
I M P L E M E N T A T I O N  G U I D E

SET UP YOUR SWMS.

USE IT ON THE JOB.
A step-by-step guide to personalising your Safe Work Method

Statement template, with screenshots of every section, and how to use

it on site once it's done.

Before you start, have these handy

Your business name, ABN, address, phone

and email

Your logo as a PNG or JPG file (optional)

The project, site and client details for the job

A few minutes with the workers who'll be

doing the task



S T A R T  H E R E

HOW YOUR SWMS WORKS
A Safe Work Method Statement (SWMS) sets out the

steps in a task, what can go wrong at each step, and

the controls your workers will use to stay safe.

A SWMS is legally required for high risk construction

work. Plenty of businesses outside construction use

one too, as their written task risk assessment, the

same way others use a JSA or Safe Work Procedure.

Clients and head contractors also ask for "a SWMS"

whatever the work is.

Your template is a strong starting point,

not the finished product.

The hazards and controls are written for how

this task is usually done. Your job is to check

them against how your workers do it, on this

site, and change anything that doesn't match.

WHAT'S INSIDE YOUR SWMS

Page 1

Business and job details, sign-off, PPE

Page 2

SDS, codes, training and high risk

work

Risk matrix

How the risk ratings are worked out

Risk assessment

Each job step, its hazards and

controls

Site specific

Hazards unique to this site

Sign-off

Worker sign-on and consultation

record

SIX STEPS TO A SWMS THAT'S READY TO USE

Don't just fill in the blanks. At every step, read what's there and edit anything that doesn't match your

work, your site, your equipment or how your workers do the job.

1
Add your business details and logo
Do this once and save it as your master copy

2
Fill in and check the job details
Edit the plant, PPE and roles to suit your job

3
Review codes, training and high risk work
Update page 2 for your state and your task

4
Review and edit the risk assessment
Add, remove or change steps and controls

5
Add site hazards and consult workers
Make changes based on what they tell you

6
Sign off and use it on the job
Brief the team, keep it on site, review it
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S T E P  1

ADD YOUR BUSINESS DETAILS AND LOGO
Open your SWMS in Microsoft Word or Google Docs. These details sit on page 1 and in the header at

the top of every other page.

Page 1 of your SWMS

1 Replace [INSERT COMPANY NAME]

Click on the placeholder text and type your business name. Use your legal or trading name, whichever

your clients know you by.

2 Swap in your logo

Word: right-click the "Place your logo here" image and choose Change Picture › From a File. Google

Docs: click the image, then Replace image. No logo? Delete the placeholder.

3 Add your ABN, address, phone and email

Click in the space just to the right of each label and type the details.

The header on page 2 and every page after it

4 Update the header once, and it updates every page

Word: double-click the header area at the top of page 2 to open it. Replace the company name, fill in the

details and swap the logo the same way as step 2. Double-click the page body to close the header.

Google Docs: click into the header and edit it directly.

How it looks once your details and logo are in

Save time on every job. Once your details and logo are in, save the file as your master copy, for example

Angle Grinder SWMS - MASTER.docx. For each new job, open the master and use Save As with the job

name. You'll never re-enter your business details again.
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S T E P  2

FILL IN AND CHECK THE JOB DETAILS
Still on page 1. This tells anyone reading the SWMS what job it covers, who wrote it and what PPE is

needed.

A Project, client, site and SWMS number

Add the project name and the client or principal

contractor you’re working for (your own

business name if it’s your workplace). Give each

SWMS its own number, for example SWMS-

0014, so you can track versions. Add the site

address and check the work activity describes

what you’re actually doing.

B Prepared by and reviewed by

The person who prepared the SWMS and the

person who reviewed it, usually a supervisor

and a manager. Both sign and date.

C Dates

The date the assessment was done, and when

it's due for review. Twelve months is a common

choice, but review sooner if anything changes.

D Who monitors the work, and the plant used

Edit the roles to match your business. List all

plant, tools and equipment your workers will use

for this task.

E Tick the PPE

Tick every box for PPE workers must wear. In

Word, click the box to tick it. In Google Docs,

delete the box and type an X.

F Maintenance checks and materials

Check the maintenance checks match what you

do with this equipment. List any materials or

substances used, or leave "Nil".

Leave the NOTE paragraph as it is. It explains who the SWMS must be communicated to and how long it

has to be kept.
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S T E P  3

REVIEW THE CODES, TRAINING AND HIGH
RISK WORK
Page 2 covers the rules that apply, the training workers need and whether the task is high risk

construction work.

A SDS required?

Tick Yes if the task uses any hazardous

chemicals. If so, keep the Safety Data Sheets

where workers can get to them.

B Codes of practice and standards

Replace the placeholder with the WHS Act,

Regulations and Codes of Practice for your

state or territory. Copy them from the

Legislation and Codes of Practice Reference

List included with your purchase, and list any

Australian Standards that apply.

C Qualifications

List any licences, tickets or certificates workers

need, such as a White Card, high risk work

licence or trade qualification.

D Training

List the training workers must complete before

starting, such as a site induction and training on

this task.

E High risk construction work

Tick every category that applies to this job. If

any box is ticked, a SWMS is legally required

before the work starts, and the work must be

done the way the SWMS says. Use Other to

describe anything not listed.

Not doing construction work?

Leave the high risk boxes unticked. Your SWMS

still works as a written risk assessment for the

task.
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S T E P  4

REVIEW AND EDIT THE RISK ASSESSMENT
This is the main body of your SWMS and the part that matters most on site. Read it through with the

job in mind.

How each row of the risk assessment works

1 Activity

The job broken into steps, in the order they

happen.

2 Hazards

What can go wrong at that step.

3 Risk rating

How bad it is before any controls. C

(consequence) x P (probability) = R (risk).

4 Control measures

What workers do to make it safer. This is the

part to read most closely.

5 Rating after controls

The risk once the controls are in place. This

should be lower.

6 Person responsible

Who makes sure each control is followed.

MAKE IT MATCH HOW YOUR TEAM WORKS

1 to 6
Acceptable

7 to 10
Acceptable with strict controls or
short duration

11 to 25
Unacceptable. Don't start until controls bring
it down

Start at the top of the hierarchy of controls. When you add or change a control, try to remove the hazard

first, then substitute, isolate or use engineering controls. Rules, signs and PPE come last, because they

rely on people getting it right every time.

Remove steps that don't apply to your job. Select

the row, right-click and choose Delete Rows.

Add steps your workers do that aren't listed. Click

in a row, right-click and choose Insert › Rows

Below.

Edit controls so they describe what your workers

actually do, using your own equipment and

procedures.

Re-rate any row you change, using the risk matrix

on page 3. Aim for a rating after controls of 6 or

below.
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S T E P  5

ADD SITE-SPECIFIC HAZARDS AND CONSULT
YOUR WORKERS
No template can know your site. Use the Site Specific Hazards and Controls table near the end of your

SWMS for anything unique to this job.

Example: a filled-in site specific row

WALK THE SITE AND ASK

Fill in each row the same way as the main risk

assessment: the activity, the hazard, a rating, your

controls, the rating after controls and who's responsible.

TALK TO THE WORKERS DOING THE JOB

Your workers know where the task goes wrong.

Before you finalise the SWMS, walk them through it

and ask:

Make any changes they raise, then tick the two boxes

in the Worker Consultation and Participation section

and add the date. Consulting workers is a legal duty

under WHS laws, and it gives you a SWMS people will

actually follow.

The Worker Consultation and Participation section, on the sign-off page

Need more rows? Click in the last row of the table, right-click and choose Insert › Rows Below. If you

check the site and find nothing extra, write "No additional site hazards identified" and the date, so anyone

reading it knows the check was done.

Are other trades, the public or customers nearby?

Overhead power lines or underground services?

Traffic, mobile plant or tight access?

Weather, heat, poor lighting or working alone?

Asbestos, chemicals or other hazardous materials

already on site?

Any client or site rules you need to follow?

Is this how we actually do the job?

Is anything missing or out of order?

Will these controls work in practice?
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S T E P  6

SIGN OFF AND USE IT ON THE JOB
A SWMS only works if the people doing the work know what’s in it and follow it.

The sign-off page, filled in

1 Every worker signs before starting

Explain the SWMS at a pre-start meeting or

toolbox talk. Each worker then signs, confirming

they understand it and their qualifications are

current. Anyone who joins the job later is

briefed and signs too.

2 Record the consultation

Tick that workers were consulted and their

suggestions were included, and date it.

The footer on every page: update the version, issue date, who authorised it and the revision date whenever you change the

SWMS

USING YOUR SWMS EVERY DAY

Keep it on site

Printed or on a phone or tablet, the SWMS must be

easy to get to for workers, supervisors and anyone

who asks to see it.

Check the work matches

Supervisors should check the controls are being

followed. That's what the "Person Responsible"

column is for.

Stop if it doesn't fit

If the work can't be done the way the SWMS says,

stop work, review the SWMS, update it and re-brief

workers before starting again.

Keep your records

Keep the SWMS until the job is finished, plus every

revised version. If a notifiable incident happens

during high risk construction work, keep it for at

least 2 years.
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K E E P  I T  C U R R E N T

WHEN TO REVIEW YOUR SWMS

After any update, change the version number and revision date in the footer, and brief your workers on what's

changed.

QUICK CHECKLIST: IS YOUR SWMS READY?

Need a hand?

Get in touch through the Everything OHS website at workplace-safety.com.au and we'll help you get

your SWMS sorted.

Disclaimer: We cannot, and do not, give you legal or any other professional advice. While every reasonable effort has been made to ensure that the
information we provide is comprehensive, accurate and clear, it may not cover your particular circumstances. Only you are aware of the purpose for

which you intend to apply a product or service you order from us. For this reason we provide this to you on an "as is" basis, and it does not constitute
legal or professional advice of any kind. If you do require personalised legal or professional advice we recommend that you consult a suitably
qualified person. If you think you may have noticed any error or omission, please let us know through the Everything OHS website.

Every 12 months

Check it still matches current WHS laws

and how you do the job.

1 When something changes

New equipment, a new process, a new

site or a change to the task.

2

After an incident or near miss

Find out what went wrong and update the

controls.

3 When a worker raises a concern

If a control isn't working, fix the SWMS,

not just the job.

4

Business name, ABN, contact details and logo

added (page 1 and header)

Project, client, site and SWMS number filled in

Prepared by and reviewed by completed, signed

and dated

Plant, equipment and PPE match what will be

used

Codes of practice for your state or territory listed

Qualifications, training and high risk work boxes

completed

Risk assessment steps and controls match how

your team does the job

Site specific hazards added

Workers consulted and their input included

Every worker briefed and signed on before

starting

A copy is on site and easy to get to
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