge are available to assess the significance of the failure, and decide what action needs to be taken, and by whom; 

· what personnel and resources are available to correct the failure; 

· what alternative measures will be put in place until the failure is corrected; and 
· what follow-up investigation will be performed, to determine the cause, assess the implications and prevent a repeat.

· Where the failure of a control measure is a breach of some operational limit, the safety report should describe: 

· how the breach will be identified; 

· how the significance of the breach will be assessed and necessary action determined; 

· how the breach will be rectified; 

· what actions will be taken until the breach is rectified; and

· what follow-up actions will be taken. 

7
Deciding how to produce the safety report (in-house versus external assistance) 

There is no specific or inferred obligation on the employer to draw on external assistance to prepare the safety report.  The need to appoint external assistance to prepare the safety report will depend on the complexity of the MHF and the availability of organisational assistance.  
The extent of the information required by the safety report and the resources needed to complete a competent safety report should not be underestimated.  

If it is decided that external assistance is required, the employer should ensure that the processes conducted by consultants are under the control of the employer.

8
Reviewing the safety report to account for change

Regulation 9.48 specifies five occasions where the safety report must be reviewed (and if necessary the safety report should be revised). These are further explained below:

· A modification to the MHF that will alter the risk at the facility; the review must occur before the modification is made.

· Developments in technical knowledge or in the assessment of hazards and risks that have an impact on the methods used at the MHF for identifying hazards and assessing risks.

· Before 5 years have elapsed from the time the last safety report was prepared.  

· If the Commission requests a review.

· If a major accident occurs at the MHF.
Modification of MHF that alters risk

The Regulations provide that where a modification of the MHF will alter the risk, some changes will be required to the systems or control measures at the facility to maintain safe operation. 

Note that a review is required whether the risk increases or decreases and a review needs only to deal with those elements or systems affected by the change.  Furthermore, it is critical that the affected changes are identified thoroughly and all potential impacts are identified.  

The review process is the opportunity to ensure that the impact of changes on all control measures and elements of the SMS are traced and effects are properly addressed. It is important to note that the review of the risk assessment is required before the modification is made irrespective of the impact on risk (the risk assessment needs to be done to determine this impact anyway).  

The risk assessment should follow the same process as the previous risk assessment work (e.g. range of personnel).  This enables alternatives, additional controls or replacement controls to be considered prior to any change so as to make the risk acceptable to the facility.  This will also reduce associated costs with subsequent fixes to an inadequately assessed change.  The risk assessment component of the safety report does not need to be updated for all changes, but must be reviewed if a modification significantly changes the risk.

Therefore the risk assessment should be maintained up-to-date (i.e. a current reflection of the site) but the safety report does not need to be updated every time there is a minor change.  As an example a control may be given a new tag number, the risk assessment should include the new number (rather than the old) but it is not necessary to update the safety report.  As a further example, if a new section of plant is built which results in a change to the risk at the site (e.g. doubled capacity); the safety report must be updated.
New technical knowledge or assessment methods become available

There is an expectation that the employer will ensure there is continuous monitoring of the state of knowledge on safety for MHFs.  New information about hazards, risks or assessment methods needs to be evaluated for its relevance to the SMS and control measures.  The regulatory requirements of the employer to either eliminate or reduce risk as far as reasonably practicable bring with it an obligation on the employer to stay up-to-date on what are the practicable methods for controlling risk.  Review documentation should include a record of the source of the new knowledge or methods.

Review at least every 5 years

The employer will be required to review the safety report prior to renewing the MHF’s licence (ordinarily the licence will be valid for 5 years).  However, a review of the safety report at shorter intervals may reduce the volume of work required to bring the safety report up-to-date prior to renewing a licence.  

The Commission requests a review

A request to review the MHF’s safety report may come about if:

· The Commission becomes aware of circumstances at the MHF that lead it to believe the risk of a major accident has increased;

· new information is available to the Commission about hazards or risks relevant to that particular facility and that information has a bearing on the methods used previously to identify hazards and control risks;

· The Commission believes that reports of dangerous occurrences at the MHF warrant a review;

· A major accident occurs at the MHF.

The Commission will discuss an achievable timeframe for the review with the employer prior to formalising the request for the review.  

The employer should not presume that the Commission will be monitoring all new information on hazards or risks therefore reducing the obligation on the employer to stay well informed of new information.  The Commission may only request a review in these circumstances if there is new information that is likely to be applicable to a large number of MHFs.  

A Major Accident occurs at the MHF

The employer is required to review the safety report if a major accident occurs at the MHF.  Additionally, if a major accident occurred at a similar facility, in the same industry (or different industry but in a related process), Comcare would consider it reasonable to expect that an employer would review and update their major accidents, causes and controls to show that they are aware of the incident, the incident investigation and findings and its relevance to their facility.  However, a complete review and revision of the safety report would not be expected. This update should be available to Comcare upon request.    An example of this type of incident is the fire at the Buncefield storage depot which would be relevant to both petrochemical and storage facilities.
9
Revision, updating and amendment of the safety report.

The employer should anticipate changes to the safety report by ensuring there is a protocol to govern the way the change is carried out.  All staff should be made aware of that protocol.

It is the employer’s responsibility to ensure that changes to the safety report are recorded and able to be easily identified in the amended report.  The employer should ensure all changes are accompanied with information about:

· the reason for the change;

· a detailed description of the exact nature of the change;

· the impact on the SMS or control measures that proceeded the change to the safety report;

· the name and contact details of the person or people responsible for revising, updating or amending the safety report.

The consultation obligations that apply to the development of the safety report apply equally to changes to the report.  The fact that the safety report is a repository of the collective safety knowledge at the facility makes it important for the employer to ensure that all staff and contractors have the opportunity to contribute to the activities preceding a change and to be advised on how the safety report is subsequently changed. 














































































� “Critical control measures” are those that would result in a significant increase in risk if they were disabled or had failed.






