
 

 
 
 

 
HNELHD Proposes Changes to SWP for 

Ground and Gate Security 
 
Dear Member, 
 
The HSU has received correspondence from HNELHD regarding proposed 
changes to the current Safe Work Practice for members performing duties on the 
entry gate and within the grounds of the Morisset Hospital. It is not clear yet when 
these changes are proposed to occur. At the moment the current Safe Work 
Practice states members are not to exit the security vehicle under any 
circumstance. The one major change is that if a member feels safe to do so in 
certain situations, they can choose to exit the vehicle to perform their duties – e.g. 
guiding or turning away visitors or tourists who are not authorised to access the 
site.  
 
The correspondence is attached for members’ attention. Also attached is a risk 
assessment. The HSU is seeking urgent feedback from members, outlining any 
and all concerns regarding this proposal. Please contact Organisers Matt Ramsay 
(Morisset Hospital Sub-Branch) via email matthew.ramsay@hsu.asn.au or 
Michael Kearns (John Hunter Security Officers Sub-Branch) via email 
michael.kearns@hsu.asn.au.  
 
The HSU strongly encourages members to speak with colleagues who are not 
currently members and urge them to join the HSU regarding this matter. Our ability 
to negotiate with management and effect meaningful change is directly linked to 
our strength in numbers. New members can join by visiting www.hsu.asn.au/join, 
calling 1300 478 679, or speaking to their local HSU Organiser. 
 
In unity, 

 
Gerard Hayes 
Secretary, HSU NSW/ACT/QLD 

Newsletter: 45/2018 
Date: 24 January 2019 

Distribution: Morisset Hospital & 
John Hunter Security members  

Contact: Your HSU Organiser     
 

mailto:matthew.ramsay@hsu.asn.au
mailto:michael.kearns@hsu.asn.au
http://www.hsu.asn.au/join
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Department/Unit/Facility:  Mental Health Services/Security/Morisset Hospital Campus 
 

SAFE WORK PRACTICE (SWP) 
 

Date Written:  11 January 2019       Date for Review:  January 2022 
 
Job/Work Supervisor:  Security Operations Manager      
 
PPE Required: Wet Weather Gear, Reflective Vest, Disposable Gloves, Safety Glasses, Hat. 
 
Tools/Equipment: Two way Radio, Mobile Phone, Notebook and Pen, Keys, HNELHD Staff Identification 
 
Certificates/Qualifications/Experience:  Current NSW 1A Security Licence, Current First Aid Certificate, Current NSW Drivers Licence. 
 
SWP Review Coordinator: Security Operations Manager. 
 
Definitions: Boom Gate: Located on Silky Oak Drive.  
 
Important Links       JSA Template        SWP & JSA Guidelines   
 
Risks Controls  

 
 
Job/Work 
Activity:    

Controlling Access to Morisset Hospital 
Campus on Silky Oak Drive SWP No.:         

STEPS TO CARRY OUT THE JOB / ACTIVITY KEY POINTS 

http://intranet.hne.health.nsw.gov.au/__data/assets/word_doc/0003/47343/safety_JobSafetyAnalysisTemplate_170608.doc
http://intranet.hne.health.nsw.gov.au/__data/assets/pdf_file/0005/45266/SWPs_Guideline_7_Apr_08.pdf
http://intranet.hne.health.nsw.gov.au/__data/assets/pdf_file/0005/45266/SWPs_Guideline_7_Apr_08.pdf
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Job/Work 
Activity:    

Controlling Access to Morisset Hospital 
Campus on Silky Oak Drive SWP No.:         

Procedure: 
1.0 Prepare for shift. 

 
1.1 Monday to Friday – Attend Kestrel Surveillance and 

collect the Security Vehicle and Security Keys and 
complete the Sign On/ Register.  
 
Weekends and Public Holidays – The Security 
Vehicle and equipment can be collected from and 
returned to Willaroo. 

 
1.2  Inspect the following on the vehicle before leaving 

the parking area: 
- Tyres 
- Vehicle Damage 
- Apparent leaks 
- Hazard lights 
- Dash Cam 
- PA system 
- Any other item that causes concern. 
- Ensure that the Vehicle Running Sheet is also 

Completed  
 

1.3 In the Security Vehicle, proceed to Willaroo to collect 
the Security Radio and Mobile Phone. The Security 
Officer will check that the radio and mobile phone 
are working before commencing duty. 
 

1.4 Check any equipment necessary due to weather 
conditions as well as the items listed in the “PPE 

Weekends and Public Holidays – The Security Vehicle and equipment can 
be collected from and returned to Willaroo.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Security Officers are not to exceed the campus speed limit under any 
circumstances. 
 
 
 
Perform a radio and mobile phone check with Kestrel Surveillance to 
ensure all equipment is in working order. 
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Job/Work 
Activity:    

Controlling Access to Morisset Hospital 
Campus on Silky Oak Drive SWP No.:         

requirements” section of this SWP are with the 
Security Officer. 

 
1.5 Contact the Nurse Manager to inform that you are 

commencing duty. 
 
1.6 Proceed to the gate on Silky Oak Drive and park the 

security vehicle in a safe position on the side of the 
road, nearest the gate.  

 
2.0 Controlling Access  

 
2.1 Check for oncoming traffic in both directions allowing 

staff to enter and exit the site as required. 
 

2.2 All visitors without proper reason for entering the 
facility and/ tourists are to be redirected away from 
the gate and stopped from entering the site.  

 
For communication purposes, the security officer if 
required is to approach the gate to offer assistance if 
needed.  
 
The PA system in the Security Vehicle may also be 
utilised to assist with communication. 
 
In the event of built up traffic the gate can be opened 
to enable vehicles to turn around. 
 
If a vehicle continues onto the campus without 

 
 
Do not conduct the patrol proceed until all communication equipment is 
checked and in working order. 
 
 
 
 
 
 
 
The Security Vehicle is to be positioned on the Morisset Hospital side of 
the gate. 
 
 
 
At any time during this operation if suspicious, concerning or aggressive 
behaviour is observed, the security officer is not to approach the situation. 
They are to report back to the Nurse Manager and await instructions. The 
security officer is to remain in the security vehicle and Observe and report 
only at this stage. 
 
The Security Officer should only leave the vehicle when they consider it 
safe to do so and must return to the vehicle if suspicious, concerning or 
aggressive behaviour is observed.  
 
If there is an imminent risk of harm to the Security Officer they are to leave 
the area in the security vehicle and proceed to Willaroo or other location 
where staff are present and report the matter to the Nurse Manager and 
await instructions. 
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Job/Work 
Activity:    

Controlling Access to Morisset Hospital 
Campus on Silky Oak Drive SWP No.:         

leaving, the ground security officer is to be contacted 
during weekends and public holidays or the Nurse 
Manager Monday to Friday and informed of the 
Vehicle’s make and Registration number and the 
direction it was headed. The security officer is to 
remain at the gate at all times. 
 

2.3 The Security Officer is to identify and report all 
Hazards to the Nurse Manager for action and debrief 
as appropriate.  
 

 
3.0 Completion of shift. 

 
3.1 Monday to Friday - Return the Security Vehicle and 

Security Equipment to Kestrel and complete the 
Sign on register.  
 
 
Weekends and Public Holidays - Return the Security 
Vehicle and Security Equipment to Willaroo. 
 
 

3.2 Report all Hazards to the Nurse Manager for action 
and debrief as appropriate.  
 

3.3 Complete all Security Incident reports as required. 
 
 
 

 
Reflective Vest to be worn at all times. 
 
The Security Officer is to periodically report back to Kestrel Surveillance via 
Radio for a welfare check. 
 
 
If the gate requires to be left open in an Emergency/Disaster situation 
and/or malfunction, the Security Officer is to remain at the gate and notify 
the Nurse Manager and Security Manager and await instructions. 
 
The Security Officer is to remain respectful and courteous in all dealings 
with the public. 
 
 
The Security Officer is to display their HNELHD staff ID and Security 
Licence at all times. 
 
 
 
 
Malfunctions:  
If there is a power failure the gate can be opened manually by inserting the 
key and turning it and allowing the key arm to drop down. The gate can 
then be pushed open by slowly pushing it back along the rail. 
Once open re engage the clutch by closing the arm, locking and removing 
the key. 
Once power is restored the gate can be put back into operation by using 
the keypad or remote button 2. 
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Job/Work 
Activity:    

Controlling Access to Morisset Hospital 
Campus on Silky Oak Drive SWP No.:         

  
 

 
 
 

 
 
 
Security Officers are not to exceed the campus speed limit under any 
circumstances. 

 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
Risk Assessment 

Department/Unit/Facility: Mental Health Service/Security/Morisset 
 

Assessment of: Attendance of Security Officer at Silky Oak Drive gate 
Date of assessment: 
16 January 2019 

Assessment completed by (name & position):  
 
 

WHS Problem identified through:  

 Consultation with workers                                        Direct Observation  Plant Identification Checklist 

  Hazard Inspection Process   Changes to work practices  Chemalert Risk Assessment 

  As a result of accident/incident/near 
miss 

 Other (specify) 
  Manual Handling Risk Assessment 
Checklist 

Hazardous Manual Task guide:  
Have injuries been associated with this task?   Yes    No              Do workers report pain with this task?    Yes     No 

(refer to Manual Handling checklist)  How many people do this task? Number: ……………    How often is this task done?   …………   per ……………. 

Category appearing to be main problem:     Posture/ movements     Load/ force    Duration/ frequency    Management/ environment 
Form submitted to:  Manager/ Supervisor  HSR / Health & Safety Committee / WHS 
Coordinator Notification on IIMS    Yes  IIMS number_____________   No 

Hazard Identified/ Potential Risk factors Consequence Likelihood Risk 
Rating Control Measures (short/ long term) 

 
Security Officer denying access to 

site to other than staff and 
authorized visitors 

 

Potential for aggressive 
response/physical assault of Security 
Officer from persons denied access 

to site 

Moderate Rare 

0 
 
 
 
 

At any time during this operation if 
suspicious, concerning or 
aggressive behaviour is observed, 
the security officer is not to 
approach the situation. They are to 
report back to the Nurse Manager 
and await instructions. The security 
officer is to remain in the security 
vehicle and Observe and report 

 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
only at this stage. 
 
The Security Officer should only 
leave the vehicle when they 
consider it safe to do so and must 
return to the vehicle if suspicious, 
concerning or aggressive 
behaviour is observed. 
 
If there is an imminent risk of harm 
to the Security Officer they are to 
leave the area in the security 
vehicle and proceed to Willaroo or 
other location where staff are 
present and report the matter to 
the Nurse Manager and await 
instructions. 

 
 
 
 
 

Security Officer denying access to 
site to other than staff and 

authorized visitors 
 

Verbal abuse of Security Officer from 
persons denied access to site 
 
 

Minimal Likely 

T 
 
 
 

At any time during this operation if 
suspicious, concerning or 
aggressive behaviour is observed, 
the security officer is not to 
approach the situation. They are to 
report back to the Nurse Manager 
and await instructions. The security 
officer is to remain in the security 
vehicle and Observe and report 
only at this stage. 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
The Security Officer should only 
leave the vehicle when they 
consider it safe to do so and must 
return to the vehicle if suspicious, 
concerning or aggressive 
behaviour is observed. 
 
If there is an imminent risk of harm 
to the Security Officer they are to 
leave the area in the security 
vehicle and proceed to Willaroo or 
other location where staff are 
present and report the matter to 
the Nurse Manager and await 
instructions. 
 

 
 
 

Security Officer denying access to 
site to other than staff and 
authorized visitors 

 

Security Officer assaulted or 
threatened with assault with weapon 
from denying persons access to site.   

Moderate Rare 

 

At any time during this operation if 
suspicious, concerning or 
aggressive behaviour is observed, 
the security officer is not to 
approach the situation. They are to 
report back to the Nurse Manager 
and await instructions. The security 
officer is to remain in the security 
vehicle and Observe and report 
only at this stage. 
 
The Security Officer should only 
leave the vehicle when they 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
consider it safe to do so and must 
return to the vehicle if suspicious, 
concerning or aggressive 
behaviour is observed. 
 
If there is an imminent risk of harm 
to the Security Officer they are to 
leave the area in the security 
vehicle and proceed to Willaroo or 
other location where staff are 
present and report the matter to 
the Nurse Manager and await 
instructions. 
 
 

Security Officer working alone 
 
 

No monitoring of Security Officer’s 
welfare 

Moderate Likely 

T 

The Security Officer is to 
periodically report back to Kestrel 
Surveillance for the purpose of a 
welfare check.  

 
Risk Assessment Continued…. 

Hazard Identified/ Potential Risk factors Consequence Likelihood Risk 
Rating 

Control Measures (short/ long 
term) 

Faulty Equipment 
Radio and/or Mobile Phone 

No communication. 
Flat Battery/Nil Reception 

Moderate Rare 

0 

Do not proceed until all 
communication equipment is 
checked and in working order. 
 
Perform a radio and mobile 
phone check with Kestrel 
Surveillance to ensure all 
equipment is in working order. 
 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 

 
Vehicles tailgating through gate 

 
 

Unauthorized Entry/Trespass 

Moderate Likely 

T 

If a vehicle continues onto the 
campus without leaving, the 
ground security officer is to be 
contacted during weekends and 
public holidays or the Nurse 
Manager Monday to Friday and 
informed of the Vehicle’s make 
and Registration number and the 
direction it was headed. The 
security officer is to remain at 
the gate. 
 

Inclement Weather 
 
 
 

Extreme Weather Conditions 
Hot/Wet/cold conditions. 

Minimal Likely 

T 

Depending on weather 
conditions, Wet Weather Gear, 
Reflective Vest, Safety Glasses 
and Hat are to be worn. 
 

The gate requires to be left open 
in an Emergency/Disaster 
situation and/or malfunction. 
   

 

Unauthorized Entry/Trespass 

Moderate Rare 

0 

The Security Officer is to remain 
at the gate and notify the Nurse 
Manager and Security Manager 
and await instructions. 

 
 
 
 

 

  

  

 
Any other comments:  
 

 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
 

 

 

 

 

Action Control Plan 
Initials of people present at 
Action Planning Meeting:  

 

HIERARCHY OF CONTROL (as per Code of Practice Managing Workplace Risks) 
Level 1 (most effective) 

Eliminate the hazard 
Level 2 

• Substitute the hazard with something safer 
• Isolate the hazard from people 
• Reduce the risks through engineering controls 

Level 3 (Least effective) 
• Reduce the exposure to the hazard using 

administrative actions 
• Use personal protective equipment 

Risk/Hazard 
number 

Control measures/ Actions 
(short/ long term) 

Date Risk 
Assessed 

Current 
Risk rating 

Person 
responsible  

Agreed date for 
Resolution 

Date controls 
Implemented 

Residual 
Risk 

Rating 

 
 

    
  

 
 

    
  

 
 

    
  

 
 

    
  

 
 

    
  

 
 

    
  

Trial  YES  /  NO    Details:  

 



 
Risk Assessment Number 

Use this number as a reference for all 
documentation relation to this assessment. 
Each identified risk to be given a new number. 

Risk Assessment 
ID No 

  
WHS Risk Assessment Form 

 

Overall Risk 
Rating 

 

Overall Residual 
Risk Rating 

 

 
 

Outcome/ Comments: 
 
 
 
 
Placed on local WHS Risk Register  Yes   No 
Date                         Register Identification 

cc:    Manager/ Supervisor    HSR / Health & Safety Committee / WHS 
Coordinator   Executive 



 
 

 



 
Risk Assessment Flowchart 

 

 

 

 

To assist in identifying 
risks/ hazards it may be 

useful to complete a 
Checklist e.g. 

 
 WHS Hazard 

Inspection 
 Manual Handling 

  
     

    
   

 

Complete 
Risk Assessment Form 

Complete 
Risk Management Action 

  

For escalation to District Risk 
Register Complete IRMS Risk 
Report Form/enter onto IRMS 

    
  

Developing 
a Job 
Safety 

 
 

Developing 
a Safe 
Work 

 
 

 

Identify risk/ hazard 

For the Guideline for the Development of Job Safety Analyses and Safe Work Practices click on this link. 
 

For risks that 
can not be 

d 
 

For risks 
that can be 
managed 
l ll  th  

  
 

Apply control 
measures as 

i t   
   

 

Complete in 
consultation with 

manager/ supervisor  
    

   

Add risk to 
local Risk 

 

http://intranet.hne.health.nsw.gov.au/hr/health_safety_and_insurable_risk/ohs/swp_jsa
http://intranet.hne.health.nsw.gov.au/hr/health_safety_and_insurable_risk/ohs/swp_jsa
http://intranet.hne.health.nsw.gov.au/__data/assets/pdf_file/0005/45266/SWPs_Guideline_7_Apr_08.pdf
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