
Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
1 

 

 

THE BRISBANE TRAMWAY 
MUSEUM SOCIETY  

SAFETY MANAGEMENT SYSTEM     

Oct 2024 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Doc. No M001 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
2 

 

 

Document Control Record 

Document Title: 

SAFETY MANAGEMENT SYSTEM 
Document No.: 

M001                                                                                                                  

Copy No:  

 

Revision Record 

Ver No Date Revision Description 

1 17/11/2013  

2 30/09/2015  

3 02/04/2016 Added Asset Management clause 2.9 

4 18/02/2017 Change doc. No., rev.Doc., change name, Index, etc. 

5 12/10/2019 Upgrade index, upgrade several clauses to new regulator, define 
safety act, include temporary revisions, training crew revision. 

6 15/10/2024 Change various names, new policy references, rewrite doc. new 
format. 

   

   

   

   

   

   

   

Temporary Revision Record 

Temp  
Rev No 

Date Revision Description 

   

   

   

   

   

   

   

   

   

   



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
3 

 

 

 

Contents 
1.0 DEFINITIONS. ............................................................................................................................. 6 

2.0 GENERAL .................................................................................................................................... 8 

2.1 Introduction. ............................................................................................................................. 8 

2.2 Organisation Objectives. .......................................................................................................... 9 

3.0 SAFETY MANAGEMENT SYSTEM .......................................................................................... 10 

3.1 Rail Safety Policy. .................................................................................................................. 10 

3.2 Management and Governance .............................................................................................. 10 

3.3 Responsibilities and Accountabilities ..................................................................................... 11 

3.4 Resource Management.......................................................................................................... 13 

3.5 Regulatory Compliance.......................................................................................................... 13 

3.6 Document and Data Control .................................................................................................. 14 

3.7 Key Safety Performance Indicators and Performance Monitoring ........................................ 15 

3.8 Safety Management System Review ..................................................................................... 15 

3.9 Asset Management. ............................................................................................................... 16 

3.10 Tramway Safety Audit ............................................................................................................ 17 

3.11 Corrective Actions .................................................................................................................. 18 

3.12 Change Management ............................................................................................................ 19 

3.13 Human Factors....................................................................................................................... 20 

3.14 Security Management ............................................................................................................ 21 

3.15 Safety Culture ........................................................................................................................ 21 

3.16 Consultation ........................................................................................................................... 22 

3.17 Communications .................................................................................................................... 22 

4.0 RISK MANAGEMENT ................................................................................................................ 23 

4.1 Risk Management Plan .......................................................................................................... 23 

4.2 Hazard Identification .............................................................................................................. 23 

4.3 Risk Assessment ................................................................................................................... 24 

4.4 Risk Control............................................................................................................................ 25 

4.5 Risk Register .......................................................................................................................... 25 

4.6 Monitor and Review ............................................................................................................... 25 

5.0 PERSONNEL MANAGEMENT .................................................................................................. 26 

5.1 General Responsibilities ........................................................................................................ 26 

5.2 Responsibility for Training...................................................................................................... 26 

5.3 Work Instructions ................................................................................................................... 26 

5.4 Workers' Competence............................................................................................................ 26 

5.5 Health and Fitness ................................................................................................................. 28 

5.6 Drugs and Alcohol .................................................................................................................. 28 

5.7 Fatigue Management ............................................................................................................. 29 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
4 

 

 

6.0 GOODS AND SERVICES PROCUREMENT ............................................................................ 30 

6.1 Contract Management ........................................................................................................... 30 

6.2 Purchasing ............................................................................................................................. 30 

6.3 Records .................................................................................................................................. 30 

7.0  ENGINEERING AND OPERATIONAL SYSTEMS SAFETY ..................................................... 31 

7.1 General .................................................................................................................................. 31 

7.2 Track and Overhead Infrastructure ........................................................................................ 31 

7.3 Maintenance and Inspection Schedules ................................................................................ 31 

7.4 Trams ..................................................................................................................................... 32 

8.0 INTERFACE MANAGEMENT .................................................................................................... 34 

8.1 Interfaces with other Transport Modes .................................................................................. 34 

9.0 EMERGENCY AND OTHER OCCURRENCE MANAGEMENT. .............................................. 35 

9.1 Emergency and Occurrence Notification and Management. (P005) ..................................... 35 

9.2 Responsibilities for notification of occurrences...................................................................... 35 

9.3 Occurrence Reporting ............................................................................................................ 35 

9.4 Procedure for Notification of Occurrences ............................................................................. 35 

9.5 Accidents and Injury ............................................................................................................... 35 

9.6 Investigations ......................................................................................................................... 36 

9.7 Notifiable Occurrence Categories .......................................................................................... 36 

9.8 Reporting and Actions Required for Notifiable Occurrences. ................................................ 37 

9.9 Monitoring/Review ................................................................................................................. 37 

9.10 Preservation of Evidence ....................................................................................................... 38 

9.11 Evacuation Plan and Procedures .......................................................................................... 38 

9.12 Emergency Access Points ..................................................................................................... 38 

10.0 POLICIES................................................................................................................................... 39 

10.1 general ................................................................................................................................... 39 

10.2 Maintenance Policy ................................................................................................................ 40 

11.0 JOB DESCRIPTIONS ................................................................................................................ 41 

12.0 HEALTH ASSESSMENT TASK SHEETS ................................................................................. 42 

13.0 SAFETY ..................................................................................................................................... 43 

13.1 Safety INDUCTION ................................................................................................................ 43 

13.2 Safety Rules FOR ALL........................................................................................................... 43 

13.3 Safety Rules FOR TRAM OPERATIONS .............................................................................. 43 

13.4 Evacuation Points .................................................................................................................. 44 

13.5 Hazardous Areas ................................................................................................................... 44 

13.6 First Aid Kit ............................................................................................................................. 44 

13.7 Fire Extinguishers .................................................................................................................. 45 

13.8 Signing In ............................................................................................................................... 45 

13.9  Emergencies/ Accidents/Incidents ..................................................................................... 45 

14.0 HUMAN FACTORS TRAINING GUIDES .................................................................................. 46 

14.1 Tram Operations .................................................................................................................... 46 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
5 

 

 

14.2 Workshops And Infrastructure ............................................................................................... 46 

15.0 WORK INSTRUCTIONS ............................................................................................................ 48 

15.1 Working in Confined Space ................................................................................................... 48 

16.0 OPERATING REGULATIONS AND RULES ............................................................................. 49 

16.1 Operating Regulations ........................................................................................................... 49 

16.2 Operating Rules ..................................................................................................................... 52 

16.3 Moving Non-Accredited Trams .............................................................................................. 53 

16.4  Work Parties & Maintenance Operational Procedures ...................................................... 54 

17.0 FORMS ...................................................................................................................................... 55 

17.1 Form P006 Health Assessment For Rail Safety Worker ....................................................... 55 

17.2 Form R002 Safety Induction & Training Records .................................................................. 56 

17.3 Non Compliance and Corrective Action Register     R001 .................................................... 57 

17.4 Form F005 Internal Audit Log ................................................................................................ 57 

17.5  SCHEDULES ......................................................................................................................... 58 

17.1 Risk Register .............................................................................................................................. 58 

 

 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
6 

 

 

1.0 DEFINITIONS. 

“Board” means the Board of Directors of The Brisbane Tramway Museum Society.  ACN 009 
793 604   ABN 25 009 793 604 

“BTMS” means the Brisbane Tramway Museum Society (ACN 009 793 604) a Non-Profit 
Company Limited by Guarantee. 

“BTM” means Brisbane Tramway Museum trading name of Brisbane Tramway Museum 
Society. 

“Conductor” means the accredited person in charge of the tram.  

“Equipment” means the trams forming the fleet at the Brisbane Tramway Museum and the 
associated inground and overhead infrastructure shall be called “the equipment” in this 
document. 

“Ferny Grove Mens Shed” (FGMS) means men’s shed as part of the BTMS. 

“Incident Commander” is the person deemed to be in charge of any incident involving trams 
or visitors to the museum during tram operation. 

“Infrastructure” means overhead and below ground equipment required for trams to operate 
originally installed in the streets of Brisbane under the ownership of the Brisbane City Council. 

“Lookout” is a person appointed by the Person in Charge to perform safe working protection 
party duties during track maintenance or other maintenance duties. 

“Maintenance” means the process of inspecting, testing, auditing, repairing and rectifying of 
equipment and the recording and reporting of these activities to ensure they operate as 
designed and perform their required/expected function over the life of the equipment. 

“Motorman/Driver” means the accredited person being the driver of a tram. 

“ONRSR” means the Office of the National Rail Safety Regulator.  

“Passenger” means any person on any vehicle or premises of the Society with the intention of 
travelling on or having completed a journey on a Tram operated by the Society. 

“Pedestrian Crossing” means a place where a pedestrian walkway crosses the tramline on 
the level of the rails. 

“Person -in-Charge” means the person for the time being in charge of a day’s operations 
including public operating days. 

“Railway Administration” means any authority including any persons, firm, corporation, or 
public utility having control of or exercising the function of control on behalf of any other 
persons, firm, corporation or public utility of any system of transportation by means of a railway 
and includes any tramway or similar medium of transport regardless of motivation. 

“Regulations” mean the Rail Safety National Law National Regulations 2012 except for items 
covered under the Rail Safety National Law (Queensland) Regulations 2017. 

“Road Vehicle” means any vehicle used or capable of being used on any public highway and 
includes a bicycle and shall also include such vehicles as come within the definitions of the 
Queensland Government Act pertaining to motor cars or other such vehicles. 

“RSM” is the Rail Safety Manager appointed by the BTM. 

“RSW” is a Rail Safety Worker  
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“Society” means The Brisbane Tramway Museum Society (ACN 009 793 604) a Non-Profit 
Company Limited by Guarantee.  

“Safety Management System” (SMS) Is this document and is applicable to all tram related 
operations at the BTM.  

“Society’s Office” means The Brisbane Tramway Museum, 50 Tramway Street Ferny Grove. 

“Supervisor” is any person appointed by the Board of Directors to supervise any work party 
working on the construction or maintenance of the tramway. 

“Terminus” means the end of the tramline. 

The terms “he”, “his” or “him” shall be deemed to include either male or female. 

“The Act” means the Rail Safety National Law 2012 (RSNL), except for items covered under 
the Rail Safety National Law (Queensland) 2017 for Drug and Alcohol and Fatigue, etc. 

“Ticket” means any ticket, free pass, or evidence of a right to travel, as a passenger, upon the 
Tramway operated by the Society. 

“Tram” means single self-propelled vehicle operating on rails. 

“Tramway” means the Brisbane Tramway Museum and any property owned or leased or any 
easement utilised by the Society for its museum tramline. 

“Tramline” means any part of the Tramway on which Trams may operate. 

“Vehicle” means a vehicle operated by the Society on the Tramway or intended for use 
thereon.  

“Visitor” means a person, not being a volunteer or a passenger, present on the Society’s 
property for legitimate purposes “Volunteer” means any person in the service of the Society 
either in a paid or voluntary capacity. 

“Volunteer” means any person in the service of the museum in a voluntary capacity. For the 
purposes of the SMS. It means any person directly or indirectly involved or associated with 
tram operation. 

Words importing the singular number shall be deemed to include the plural number, and 
words importing the plural shall be deemed to include the singular number. 
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2.0 GENERAL 

2.1 INTRODUCTION. 

2.1.1 The Museum. 

The Brisbane Tramway Museum Society (BTMS) (ABN 25 009 793 604, ACN 009 793 604) 
operates on land leased from the Brisbane City Council at Ferny Grove. 

The BTMS is divided into 2 distinctive areas of operation. 

• The Brisbane Tramway Museum (BTM). 

• The Ferny Grove Mens shed. (FGMS). 

The SMS is applicable to the BTM only.  

The BTM is a historical / heritage type Tramway Museum. The Museum is incorporated as a 
Non-Profit Company, Limited by Guarantee. The Constitution states the Objects of the Society 
are to purchase, take under trust or otherwise acquire any item of tramway historical 
significance and to maintain, repair, enlarge, operate and exhibit the same and to dispose of 
either by sale, gift or as provided for in the terms of trust all or any of such items. 

It is in fulfilment of this object that The Brisbane Tramway Museum (BTM) at Ferny Grove has 
been established as an operating tramway museum with the future addition of a static museum 
depicting all aspects of Brisbane tramway operation. 

2.1.2 Tramway Operation. 

The BTM operates a number (usually 6/7) trams entirely within the leased property at Ferny 
Grove. The trams operate in sequence which is repeated as required during the time the 
museum is open. The track is approximately 250 metres in length and the one-way journey 
takes approximately 1 minute. 

The BTM operates with only one tram in operation at a time (except on special events when 
two-way radios are used).  No signalling or tokens are in use. 

All trams are single unit, self-propelled dual driving cab vehicles. Tram movements comprise 
carrying of passengers, test and training runs and repositioning of trams.  

Trams run during daylight hours on Sunday afternoons and other days as required. Night 
running is done on special occasions. 

The track is standard gauge.  Nominally 1435mm. (4’ 8 1/2”) 

There are no level crossings and no crossing loops. 

There is no interface, with any other forms of transport, now or in the near future.  

2.1.3 Track Access Contract & Conditions of Access. 

The BTM owns the track and infrastructure over which the museum’s trams operate. 

The land used by the BTM is leased from the Brisbane City Council. 

Approval to extend the running track around the edge of the Ferny Grove Sports Fields is in the 
design phase. No application has been made to the Brisbane City Council to build the 
extension and the museum acknowledges that application will have to be made under the “The 
Act” before the commencement of any construction work. 
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2.1.4 Land. 

The land used by the BTM for its operation is contained within Lot 105 on SP165827.  The 
owner of this parcel of land is the Brisbane City Council. 

2.2 ORGANISATION OBJECTIVES. 

The BTM is striving to be a World Class Tramway Museum educating visitors in all aspects of 
the operation of the Brisbane Tramway System. The BTM operates to educate and 
demonstrate the operation of electrified public transport in the "As Was in Service" condition of 
the Brisbane Tram Era in a safe environment for BTM passengers, personnel and the public. 

The BTM is committed to complying with “The Acts and Regulations” applicable. 

The BTM shall also comply with the requirements of the:  

• National Rail Safety Act, 

• National Rail Safety Regulations. 

• Work Health and Safety Act.  

• Workplace Health and Safety Act. 

• Workplace Health and Safety Regulations. 

• Further Safety Acts. 

The BTM shall also comply with the requirements of any other legislation or local laws 
applicable to its operations. It continually monitors developments in legislative and regulatory 
requirements and will ensure that its Safety Management System is up to date.  
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3.0 SAFETY MANAGEMENT SYSTEM 

The Safety Management System (SMS) has been designed around and established from three 
sources: 

• Mandatory controls to meet legislation and conditions set by regulators, 

• An assessment of the Museum’s risks and the controls required to mitigate these 
risks, 

• Additional controls that have been set by the Museum. 

The SMS clearly defines BTM risks and controls and who is responsible for ensuring that each 
of the risks are managed by implementing the controls. 

The Board of Directors, assisted by the Rail Safety Manager, is responsible for the SMS. 

3.1 RAIL SAFETY POLICY. 

The BTM has a Rail Safety Policy (refer M012) that defines the safety, aims and objectives of 
the organization and expresses the BTM' commitment to risk management and the 
development of a positive safety culture and was developed in consultation with BTM 
members. It has been approved by the BTMS Board of Directors. 

The Rail Safety Policy shall be reviewed every 12 months, or as need arises. The review shall 
involve consultation with BTM volunteers, while any changes to the Policy shall be submitted to 
the BTMS Board of Directors for approval. 

3.1.1 Other Safety Policies.  

Workplace Health and Safety Policy. (Refer M012) 

Maintenance Policy. (Refer M012) 

Personnel Management. (Refer M012) 

3.2 MANAGEMENT AND GOVERNANCE  

3.2.1 Management Structure. 

The BTM organisational structure is shown in the list below. 

Position responsibilities and accountabilities can be found in the. table at Section 3.3. 

The Rail Safety Manager (RSM) of the BTM has the responsibility and authority to ensure 
appropriate rail safety standards and procedures are developed, implemented and their 
effectiveness monitored.  

The RSM ensures document control processes are in place to ensure all safety documentation 
is accurate and up to date. When the RSM is not available responsibilities under this section 
are delegated to the Operations Manager. 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
11 

 

 

3.2.2 Governance Arrangements 

The BTM is an operating museum and is governed by a Board of Directors elected at the 
Annual General Meeting each year according to the requirements of the constitution of The 
Brisbane Tramway Museum Society. 

The Board of Directors of the BTMS is made up of the following positions: - 

• President 

• Vice President 

• Secretary 

• Treasurer 

• Three Ordinary Directors 

The member who is the RSM shall provide the Board of Directors with appropriate safety 
information to assist them in their decision making.  

All positions are in a voluntary, honorary capacity and no remuneration is paid except for out of 
pocket expenses according to the requirements of the Constitution. 

The Board of Directors may appoint any number of individuals or subcommittees, who may or 
may not be made up of members of the Board, as it sees fit, to assist them with their duties. 
The Board may also call on individuals, not necessarily members of the BTMS to assist with 
functions.  

These individuals or subcommittees, if any, are governed by the Constitution and such rules as 
applied by the Board of Directors including make-up of the membership of the subcommittee 
and delegations of authority.  

These subcommittees are required to maintain proper minutes and submit these to the Board 
of Directors for further discussion at the next succeeding Board meeting so as to ensure the 
Board is kept properly informed. 

The Board of Directors will delegate the necessary powers to the subcommittees to ensure they 
can undertake their duties and will ensure that any limitations requiring a decision from the 
Board of Directors will be dealt with either by Special Board Meeting or through the Executive 
which consists of the President, Vice President, Secretary and Treasurer as provided for in the 
Constitution. 

The Board of Directors is to ensure that it receives and properly reviews and discusses minutes 
from these subcommittees at the next following Board Meeting. 

The Secretary shall ensure that the minutes of all meetings of the Board of Directors and any 
subcommittees are maintained according to the requirements of the Constitution.  

The Board of Directors shall ensure that all appointments and changes of individuals, 
subcommittees and delegations of authority are properly recorded in the minutes of the Board 
of Directors and that this information is made available to the general museum membership by 
internal museum communication methods. 

3.3 RESPONSIBILITIES AND ACCOUNTABILITIES  

Responsibility for implementing and maintaining the SMS for the BTM is delegated to the RSM. 

The major safety responsibilities and accountabilities within The BTM are listed below.  

Note that the Responsibilities and Accountabilities listed are those relating to the Safety and 
operation of the trams at the museum. Each position has additional responsibilities and 
accountabilities associated with the general operation of the museum and the FGMS as an 
operating business. 
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3.3.1 President 

• Chairperson of the Board of Directors. Executive approval of The BTMS Safety 
Policies. 

3.3.2 Board of Directors 

• Day to day management of the museum operations including advising the President 
and RSM of any safety issues noted.  

3.3.3 Rail Safety Manager 

• Ensuring the safe operation of The Brisbane Tramway Museum. 

• Compliance with relevant acts and regulations. 

• Provision of safety information and advice to the Board of Directors. 

• Demonstrating leadership on issues of safety including participation in compliance 
inspections. 

• Maintaining the Safety Management System. 

• Ensuring that appropriate training I is provided. 

• Reviewing current copies of legislation and ensuring change to the SMS as required. 

• Ensure that any risks are identified, assessed, and controlled during the 
implementation of significant changes. 

• Approval of safe working systems. 

• Initiating independent risk assessments or validation of risk assessments, where 
appropriate. 

• Initiating compliance and safety audits. 

• Reports and other submissions to the Rail Regulator. 

• Setting tram maintenance schedules. 

• Manage Medical and competency records. 

3.3.4 Workshop Managers. 

• Management of their respective workshops  

• Fleet maintenance of trams. 

• Restoration of trams. 

• Compliance with rolling stock standards and safety requirements and procedures. 

• Compliance with relevant SMS provisions and related standards and procedures. 

• Safety certification of trams and related equipment and procedures. 

• Tram examination. 

• Recommendation of trams for major overhaul.  

• Identification and assessment of workplace hazards. 

• Rectification of workplace hazards or making recommendations or referring to the 
Board of Directors. 

• Selection and supervision of service providers for tram maintenance and testing, 
including specification of safety requirements. 

3.3.5 Infrastructure Manager (Track). 

• Design, construction, maintenance of track infrastructure owned or managed by the 
BTM. 

• Compliance with relevant SMS provisions and related standards and procedures. 

• Safety certification of track infrastructure and related equipment and procedures. 

• Setting maintenance schedules for track infrastructure. 

• Identification and assessment of workplace hazards. 

• Rectification of workplace hazards or making recommendations or referring to the 
Board of Directors. 

• Selection and supervision of service providers for rail infrastructure maintenance 
including specification of safety requirements. 
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3.3.6 Infrastructure Manager (Electrical). 

• Design, construction, maintenance, and safety certification of electrical infrastructure 
associated with tram operations. 

• Compliance with relevant SMS provisions and related standards and procedures. 

• Safety certification of electrical infrastructure and related equipment and procedures  
in association with tram operations. 

• Setting maintenance schedules for electrical infrastructure. 

• Identification and assessment of workplace hazards. 

• Rectification of workplace hazards or making recommendations or referring to the 
Board of Directors. 

• Selection and supervision of service providers for electrical infrastructure 
maintenance including specification of safety requirements. 

3.3.7 Crew Training & Assessment Personnel. 

• Carry out crew training IAW BTM procedures. 

• Assess trainees on competency and report results to the RSM for the issuance of a 
crew Certificate of Competency as applicable to the training received.  

3.3.8 General Responsibilities and Obligations  

All BTM volunteers have the general obligations to comply with the BTM Code of Conduct as 
shown in Section 11 

3.4 RESOURCE MANAGEMENT 

3.4.1 General Information 

The BTM is staffed by volunteers who are members of the Brisbane Tramway Museum Society. 

3.4.2 Financial Capacity 

The BTM allocates its budget in a manner that ensures the safe conduct of its operations. This 
includes resources to meet the requirements of the SMS, to meet public liability insurance 
premiums and to deal with foreseeable events. 

3.4.3 Resourcing  

The Board of Directors shall ensure that the personnel and equipment (infrastructure and 
trams) available are sufficient to meet the museum’s objectives and the obligations of the 
museum’s SMS. 

3.5 REGULATORY COMPLIANCE 

The BTM complies with all Acts and Regulations relevant to its operations and ensures its 
volunteers are aware of their legal responsibilities. 

The RSM has responsibility for maintaining awareness of relevant Acts and Regulations and 
advising the Board of Directors of any issues as specified in Section 2.3 Responsibilities and 
Accountabilities. 

This SMS is intended to ensure compliance with all relevant legislation and Australian 
Standards. 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
14 

 

 

3.6 DOCUMENT AND DATA CONTROL 

3.6.1 Scope  

The BTM has an electronic document control system that ensures that all documents and forms 
that may affect rail safety are identified, controlled, reviewed, authorised, retained and 
distributed to the Board of Directors and volunteers as required. 

All sections of the BTM SMS are controlled documents and no alteration is permissible except 
through a change process as the result of an audit, review, or a suggestion for improvement. 

Proposed changes to the SMS may be submitted to the RSM as the result of an audit or as part 
of an improvement program or changed operating circumstances. These will be considered by 
the RSM. If considered to be urgent (safety related), the RSM will raise a temporary revision 
(TR) for the appropriate manual and insert the TR into the manual until the next normal revision 
period where the TR will be incorporated into the manual and cancelled. If the revision is of a 
non-urgent nature (not safety related), the revision request will be assessed by the RSM and 
the Board of Directors at the next general SMS review and incorporated in the next revision as 
dictated by the revision request and the RSM and Board of Directors findings. 

3.6.2 Document Register & Storage 

The master copy of the SMS shall be held on electronic media in the custody of the Board of 
Directors. 

A printed copy of the SMS containing the whole document including all of the current operating 
rules, regulations, specifications, job descriptions and forms will be located in the Museum’s 
Meal room. 

Also maintained electronically will be a file of obsolete copies, which have been updated or 
replaced. 

3.6.3 Document and Data Approval and Issue 

• Amendments to the SMS may only be made after approval by the Board of Directors 
and will be issued according to these Rules. 

• No alterations to the documents contained within the BTMS SMS by any person are 
permitted, except during updates issued in accordance with the BTMS SMS. 

• Suggestions for improvements, changes or corrections may be made by individual 
volunteers in writing to their Supervisor, Area Manager, RSM or the Board of 
Directors. 

• Once approved, amendments are to include the new issue date and the office copies 
updated. 

• Electronic copies can only be issued by the RSM or the Museum President. 

• The preferred format for electronic documents is the Microsoft Word format. 
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3.7 KEY SAFETY PERFORMANCE INDICATORS AND PERFORMANCE MONITORING  

The BTMS Board of Directors uses safety performance indicators to measure effectiveness of 
the SMS and the risk controls. To achieve this, the following safety performance indicators 
have been approved by the Board. 

• All BTM rail safety workers are trained and competent to undertake their duties. 

• All BTM rolling stock and rail infrastructure was inspected and repaired within the 
required time frames. 

• No persons were injured as a result of BTM operations. 

Safety performance indicators will be measured over a 12-month period, July to June and 
reported upon annually. Data or evidence to measure these safety performance indicators will 
be gathered from any or all the following sources as appropriate: - 

• Internal audit. 

• Rail safety regulator audits and inspections. 

• Reviews of the SMS. 

• Accident/injury reports. 

• All corrective actions are to be annotated on the Corrective action register. 

The results of the analysis will be analysed by the Board of Directors and reported in the 
ONRSR Annual Safety Performance Report. 

3.8 SAFETY MANAGEMENT SYSTEM REVIEW 

3.8.1 Annual Review 

An annual review of the full BTMS SMS shall be conducted by the Board of Directors. 

The objective of the review will be to establish: -  

• The effectiveness of the SMS, 

• Issues arising from incidents and subsequent investigations, 

• Safety directions or prohibition notices received from the Office of the National Rail 
Safety Regulator (ONRSR), 

• Issues arising from safety and compliance audits, 

• The level of compliance with regulatory requirements, 

• The need to modify or make additions to the SMS, 

A record of the review shall be kept in the minutes of the Board of Directors meeting.  

The results of the review shall be forwarded to the ONRSR in the Annual Safety Performance 
report. 

3.8.2 Other Reviews  

A review of the SMS may be conducted at any time throughout the year if required by: - 

• Changes to the operating environment, 

• Changes to regulations, 

• Results of incident investigations, 

• Safety directions or prohibition notices received from the ONRSR. 
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3.8.3 Implementation of recommendations of SMS reviews  

Recommendations for modifications or additions to the SMS resulting from the SMS review 
shall be considered by the Board of Directors and implemented if considered to be appropriate. 

3.8.4 Communication of SMS review to volunteers 

The results of reviews to the SMS and any changes to the SMS that are to be implemented as 
a result of the review shall be communicated to the volunteers and indicate to the members if 
any training or additional training is needed associated with the SMS changes.  

3.9 ASSET MANAGEMENT. 

3.9.1  Asset Recognition. 

The BTMS has both Operational and Non-Operational passive assets in its collection.  

1.Operational assets are those that are in use or could be used in the day to day operation of 
the organisation. i.e. trams, trucks etc. (Refer F031). 

2.Non-Operational, assets are those that are not used in everyday operations but are still     
considered to be assets. i.e. buildings, non-approved trams, etc. (Refer F031). 

3.9.2  Asset Listing and identification. 

All asset types and quantities are listed on the Asset Management Identification Form (F031). 

3.9.3  Asset Control. 

All assets are known to deteriorate over time and do require periodic maintenance to maintain 
their status.  

Operational assets that require routine inspections, (trams etc.) and determination of condition 
will be inspected, tested, and maintained to their respective maintenance program. 

Non-Operational assets that require periodic inspections, (buildings, etc.) will be inspected as 
required due to age, use and general deterioration. 

Assets of both categories requiring repairs will be assessed and actioned as a priority 
depending on the severity of the repair required. i.e., urgent operational repairs should take 
priority over routine maintenance. 

3.9.4 Asset Management Identification Form. (F031) 

The Asset Identification Form is the main listing of all identified assets. 

The form contains the following data. 

• Asset Location. 

• Asset Name. 

• Asset Description. 

• Asset ID. 

• Asset Operational Status (Yes/No). 

• Asset Conditional Summary (Serviceable/ unserviceable). 

• Asset Repair Status. 
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3.10 TRAMWAY SAFETY AUDIT  

3.10.1 Safety Audit Program 

The BTMS Board of Directors is responsible for establishing and managing the BTMS audit 
program. Regular safety audits shall be undertaken on the BTM to review current operations 
and ascertain if any aspect of the tramway’s operation needs updating.  

Audits must be carried out as per the Audit procedures (P002) using the approved forms within 
the Procedure Manual (M010). 

The RSM will monitor and report to the Board of Directors at least annually on the 
implementation of the Risk Controls for their effectiveness and timeliness.  

An audit or investigation may also be required following an accident or incident on the tramway 
or at the request of the ONRSR. 

The Board of Directors shall ensure that corrective action arising from an audit is implemented. 
Corrective action shall be recorded on the Non-Compliance and Corrective Action Report 
(R001) and undertaken in priority order from the matters of greatest safety risk.  

3.10.2 Independent Audit 

A suitably qualified auditor will be appointed by the Board of Directors to periodically assess 
compliance with all aspects of the SMS. This includes compliance with BTMS procedures, Acts, 
Regulations, and conditions as prescribed by the ONRSR. 

Audits are conducted according to the BTMS audit schedule (see section 3.10.3). 

3.10.3 Audit Scheduling 

The RSM is responsible for organising a safety audit of the BTM at least annually with an 
inspection of the operating practices and their compliance with the rules and regulations 
specified in the BTMS SMS.  

3.10.4 Asset Audits  

The Workshop Supervisor, Infrastructure (Track) and Infrastructure (Electrical) Managers will 
report to the Board of Directors, the requirements, progress, and implementation of 
maintenance programs on trams, buildings, track and electrical infrastructure.   

The Workshop Supervisor, Infrastructure (Track) and Infrastructure (Electrical) Managers in 
conjunction with the RSM will implement a safety audit of maintenance activities when required.  

The safety audit will include a risk assessment on trams, track and electrical infrastructure 
following significant modification or restoration before re-entering service. 

3.10.5 Additional Audits  

A safety audit may also be initiated, as required, as the result of an accident, incident, at the 
request of the ONRSR or when the Board of Directors considers that circumstances warrant an 
audit review.  Audits of this type will be reported to the Board of Directors immediately upon 
completion and to the ONRSR, as required. 

These audit reports may include recommendations to the Board of Directors for changes to the 
SMS or recommendations for such other corrective action that may be deemed appropriate. 
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3.10.6 Audit Process  

The auditor shall have the necessary auditing skills and SMS knowledge to undertake the audit 
and be independent of the area being audited. The auditor shall audit specific areas of the 
operations for compliance with the SMS and the effectiveness of the SMS. The audit shall 
include but not limited to the:- 

• Implementation, 

• Effectiveness, 

• Timeliness of the SMS and the associated Risk controls.  

Prior to carrying out the audit, the auditor shall review previous audits of the area being audited, 
paying particular attention to the following:- 

• Previous audit findings, 

• Actions taken from previous audit findings and rectifications carried out, 

• Review reports from area being audited since previous audit and note any adverse 
items, 

• Carry out the audit using the procedures outlined in the audit procedure manual 
(P002). 

Prepare a report of the audit findings for the Board of Directors in a timely manner.  

Should the auditor discover a serious shortcoming/breach of the SMS requirements the auditor 
should alert the Board of Directors of the discrepancy on an urgent basis. The completed 
Safety Audit and any recommendations resulting from the audit are to be placed on the agenda 
for the next following meeting of the Board of Directors. 

3.10.7 Audit Reporting 

The Auditor will provide a written report of the audit (F006) to the Board of Directors for 
evaluation. 

The Board of Directors will consider all audit and review findings and initiate required corrective 
action where necessary. 

The corrective actions shall be recorded on the Non-Compliance and Corrective Actions 
Report. (R001). 

An annual report on audit findings and corrective actions will be provided to the ONRSR. 

The Board of Directors will arrange Risk Assessments on proposed changes to the SMS as a 
result of the audit. 

3.11 CORRECTIVE ACTIONS 

The BTMS Board of Directors is responsible to ensure that all safety matters and deficiencies 

identified during the following procedures are recorded and appropriately actioned on the Non- 

Compliance and Corrective Actions Report. (Refer R001) 

• Audit results from audit reports, 

• Any investigations resulting from ad-hoc safety reports, 

• Any investigation associated with the Rail Regulator, 

• Other investigations or audits as carried out from time to time. 
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3.11.1  Recording Corrective Actions 

Corrective Actions identified in 3.11 shall be recorded on the Non-Compliance and Corrective 

Actions Report. (R001) 

• The following columns will be completed as far as practical when entering a corrective 
action into the report: - 

• NCR no: in numerical value. 

• Issue Date. 

• NCR Area. 

• NCR Source. 

• Reference. 

• NCR Description. 

The Non-Compliance and Corrective Actions Report with all new items will be given to the 

Board of Directors for consideration and action at the next board meeting, unless an urgent 

high priority item is recorded in which case, it should be brought to the Board of Directors 

attention on a high priority. 

3.11.2  Actioning Corrective Actions 

The Board of Directors will review the corrective action register and associated audit or 

occurrence reports at regular board meetings to analyse, prioritise and assign areas of 

responsibility for actioning the reports.  

A priority of actioning corrective action register reports should be established. High priority 

items i.e. with the greatest risk to safety must be actioned first. 

All corrective actions must be satisfactorily actioned, and the results recorded in the Non-

Compliance and Corrective Actions Report. 

Where practical all columns in the Action Taken area should be completed as each item is 

actioned 

3.12 CHANGE MANAGEMENT 

The BTM shall manage change to ensure that the risks are identified, assessed and controlled 
during the implementation of all significant changes to equipment, infrastructure, operational 
procedures and safety systems. 

Changes that affect safety may arise from a number of sources, including: - 

• Modifications to infrastructure and rolling stock. 

• Changes to procedures, processes, and systems, Refer to Change Management 
Procedure (P003). 

• Changes to organisational structure and position roles and responsibilities. 

• The general operating environment and interfaces. 

All changes that may affect safety require a risk assessment to identify safety implications of 
the change, including the consequences or impacts of the proposed change on related 
operations and procedures. 
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Where required by legislation, an application for variation of The Brisbane Tramway Museum’s 
accreditation shall be prepared and lodged with the ONRSR. 

Change management planning shall involve people who have knowledge and skills in the areas 
affected by the proposed change. 

The Board of Directors will regularly review progress in implementing changes. 

Where a change of risk or procedures as listed above occurs, consultation with and training of 
any affected persons must be considered and acted upon as required (refer Section 3.16 and 
3.17) 

3.13 HUMAN FACTORS  

BTM recognises that the design of work and the working environment influence the way people 
behave. BTM recognises that human factors are a significant contributor to the occurrence of 
incidents, and that safety system and procedures need to be designed to recognise and 
manage human error.  

BTM is committed to ensuring that human factors are considered during: - 

• Risk assessments and the identification and implementation of risk controls, 

• The development of operational procedures, 

• Reviews of occurrences, 

• The change management process, 

To assist the effective consideration of human factors in safety systems and procedures, 
volunteers are encouraged to report problems experienced during operations, including 
difficulties in applying systems and procedures and personal errors, without prejudice to 
themselves.  

Reported human factor-related problems and errors shall be investigated to determine the 
cause and to develop appropriate responses, where necessary.  

All operational members shall be informed about reported problems and errors so they can 
learn from the experience of others. 

Some of the factors that impact on human performance to be considered are:- 

• BTMS Equipment,  

• Age, 

• Ergonomics, 

• Visibility, 

• Noise, 

• Environment,  

• Organization structure, 

• Job (task) design, 

• Visual cues, 

• Training adequacy,  

• Task analysis, 

• User analysis – regular and ad hoc feedback, 

• Training guides, 

• Distractions, 

• Interruptions,  

• Safety Systems, 

• Safety Management System, 

• Risk Assessments and Risk Register, 

• Checklists, 
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• Redundancy of systems, and 

• Age profile of members. 

3.14 SECURITY MANAGEMENT 

BTM protects its rail assets to prevent damage to operational infrastructure as a result of 
crimes to property including vandalism and sabotage. 

BTM Security Policy and Plan (M012) covers the security of members, volunteers and 
members of the public, and the prevention of crimes to people. The Operations Manager is 
responsible for the implementation and maintenance of security arrangements. 

Because of the small scale of the BTM operations, low passenger numbers at any time, small 
numbers of personnel and public on site, and its low public profile status, it is considered that 
BTM is not a target for terrorist activity. 

3.14.1  Actions  

Vandalism and/or sabotage to the running infrastructure prior to normal operations shall be 
managed by the visual inspection and running of a test tram in accordance with Section 7.3.1 
and the Daily Run Card (F002). 

Pre-trip inspections of trams and Track and Overhead Inspection must be completed before 
each day’s operations and recorded on the Daily Run Card (F002). 

Other infrastructure shall be inspected for instances of vandalism and/or sabotage each 
operating, or workday as required. 

Unauthorized movement of trams shall be prevented using securing devices, typically by: 

• Applying handbrakes, 

• Handbrake restraining straps, 

• Chocks, 

• Removal of the control keys. 

Instances of trespass, vandalism or sabotage shall be reported to the police in accordance with 
the SMS Section 8 Emergency and Other Occurrence Management. 

Any instances of fire that cannot be contained by BTMS resources shall be reported to the 
Emergency Services in accordance with Section 9 Emergency and Other Occurrence 
Management. 

3.15 SAFETY CULTURE 

BTM has a Safety Policy (Policy 2.0 that guides its total operations. The policy is set out in All 
Policies Manual (M012). 

Volunteers and contractors are required to adhere to the provisions of the Safety Policy.  
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3.16 CONSULTATION 

BTM recognises the importance of effective two-way consultation with volunteers and other 
stakeholders in developing and maintaining the SMS. 

Consultation processes used can include: - 

• Volunteers' meetings where the Board of Directors reports to and where volunteers 
have the opportunity to raise matters of concern and suggestions for improvement. 

• “Toolbox Talks” at appropriate times to ensure personnel are informed about recent 
changes to procedures or operating conditions, and have opportunity to provide 
comments and suggestions,  

• Ensuring relevant personnel are actively involved in risk assessments and the 
development and review of systems and procedures. 

3.17 COMMUNICATIONS 

BTM recognises the importance of ensuring all personnel are provided with the necessary 

information to enable them to effectively discharge their responsibilities in relation to safety. 

Communication of safety related information can be by: -  

• Regular Board of Directors meetings and circulation of relevant information to all tram 
crews and rail workers. 

• Ensuring the SMS manual is available for reference at the museum,  

• A volunteers' newsletter “Facing Points” that regularly carries safety related 
information.  

• Safety bulletins that are circulated to all rail operational persons and any other 
persons as required when safety issues are identified and also displayed on 
noticeboards at the museum.  

• Museum “Notice to Crews” board. 

• E-mail notifications to affected personnel. 
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4.0 RISK MANAGEMENT 

4.1 RISK MANAGEMENT PLAN 

BTMS shall manage its risk exposure to a level which is minimised so far as is reasonably 
practicable.  

BTMS Risk Management shall be based on:- 

• Hazard identification, 

• Risk Assessment,  

• Development and Implementation of risk controls,  

• Maintenance of the BTMS Risk Register (refer section 20.0),  

• Monitoring and review of control measures, and  

• Effective communication.  

4.2 HAZARD IDENTIFICATION 

Hazards associated with The BTM are identified by using a team of people with varying 
responsibilities and members of the Board of Directors. 

Processes to be used include brainstorming techniques, information gathered from various 
resources, past experiences, and previous risk assessments to identify the potential hazards, 
including: - 

• Analysing records of incidents and injuries: this analysis is used to uncover incidence 
patterns that may point to hazardous situations, or uncover limitations in training, 
communications, maintenance etc., 

• Error and incident investigation: these investigations are used to highlight previously 
undetected hazards and uncover problems in operating procedures, volunteer’s 
knowledge and understanding and communication of safety critical information. 

• Inspections: regular inspections of the operating environment are undertaken to 
detect hazards. 

• Identifying hazards to BTM reputation, business operations and financial 
management. 

• Volunteers are encouraged to report any safety or other concerns to the RSM, 
Workshop Supervisor, Operations, Infrastructure (Track) and Infrastructure (Electrical) 
Managers, members of the Board of Directors, or the Officer Person in Charge on 
operating days. 

Once hazards are identified, the associated risks are assessed to determine the level of threat 
they pose. The assessment considers the likelihood of a safety incident happening against the 
possible severity of the outcome. Also refer Task Risk Assessment Form (F009). 

Risk assessments are carried out in consultation with qualified and knowledgeable volunteers. 
These are people who bring extensive experience to the risk assessment process.  

Risk assessments are performed with the help of the matrix in the Section 4.3 below that allows 
incident likelihood and consequences to be quantified. 
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4.3 RISK ASSESSMENT 

4.3.1 Risk Ranking  

This process is to rank the hazards to determine the level of risk.  The hazards are ranked 
using a 4 X 4 matrix that takes account of the likelihood of an incident arising from each hazard, 
and severity of the incident. The scales used are:-  

Likelihood: - 

4—HIGH LIKELIHOOD OF HAPPENING 

3—LIKELY TO HAPPEN 

2—PROBABLY COULD HAPPEN 

1—POSSIBLE BUT UNLIKELY TO HAPPEN 

Consequences: 

PERSONAL RISKS BUSINESS RISKS 

4 FATALITIES UNACCEPTABLE IMPACT FOR CONTINUING OPERATIONS 

AND BUSINESS REPUTATION 

3 SERIOUS INJURIES SEVERE IMPACT ON BUSINESS AND REPUTATION 

2 MINOR INJURY MINOR INPACT ON BUSINESS AND REPUTATION 

1 NO INJURY IMMATERIAL CONSEQUENCE FOR BUSINESS AND 

REPUTATION 

 

Likelihood / Consequence Matrix  

  

 
 CONSEQUENCE 

 
 1 2 3 4 

L
IK

E
L
IH

O
O

D
 4

 

5 6 7 8 

3
 

4 5 6 7 

2
 

3 4 5 6 

1 2 3 4 5 

Risks scoring 7-8 are ranked Extreme and operations/work shall cease immediately. 

Risks scoring 5-6 are ranked High. Action plan required. 

Risks scoring 3-4 are ranked Moderate. Acceptable risk. 

Risks scoring 1-2 are ranked Low. No action required. 
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4.4 RISK CONTROL  

Once hazards have been identified and their level of risk assessed, steps shall be taken to 
either eliminate the hazards or to control the risks they pose to a level which is reduced 'so far 
as is reasonably practicable'.  

BTMS shall maintain its risk response strategies for personal injury risk in terms of the standard 
hierarchy of risk control. The hierarchy of risk control as applied in BTMS is reproduced below.  

Hierarchy Of Risk Control 

Hierarchy Of Risk Control 

1. Eliminate the hazard and so eliminate any risks 

2. Substitute a less hazardous alternative 

3      Isolate the hazard  

4.    Use engineering controls  

5.    Use administrative controls  

6.    Use personal protective equipment (PPE) and clothing. 

 

If one risk control will not be effective on its own, then BTMS will implement risk controls in 
tandem to achieve an acceptable level of prevention.  

For other risks such as financial, property loss, security, or environmental, BTMS shall manage 
those risks in accordance with the principles of ‘due diligence’.  

4.5 RISK REGISTER 

The RSM shall maintain the BTMS Risk Register.  

The Risk Register shall identify all hazards, inherent risks, risk controls, and residual risks. 

Refer to SMS Section 20 for risk register. 

4.6 MONITOR AND REVIEW 

The RSM will monitor and report on the implementation of risk controls for both their timeliness 
and their effectiveness.  This reporting will be to the Board of Directors at least once per year 
and to the ONRSR on an annual basis.  
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5.0 PERSONNEL MANAGEMENT 

5.1 GENERAL RESPONSIBILITIES  

All BTM volunteers shall be trained, and accredited where necessary, for the duties that are 
required at the BTM. (Refer section 19.2) 

The health and fitness of the volunteers for duty on the BTM must meet the required standards 
to ensure the safe operation of the tramway and in accordance with the National Standard for 
Health Assessment of Rail Safety Workers. 

All BTM volunteers and contractors shall comply with the obligations set out in Section 17 
Operating Regulations and Rules. 

It is the responsibility of the Person in Charge and other volunteers to report cases of alcohol or 
drug abuse amongst those rostered on duty. 

It is the responsibility of the volunteers to report any medical condition, which may impair the 
safe function of their duties at the BTM. 

5.2 RESPONSIBILITY FOR TRAINING 

It is the responsibility of the RSM to implement and oversee training programs for volunteers. 

The RSM will be responsible for maintaining a list of qualifications and competencies achieved 
for all tram crews and rail safety workers. 

Tram crew and rail safety worker  trainees will undertake their training under the direction of 
suitably qualified and competent personnel. It will be the responsibility of trainees to maintain 
their ‘hours worked’ record as required for assessment.  

5.3 WORK INSTRUCTIONS  

Job descriptions and duties of tram crews are located in the Procedure Manual (M010). 

5.4 WORKERS' COMPETENCE 

5.4.1 General 

A Certificate of Competency issued by the Board of Directors or Accreditation from the Division 
of Workplace Health and Safety may be a pre-requisite for certain positions or duties at the 
museum. 

All BTMS personnel involved with rail operations shall hold appropriate rail safety qualifications 
and shall be regularly assessed for necessary competencies related to their work 
responsibilities.  

No person, perform duties associated with the following positions unless they are fully and 
properly accredited by the Board of Directors: - 

• Tram Driver 

• Tram Conductor 

• Person in Charge 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
27 

 

 

Competency assessments shall be organised by the RSM or other relevant 
Manager/Supervisor and shall be carried out by people with qualifications and experience in the 
field of expertise being assessed. 

Details of competency types and workers tasks, etc. can be found in the Procedure Manual  

Section 2. para 4. 

5.4.2  Assessing Workers Competencies 

There are several task groups associated with rail operations. Workers for the various task 
groups required for safe rail operations need to be assessed separately. 

The basic groups of tasks are: 

• Crew Operations (driver, conductor) 

• Rolling Stock maintenance personnel (mechanical, electrical, etc.) 

• General rail workers (Groundsmen, Track Worker, etc.) 

Workers will be assessed for the groups according to: 

• Task group requirements 

• Worker qualifications 

• Worker experience. 

The RSM or such other subcommittee or individual, as determined by the Board of Directors, 
shall assess the competency of persons to carry out the duties of such positions as the Board 
may determine, and shall make recommendations as necessary to the Board of Directors as to 
the competency of those persons who satisfy the Board’s requirements in respect of the 
positions concerned. 

Accreditation or Certificate of Competency granted by the Board of Directors of The BTMS is 
valid only at the Brisbane Tramway Museum. 

5.4.3 Records of Competency 

Every Rail Safety Worker will have a personal record of their competencies showing their 
competency groups and accredited skills as well as training records and it will be filed 
electronically at the Museum. 

5.4.4 Training Records. 

All rail workers who undergo training internally or externally to the BTM either directly 
associated with their competency or recognised training courses that may be beneficial to their 
competency or the BTMS will have their personal records annotated to reflect the new training.  

Training records and examination results will be maintained at the Museum as part of their 
personal records. 

5.4.5  Reaccreditation. 

Rail workers are to be reaccredited for the accredited duties by an assessor approved by the 
BTM from time to time as deemed necessary. 

The requirements for reaccreditation are to be determined by the BTM but may be necessary 
for the following reasons: 

• Change of equipment operated by the BTM (new type of rolling stock, etc.) 

• Prolonged absence from operations or absence from museum for non-operations 
workers 

• As determined by the BTM. 
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5.5 HEALTH AND FITNESS  

All BTM Rail Safety Workers will undergo a Health Assessment (P006) as per the National 
Standard for Health Assessment of Rail Safety Workers. 

For details on these Standards, refer to Volume 1, Management Systems, National Standard 
for Health Assessment of Rail Safety Workers by the National Transport Commission Australia 
(NTC) (revised February 2017). (S006) 

Rail Safety Workers will include the following roles or duties and the associated medical 
categories:  

• Tram Motorman (Driver): Category 2 

• Tram Conductor: Category 2 

• Maintenance Volunteers: Category 4 

• Track Worker: Category 4 

The museum will appoint a medical practitioner who can demonstrate an understanding of the 
rail industry environment as applies to the Brisbane Tramway Museum for work performed and 
risks involved for Category 2 and Category 4 assessments. 

The museum will keep a record of the current health assessment status of the Rail Safety 
Workers and the contents of these records would normally be kept by the medical partitioner. 
At all times kept confidential to satisfy the Privacy Act. 

5.6 Drugs and Alcohol 

BTM policy prohibits any person who is affected by drugs and alcohol from taking any part in its 
operations. (Refer to Drug and Alcohol Policy. (Refer M012) 

BTM volunteers are required to advise their supervisor if they are taking any medication that 
may affect their performance. 

A person carrying out rail safety work shall have less than Zero (0) blood alcohol level. 

A person carrying out rail safety work means that a person: - 

• Is about to carry out rail safety work or, 

• Is carrying out rail safety work, or  

• Has just carried out rail safety work.  

If it is suspected that a person carrying out rail safety work is under the influence of alcohol they 

shall be tested, and the results recorded. If the person carrying out rail safety work is found to 

be above the prescribed alcohol limit, then they shall be excluded from duty that day. 

5.6.1  Alcohol Testing. 

The BTM shall have a policy of periodic and random testing of rail safety personnel for alcohol 

content as deemed necessary to ensure continued rail safety, and the safety of all associated 

rail workers and visitors. 

Any personnel found to be over the BAC limit as stated in para. 5.6 shall not be allowed to 

operate any equipment or carry out any process on the site and may be asked to leave the site.  
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5.7 FATIGUE MANAGEMENT  

BTM is aware that fatigue may be an issue for its workers. (Refer to Fatigue Policy M012). 

BTM rosters its volunteers to ensure no-one works for extended periods and to ensure 
volunteers have appropriate rest breaks. 

BTM is also aware that volunteers could become fatigued mixing their normal work hours with 
work for BTM. Volunteers are required to have a suitable break between completing their paid 
work duties and taking up duty with BTM. 

Supervisors rely on visual assessment to ensure volunteers are sufficiently rested and alert to 
perform their duties. Volunteers are encouraged to report any feelings of fatigue so they can be 
given the opportunity to rest. 
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6.0 GOODS AND SERVICES PROCUREMENT 

6.1 CONTRACT MANAGEMENT 

When engaging contractors BTM shall require that they provide appropriate safety 
documentation for the work to be carried out. 

Contract workers shall also be required to prove that they hold any necessary certification for 
work tasks or to operate particular plant and equipment. 

Contract workers shall be given a General Safety Induction (A003) (and/or Section 14) to the 
BTM worksite before they start work on BTM premises. 

6.2 PURCHASING  

6.2.1 General 

BTM shall ensure that items procured or purchased for repairs or maintenance involving 
potential safety risks to the public, volunteers or equipment will be purchased from reputable 
suppliers and to the original manufacturer’s standard (where available). Where such standards 
are not available such items will be purchased following advice from a qualified person. (Refer 
to Purchasing Policy. M012) 

6.2.2 Responsibility 

The Workshop Supervisor, Infrastructure (Track) and Infrastructure (Electrical) Managers are 
responsible for organising the purchase or procurement of materials and supplies, which may 
involve safety aspects. 

6.2.3 Work Instructions 

The Museum’s trams were obtained from the Brisbane City Council in 1969. 

The Museum has a good range of original spare parts obtained from the Brisbane City Council 
at the same time. Original drawings are in our archives for most items so new parts can be 
fabricated if necessary. 

Only reputable external suppliers are to be used for fabrication of parts and supplies. A 
qualified person is to approve the supplied parts or fabrication before use. 

Where possible, the original drawings are to be used but new drawings may be done, and a 
qualified person shall check these. 

6.3 RECORDS 

Records of all maintenance undertaken, and the source of parts will be maintained in the 
Workshop Library at the museum. 

Details of purchases or procurements are to be maintained in a file at the museum. 

Details of work undertaken are also to be recorded.  
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7.0  ENGINEERING AND OPERATIONAL SYSTEMS SAFETY 

7.1 GENERAL 

BTMS shall ensure that operational rules and regulations are in force so as to ensure safe 
operation of the BTM and that all operational volunteers and volunteers are properly trained 
and accredited for the tasks that they undertake. 

7.1.1 Responsibility 

The Operations Manager along with the RSM is responsible for implementing the Operating 
Regulations and Rules and to see that all operational volunteers have been trained and 
accredited. 

The RSM is responsible to organise the necessary training and accreditation of the operational 
volunteers and volunteers. 

7.1.2 Operating Regulations 

The Operating Regulations and Rules are in Section 17. 

7.2 TRACK AND OVERHEAD INFRASTRUCTURE 

BTMS shall comply with the design and construction requirements of relevant regulatory 
authorities, recommendation by qualified engineers and organizations and appropriate 
Australian and other standards. In the case of work requiring the consent of the Manager, 
ONRSR Rail Safety Accreditation, and such approval will be sought prior to the 
commencement of work. The infrastructure (Track) and Infrastructure (Electrical) Managers 
shall be responsible for the safety of the infrastructure. 

7.2.1 Trackwork 

Track work shall be constructed to the general design guidelines contained within the Track 
Standard Drawings and the Track Standard Specifications. 

7.3 MAINTENANCE AND INSPECTION SCHEDULES 

The following maintenance and inspection schedules shall apply to the tram operating  
infrastructure: - 

7.3.1 Track and Overhead Infrastructure: 

Prior to the commencement of operation of the first tram, a general visual inspection (GVI) of 
the track, including points and the overhead structure shall be carried out. Any minor defects 
found not affecting operation shall be recorded on the Daily Run Card  for future rectification. 
Defects found that affect operation should be rectified prior to operation and recorded as 
above.  

7.3.2 Track inspection and Maintenance. 

The main running track is constructed in fully concreted track. The siding is constructed on 
timber sleepers covered to rail head with soil and grass. Periodically, a deeper inspection will 
be carried out. The inspection and maintenance will consist of: - 

Monthly –  

• An inspection of all tracks and point work including locked points. 

•  An operational check of al operational point. 

• Greasing of all track & points as required. 

Annually –  
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• A detailed technical inspection of the condition of the track is to be taken by a 
competent person checking for wear or breaks in track. 

7.3.3 Overhead Inspection. 

5 Yearly inspection. – A detailed inspection of the 600V DC overhead is taken by a competent 
person checking for damaged trolley wire, section isolators, cacked caps, cones, or faulty frogs. 
The span wires are also checked for damaged wraps, and tension. The span poles to be 
checked by a qualified pole inspector. 

7.3.4 Recording. 

The results of these inspections to be recorded electronically and in the Track and Overhead 
Logbook located in the Museum’s Meal Room. Other maintenance needed is also forwarded to 
the infrastructure (Track) and Infrastructure (Electrical) Managers, to form the basis of 
track/overhead  maintenance schedules and budgets.  Other maintenance work performed 
shall also be recorded in the Track and Overhead Logbook 

7.4 TRAMS  

7.4.1 General. 

The BTM ensures that all operational trams are regularly inspected, and that maintenance is 
undertaken whenever necessary to ensure the general safety of the general public, members, 
volunteers and the equipment involved.  Restoration of trams will be undertaken using original 
manufacturers’ specifications where possible and where this cannot be done due to the 
historical nature of the items, the work will be carried out to the standards that were current at 
the time the equipment was originally built. 

Before a tram type or other rolling stock type not listed on the accreditation document enters 
service with the Museum, approval will be gained from the ONRSR Rail Safety Accreditation 
Unit giving details of the item concerned. 

For tram or rolling stock types listed on the accreditation document the introduction of an item 
of the same type does not require ONRSR approval. e.g., an additional tram of the FM type 
does not require ONRSR approval. 

All Tram repairs are to be: - 

• Carried out by suitable qualified personnel and/or experienced persons. 

• Approved by a CoC holder in the relative category and. 

• Recorded in the Tram Maintenance Register or the Routine Maintenance Fault & 
Repair Register. 

If a running repair is required then the problem should be rectified quickly, or the tram removed 
from service. 

If a running repair is required and Workshop Maintenance Volunteers are required, the Officer 
Person in Charge will temporarily suspend that tram operation until the running repair is 
completed. 

7.4.2 Responsibility 

The Workshop Supervisor is responsible to ensure that proper inspections are undertaken and 
recorded at regular intervals and that maintenance procedures are adopted that ensure the 
safe operation of all trams. Maintenance work will be undertaken by suitably qualified workshop 
volunteers with approval for work being given by a Certificate of Competency (CoC) holder in 
the relative category. 

The Person In charge  is responsible to see that all operating crews undertake and record the 
required inspections at the start of each running day and that these records are available for 
the information of the RSM. 
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Restoration of trams will be undertaken under the supervision of suitably qualified workshop 
volunteers with final inspections to be undertaken by a CoC holders in the relative category. 

7.4.3 Maintenance Inspections Schedule. 

The following maintenance and inspection schedules shall apply to trams: - 

Pre-Service - Before the commencement of operation of the first passenger carrying tram on a 
public running day, check operational trams as per check list in depot and ensure defects are 
reported on the run card. 

Annually - A detailed technical assessment/investigation of the condition of each tram is to be 
undertaken by a competent person. This inspection shall include, but not be limited to an 
assessment of the condition of the tram and operation of controllers, brakes, wheels, bearings, 
and motors. The results of these inspections will be recorded on the Mechanical/Electrical 
Maintenance Sign Off sheets and the Routine Maintenance Fault & Repair Register located 
with the work pack. The completed work pack will be forwarded to the RSM, to form the basis 
of tram maintenance schedules and budgets. 

7.4.4 Recording of Faults defects 

When a fault is found during tram operations or inspections, the fault must be recorded in the 
Tram Maintenance Register or the Routine Fault & Repair Register as applicable. refer to 
Procedure Manual for details. 

• For faults found during tram operations or on the day of operation inspection, the fault 
should be recorded on the Daily Run Card. Faults recorded on the Daily Run Card will 
be transferred to the Tram Maintenance Register and categorised IAW the Tram Fault 
Category & Type Listing sheet in the front of the Tram Maintenance Register. 

• For faults and observations found during routine inspections, the faults and 
observations should be recorded on the Routine Maintenance Fault & Repair 
Register. 

7.4.5 Work Instructions 

For all routine work inspections (annual) a work pack will raised prior to the inspection due date 
to ensure the work instructions are available to the maintenance workers at the start of the 
month that the inspection is due. 

The inspection work pack will include the following: 

• All relative task cards with any supplementary information necessary. 

• A task card sign off sheet relative to the tram being inspected. 

• A Routine Maintenance Fault & Repair Register. (F025) 

Each tram is recognised by an individual fleet number and records are kept under these 
numbers for each tram. 

At the completion of the inspection, the certified task sign off sheet and any defects found will 
be returned to the RSM for processing, analysis and for monitoring the maintenance schedule 
for ongoing problems . 

Refer to Procedure Manual work pack procedures. 

7.4.6  Records 

Records of all routine inspections will be recorded against each tram and paper copies will be 
filed against each tram in the Routine Maintenance sign off folder. Results of inspections are 
forwarded to the RSM.  
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8.0 INTERFACE MANAGEMENT  

8.1 INTERFACES WITH OTHER TRANSPORT MODES 

There are currently no interfaces with other transport modes. 

Policies will be developed in this regard before the need arises. 
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9.0 EMERGENCY AND OTHER OCCURRENCE MANAGEMENT. 

9.1 EMERGENCY AND OCCURRENCE NOTIFICATION AND MANAGEMENT. (P005) 

BTMS shall ensure that all rail associated accidents or incidents are reported in the appropriate 
manner (F012) and that those that are required to be reported to Regulating Bodies be so 
reported within the required time frames. 

9.2 RESPONSIBILITIES FOR NOTIFICATION OF OCCURRENCES 

The RSM is responsible to ensure all volunteers know their responsibilities with regard to the 
reporting of accidents/incidents as part of their training. 

The Workshop Supervisor, Infrastructure (Track) and Infrastructure (Electrical) and the 
Operations Managers are responsible to ensure their respective volunteers fulfil the 
requirements of accident/incident reporting. 

9.3 OCCURRENCE REPORTING  

The RSM or other delegated person is responsible to advise the ONRSR of any Category A 
and B occurrences within the time frame as specified on the ONRSR Occurrence reporting 
documents. 

9.4 PROCEDURE FOR NOTIFICATION OF OCCURRENCES 

All accidents and incidents shall be investigated and reported to the RSM or President for 
possible further action. This may lead to an audit of the function with a view to eliminating or 
minimising the cause of the accident or incident. 

9.4.1 Records 

Copies of all accident or incident reports and any subsequent investigation will be held at the 
BTM. 

Copies of all reports to the ONRSR will be held at the BTM. 

9.5 ACCIDENTS AND INJURY 

All accidents, incidents, or injuries, whether personal (involving volunteers or public) or 
involving property, shall be immediately reported to the Person-in-Charge. 

In the case of injuries, first aid is to be given immediately and an assessment made if further 
medical services are required. 

A portable First Aid box is available on the museum premises. 

In the case of accidents involving injury or death the emergency services (000) must be called 
to attend. This type of accident is a Category “A” accident and the ONRSR must be informed as 
soon as practical. as per procedures in section 9.8) 

If the accident is a derailment of a tram or traction power failure preventing movement of the 
tram under its own power, the Person in Charge will authorise the suspension of operations. 

The Person in Charge is to ensure the Trolley Pole is taken down and traction power is turned 
off. 

Once it is safe to do so, passengers are to be assisted from the tram and escorted to the 
assembly area by museum members or other persons. 
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9.6 INVESTIGATIONS 

All accidents shall be recorded, notified, and investigated according to legal requirements set 
out in National Rail Safety Regulations 

An incident commander will be nominated as the focal point for recovery and investigation of 
the accident/incident. The incident commander will liaise with all the relative authorities and will 
inform the recovery team when it is established that the recovery can begin. 

The incident commander is to ensure that all details of the accident, incident or injuries are 
recorded in the Accident/Incident Report Book located in the Museum’s meal room and 
Accident Report Form (F012). 

All accidents, incidents or injuries are to be reported to the Museum President and/or RSM with 
the contact time to follow immediately after any statutory requirements have been met or within 
24 hours for minor occurrences. 

The accident, incident or injury may require investigation by statutory authorities and every 
assistance is to be given to expedite such investigation. 

Every accident, incident or injury is to be investigated within the BTMS to ascertain if 
amendments to the SMS are necessary to eliminate or minimise the risk of such occurring 
again. 

The Board of Directors may set up a subcommittee to oversee any internal investigation or, if 
only a minor occurrence, then the Person-in-Charge’s report in the Accident/Incident Report 
Book or Accident Report Form (F012) may suffice. 

Depending on the severity of the accident or incident, it may be necessary for operations to be 
suspended for a longer period that normal. In any case, operations must remain suspended 
until all investigations are completed, or site is released to the BTMS by the relevant 
authorities. 

9.7 NOTIFIABLE OCCURRENCE CATEGORIES  

9.7.1 Category A Occurrences 

A Category A notifiable occurrence is: - 

A collision between a tram and 

• a person or vehicle that results in a serious injury or fatality – including self-harm 
incidents. 

• a rail safety worker. 

• a vehicle at the museum vehicle entrance. 

• another tram on the running line. 

A collision resulting in significant damage or serious injury/fatality between a tram and:  

• another tram.  

• plant/machinery within a rail worksite. 

• rail infrastructure.  

• A near hit collision between a tram and a rail safety worker. 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
37 

 

 

9.7.2 Category B Occurrences 

A Category B notifiable occurrence is:- 

A collision between a tram and:- 

•  person other than a rail safety worker that does not result in a serious injury or 
fatality. 

• A near hit collision between a tram and a person who is crossing the track. 

A near hit collision or a collision (not being Category A) between a tram and:  

• a tram. 

• plant/machinery. 

• rail infrastructure 

9.8 REPORTING AND ACTIONS REQUIRED FOR NOTIFIABLE OCCURRENCES. 

9.8.1 Category A or Prescribed Incident Occurrences 

If a Category A occurrence happens the following actions should be carried out with minimum 
possible delay. 

IN ALL CIRCUMSTANCES THE SAFETY OF THE PASSENGERS/CREW SHOULD BE 
PARAMOUNT IMPORTANCE 

• Secure immediate area and assist passengers/crew safety. 

• Telephone emergency services (000) and advise services required (Ambulance, 
Police, Fire) as the situation dictates. 

• As soon as practical, telephone ONRSR on 1800 430 888 and give a brief description 
of accident details and actions being taken. 

• Notify RSM or museum management of the accident and actions being taken. 

• Within 72 hours of the accident prepare and submit a written report using the 
approved form.  

9.8.2 Category B Occurrences 

If a Category B occurrence happens the following actions should be carried out with minimum 
possible delay. 

IN ALL CIRCUMSTANCES THE SAFETY OF THE PASSENGERS/CREW SHOULD BE 
PARAMOUNT IMPORTANCE 

• Secure immediate area and assist crew. 

• If necessary, telephone emergency services (000) and advise services required 
(Ambulance, Police, Fire) as situation dictates. 

• Notify RSM or museum management of the accident and actions being taken. 

• Within 72 hours, prepare and submit a written report using the approved form. 

9.9 MONITORING/REVIEW 

The RSM will review this policy and the Emergency Section (Section 9) of the SMS on an 
annual basis or as the result of audit findings, or in response to lessons learnt from 
accidents/incidents and emergencies, or as a result of monitoring the effectiveness of BTMS 
risk controls or at the request of the ONRSR. The RSM will report the results to the Board of 
Directors for further action. 
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The review process shall form part of the BTMS Internal Audit. Any recommendations from this 
Internal Audit shall be implemented through an Emergency Training Plan. Changes resulting 
from the review process will take into account the views of emergency services and regulatory 
bodies. 

9.9.1 Records 

Records of reviews, audits and training programs will be held by the RSM and/or the Society’s 
office. 

9.10 PRESERVATION OF EVIDENCE 

Under the BTMS Emergency Evacuation Procedure the Person in Charge on the day is 
responsible for preserving any evidence related to an incident or an emergency. This may 
involve preserving relevant records, rolling stock and plant, and securing the site where the 
emergency took place. 

Preservation of evidence may be for an extended period depending on the nature of the 
emergency and the needs of the resulting investigation. The RSM is responsible for making 
available relevant evidence to those carrying out any inquiries. 

9.11 EVACUATION PLAN AND PROCEDURES 

The BTMS has specific emergency evacuation plans and procedures for various situations. 
Refer to Emergency Evacuation Procedure (P005) for each plan and procedure. 

The plans have the following elements to ensure they are efficient, and accurate: 

• Signage displayed at the entrance of each building showing the evacuation plan and 
the assembly areas. (BCC signage). 

• Records of personnel present on the site during maintenance days and crew on duty 
during operation days, (Daily Attendance Record).(F027). 

A copy of the emergency plan is lodged with the local emergency services and the emergency 
services informed of any updates. 

9.11.1 Testing of Evacuation Procedures. 

A test of the evacuation procedures will be carried out on an annual basis. The testing of the 
evacuation plan will be carried out as follows:- 

• A suitable signal will be given for all personnel to cease work and evacuate to the 
assembly area. 

• The Daily Attendance record sheet (F027) will be moved to the assembly area by a 
member of the board or a member deemed to be in charge on the day. 

• At the assembly area, a comparison of the Daily Attendance sheet verses the 
personnel present will be carried out to ensure all persons are accounted for. 

Local emergency services should be advised of the test and invited to attend the test. 

9.12 EMERGENCY ACCESS POINTS  

The BTM has two vehicular access points. Both are accessed from the access roadway to the 
Ferny Grove Sports Fields. The access roadway runs parallel to the eastern and southeastern 
boundaries of the museum site. 
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10.0 POLICIES 

10.1 GENERAL 

The Board of Directors is committed to maintaining a safe working environment for all at the 
BTM. It is the policy of the museum to make every reasonable effort to prevent accidents, 
protect members and visitors from injury and promote the health, safety and welfare of all 
members and visitors to the museum site. 

Refer to Policies Manual M010 for policy documents. 

10.1.1 Procedures in Place at the Museum 

To achieve a healthy environment the museum has in place several procedures which should 
be followed to ensure that the workplace remains safe.  

Refer to All Policies & Procedures Manual M010 for Procedure documents. 

10.1.2  Responsibilities of Leadership 

The responsibilities of leadership are as follows: - 

• Provide and maintain so far as practicable for members and public an environment 
that is safe and without risks to health. 

• Identify hazards, assess risk, and implement control strategies to minimise risk of 
injury to people and property. 

• Ensure that the relevant Acts and Regulations that apply to working conditions and 
work environment are observed and enforced. 

• Encourage consultation in addressing safety issues. 

• Purchase, install and maintain safe machinery and maintain a safe site. 

• Develop and implement safe systems of work. 

• Provide adequate safety information, training, and supervision. 

• Put in place formal processes for reporting, recording, and investigating potential or 
actual hazards in both the physical environment and work practices. 

10.1.3 Responsibilities of Crews and Rail Safety Workers 

All crews have the responsibility to:- 

• Be responsible for their own health and safety and for the health and safety of anyone 
else who may be affected by his or her acts or omissions at the museum. 

• Adhere to safe work procedures, instructions, and rules. 

• Co-operate with the BTMS with respect to any action taken by the BTMS to comply 
with any requirement imposed by or under the Act(s). 

• Not wilfully or recklessly interfere or misuse anything provided in the interests of 
health and safety or the welfare of others. 

• Not wilfully place at risk the health and safety of any other person at the museum. 

10.1.4  Review of Procedures and Policy 

The All Policies (M010) and Procedures Manual (M012) will be reviewed as required to ensure 
that all new pieces of equipment are covered, and all new practices are reviewed. 
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10.2 MAINTENANCE POLICY 

Tramway maintenance is the process for ensuring the equipment will continue to operate as it 
was designed to do at the time it was commissioned and to ensure it will continue to operate 
over the future life of the equipment. The maintenance process will be carried out: - 

• By periodic inspection (visual assessment) and testing (operation) of equipment in 
accordance with the original approved Brisbane City Council procedures but modified 
where necessary to suit a limited heritage tramway operation and, 

• By undertaking necessary remedial works in a timely manner; and 

• By maintaining accurate records of maintenance inspections and records of remedial 
work undertaken by suitably competent persons to operate in a safe manner and  

The reasons for maintenance of the equipment are: -  

• The equipment is subject to general wear and tear,  

• Faults often occur in older equipment. 

Refer (M012) for policy documents. 

It is BTM policy that all volunteers involved in tram operation will be trained and accredited, 
where necessary, for the duties that are required at the BTM. It is also our policy that the health 
and fitness of the volunteers for duty at the BTM must meet the required standards to ensure 
the safe operation of the museum. Refer to (M012) for policy. 

Lists of crew volunteers and volunteers showing their accredited skills will be maintained and 
copies made available at the Museum for use by the RSM and certain supervisors (e.g. Roster 
Clerk). 

Copies of training records and examination results will be maintained at the Museum or with the 
RSM 
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11.0 JOB DESCRIPTIONS 

Job descriptions for the following positions are in the Procedure Manual Document, (M010.) 

• Person in Charge. 

• Motorman/Driver. 

• Conductor. 

• Salesperson. 

• Roster Clerk. 

• Infrastructure Manager (Track). 

• Infrastructure Manager(Electrical). 

• Workshop Managers. 

• Tram Maintenance Workers. 
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12.0 HEALTH ASSESSMENT TASK SHEETS  

• The task sheets for the health assessment of RSW roles refer Procedure Manual 
(M010). 

• The following roles are included within the manual (M010): - 

• Tram Driver (Motorman) 

• Tram Conductor 
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13.0 SAFETY  

13.1 SAFETY INDUCTION  

The Safety Induction is designed to give all workers including volunteers working on site and 
contractors some general safety information about the work site and what to do in an 
emergency.  

All volunteers working on site shall undergo the safety induction every two years and all 
contractors shall undergo the induction when they work on site or every two years if they 
regularly work on site. 

13.2 SAFETY RULES FOR ALL  

• Always Beware of tram movements.  

• If you aren't required to work near the tram track, stay away from it. 

• Always stay in clear view of trams. 

• Wear a safety vest around heavy machinery. 

• Cross the track at right angles. 

• Never step on the rail head on ballasted tram track. 

• Never attempt to use equipment that you are not qualified to use. 

• Never attempt to do a job that you are not familiar with. 

• Always be aware of others working around you, their safety is as important as yours. 

• Always wear personal protection equipment (PPE) where required. 

• Safety footwear is a requirement when working on site and around machinery 
(Volunteers are not required to wear safety footwear on traffic days). 

• Always be aware of the correct lifting techniques and never lift anything that is beyond 
the individual’s normal lifting capacity. 

• Never walk underneath an object being lifted. 

• Always ensure work areas are kept tidy. 

• Be aware of any electrical hazards. 

• Drugs and alcohol are not permitted to be used whilst working on site. 

• Never work in a confined space unless there is adequate ventilation, and another 
person is there to assist. 

• Never work at heights above 2.4m without safety barriers or harnesses. 

• Always be aware of hazardous chemicals around the site (e.g. paints, fuels, gases, 
solvents etc.). 

• You should never work alone if possible and you shall not work alone if carrying out 
high risk work (e.g. working at heights, working in confined spaces, welding etc.). 

• Be aware that certain roles require you to be accredited by the BTMS and some 
require you to have a Health Assessment. 

13.3 SAFETY RULES FOR TRAM OPERATIONS 

• Exercise care when entering doorways at the depot to avoid moving trams or 
vehicles. 

• Walk clear of the tram track unless your duties require otherwise. 

• When walking near tram tracks, maintain a sharp lookout for moving vehicles. 

• If it is necessary to cross the tram track, preferably do so at right angles, and look in 
both directions before attempting to cross. Do not step on the rail head.  

• Never jump over pits. Always walk around the pit. 

• Always watch your step and avoid oil spilt on floors. 

• Be tidy. Do not leave tools, tram parts etc lying around, but rather, return everything to 
its proper place. 

• Watch your head when entering tram, doorway heights vary. 
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• When on a tram do not touch any of the controls unless you understand its function 
properly and are required to do so in the course of your duties. 

• Keep fingers, hands, and limbs inside the tram when it is moving. 

• Never run beside a moving tram. 

• Never jump onto or off a moving tram but wait for it to come to a stop. 

• Always check to ensure that point blades are correctly set.  

• Keep your hands and feet clear of point blades. 

• When working on site always wear protective footwear. Thongs, sandals, and open 
toed footwear are forbidden in any non-public area. 

• When working on site wear protective clothing suitable for the task being undertaken. 

• Always ensure you are wearing appropriate Personal Protective Equipment in areas 
designated or when operating power tools and other equipment. 

• Have long hair suitably secured and do not wear loose clothing when operating power 
tools, lathes, drills etc. 

• Do not operate any equipment with which you are not familiar. Certain items of 
equipment may require a Certificate of Competency from the Board of Directors 
and/or accreditation from a regulatory authority.  

13.4 EVACUATION POINTS 

In the event of an emergency and the site must be evacuated, the following is the evacuation 
and assembly site: -  

• Area between Signal hut and entrance Gate. 

13.5 HAZARDOUS AREAS  

The following areas are potentially hazardous areas due to the type of work conducted or items 
stored in them. Caution is required around these areas: -  

• Metal Workshop. 

• Carpentry workshop. 

• Substations. 

• Trolley bus Shed. 

• Restoration shed. 

• Stores Shed. 

• No 1 and No 2 Tram Sheds. 

• Mower shed. 

13.6 FIRST AID KIT  

First aid kits are located in the following area: -  

• Museum First Aid Room 

• Carpentry Workshop. 

• Portable unit in First Aid room. 
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13.7 FIRE EXTINGUISHERS  

Fire extinguishers are in the following areas: -  

• Metal Workshop. 

• Carpentry workshop.4Substations. 

• Trolley bus Shed. 

• Restoration shed. 

• Stores Shed. 

• No 1 tram Shed. 

• Mower shed. 

• Trams. 

• Shop. 

• Archives Room. 

• Signal Box. 

13.8 SIGNING IN  

All members must sign in and out when working on site. The "sign in book" (F027) is either in 
the Museum’s meal room or the adjacent outside area. 

All visitors and Contractors must sign in and out when visiting on site excluding when members 
of the public on opening days. The sign in book is in the Museum meal room. 

13.9  EMERGENCIES/ ACCIDENTS/INCIDENTS  

All emergencies, accidents and incidents will be reported to the Person  in Charge and will be 
documented on the Tram Incident Report Form (F012) and in the Accident and Incident Book.  

The Accident and Incident Book is in the Museum Meal Room. The person in Charge may 
direct people to respond to the emergency or call for the evacuation of the site. 

Emergency Services will be contacted if appropriate.  

All major incidents and injuries may be Cat “A”, or Cat “B” or reportable incidents (refer section 
9.8) which may have to be reported to the ONRSR and shall be immediately reported to the 
RSM and/or the President. 
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14.0 HUMAN FACTORS TRAINING GUIDES  

14.1 TRAM OPERATIONS   

15.1.1 Aims 

• To reinforce the significance of inspections and preparations before operating. 

• To demonstrate the significance of visual perception in incident avoidance. 

• To demonstrate the significance of checklists. 

• To demonstrate the general principles of safety in and around tram. 

14.1.2 Objectives 

Trainer / Person in Charge to reinforce the requirement.  

• To perform pre-trip inspections and why. 

• To properly prepare trams for operation. 

• To reinforce the value of proper diligence and the limitations imposed by visual 
perceptions. 

• To emphasise the use of checklists and other documented procedures at all 
appropriate times. 

• To reinforce the existence of hazards in and around trams and tramway operations.  

14.1.3 Examples  

• Pre-trip inspections – check trackwork, lights working, tram bells operative, and brakes 
tested. 

•  Effects of lighting, obstructions and weather conditions on sighting and the probability 
of not detecting a hazardous situation. 

• Effects of distractions on keeping a proper lookout.  

• Value of working to checklists – working memory capacity is limited to 7 +/- 2 items. 

• Reinforce tram hazards, slips, trips and falls, trackside safety.  

14.2 WORKSHOPS AND INFRASTRUCTURE   

14.2.1 Aims 

• To reinforce the significance of equipment inspections and preparations for operating. 

• To demonstrate the significance of safety equipment, safety instructions and incident 
avoidance. 

• To demonstrate the significance of standards and checklists. 

• To demonstrate the general principles of safety in and around workshops and 
infrastructure. 

14.2.2 Objectives 

• Trainer / Person in Charge to reinforce the requirement.  

• To perform pre-use equipment inspections and why. 

• To be aware of all hazards and the proper use of PPE (safety equipment). 

• To emphasise the use of checklists, standards, and other documented procedures at 
all appropriate times. 

• To reinforce the existence of hazards in and around the workshops and infrastructure. 

• To reinforce the value of proper lookout and the limitations imposed by visual 
perceptions. 

 



Safety Management System Manual M001 Ver 6            Date Oct 2024                                     
47 

 

 

14.2.3 Examples  

Pre-use equipment inspections – electrical equipment ‘tested and tagged’, all components 
securely fastened, all slings and lifting equipment tested. 

Value of working to checklists – working memory capacity is limited to 7 +/- 2 items.  

Effects of lighting, obstructions and weather conditions on the ability to work safely.  

Effects of distractions on keeping a proper lookout when in the workshops or near 
infrastructure. 

Reinforce workshop hazards, slips, trips and falls, manual handling. 
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15.0 WORK INSTRUCTIONS  

15.1 WORKING IN CONFINED SPACE  

15.1.1  Overview  

Some of the repair and maintenance work carried out by BTM in the tram maintenance area 
may be defined in legislation as ‘confined space’ work and is therefore subject to special 
procedures before commencing work, during the work, and after the work. 

These procedures are described in detail in The Queensland Government Publication “A guide 
to working safely in confined spaces”. This document can be found at 
“http://www.deir.qld.gov.au/workplace/resources/pdfs/confinedspaces guide.pdf”  

15.1.2 Procedures 

When undertaking ‘confined space’ work, hazards and risks shall be identified and managed in 
accordance with BTM SMS Section 4 Risk Management. The Workshop Supervisor, 
Infrastructure Managers and other Managers shall be responsible for conducting these 
assessments.  

Because of the nature of ‘confined space’ work particular attention shall be given to: - 

• The nature and inherent hazards of confined space. 

• The work required to be done, including the need to enter the confined space. 

• The presence of a person to be an observer of work being carried out. 

• The range of methods by which the work can be done. 

• The hazards and risks associated with the work method and equipment to be used. 

• Emergency response procedures. 

• The competence of the persons to undertake the work. 

Once the risks have been assessed and effective control measures are developed to minimise 
the risks so far as reasonably practicable the RSM shall grant permission for the work to be 
carried out.  

• The work required to be done, including the need to enter the confined space. 

• The presence of a person to be an observer of work being carried out. 

• The range of methods by which the work can be done. 

• The hazards and risks associated with the work method and equipment to be used. 

• Emergency response procedures  

• The competence of the persons to undertake the work.  

Once the risks have been assessed and effective control measures are developed to minimise 
the risks so far as reasonably practicable the RSM shall grant permission for the work to be 
carried out.  
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16.0 OPERATING REGULATIONS AND RULES  

16.1 OPERATING REGULATIONS  

16.1.1 Observance of Rules and Regulations 

Volunteers engaged in the performance of duties at the museum shall strictly observe the 
Museum’s By-Laws; Rules; Regulations and Instructions contained in the museum’s SMS or 
other museum publications issued by authority of the Board of Directors. 

Every volunteer is to assist in carrying out these Rules, Regulations and Instructions and shall 
immediately report to their Supervisor, Person-in-Charge, or a Board Member any infringement 
thereof, or any other occurrence coming to their notice which may affect the safe and proper 
operation of the Tramway. 

In any case where a volunteer does not fully understand any Rule, Regulation or Instruction or 
is in any doubt as to their duty, they must immediately seek advice or clarification from their 
Supervisor, Person-in-Charge or Board Member. 

16.1.2 Access to Rules and Regulations 

Every volunteer working at the museum shall have access to a current copy of the SMS located 
in the Museum’s meal room. 

Volunteers designated by the Board of Directors will be issued with Rules, Regulations, 
Training Guides, Manuals, and Instructions as may be required. 

Every volunteer, involved in tram operations when on duty, is to have access to a copy of any 
Museum Notices or other Special Instructions as may then be in force.  Such notices are in the 
Museum’s meal room on the white board. 

Tram Drivers and Conductors, especially, are to ensure they are familiar with any Operational 
Notices and Special Instructions as written on the white board in the meal room and to take a 
copy with them if required. 

16.1.3 Delegation of Responsibility 

Where the SMS indicates explicit responsibilities of a person who has been appointed by the 
Board of Directors to perform a particular function, such person has no authority to delegate 
those responsibilities to another, except to the extent permitted by the SMS or the Board of 
Directors instructions. 

16.1.4 Volunteer Workforce 

Whilst engaged in the activities of the museum, volunteers who are not members of The BTMS 
shall, for the purposes of the SMS, be members of the Museum. 

16.1.5 Primary Responsibilities of Volunteers 

The primary responsibilities of all personnel who are employed or utilised by the Board of 
Directors, in order of importance are: - 

• Safety of the General Public. 

• Safety of other museum volunteers and themselves. 

• Safety and security of all the assets and equipment owned and operated by the 
museum. 

• Efficient performance of functions and operations of the museum. 

16.1.6 Duty of Care/Obligations 

All volunteers are to exercise care in the performance of their duties and have an obligation to 
prevent accidents to the public, other volunteers, and themselves, and must spare no 
opportunity to warn those who neglect to take proper care. 
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Any unnecessary exposure of himself or others to danger on the part of any person will be 
treated as an offence against these Rules and Regulations and may also constitute an offence 
against the “the Act” and the Workplace Health & Safety Act 1995. 

16.1.7 Reporting of Fire, Accident, Obstruction or Defect 

Any volunteer knowing of a fire, accident, obstruction or defect which is likely to cause or 
contribute to an accident or injury to any person on the Museum property, must take whatever 
steps are considered necessary to prevent such an accident or injury occurring, and must, at 
once, report it to the most appropriate person in authority, and must thereupon perform such 
services as the person in authority, or the occasion may require. 

Further rules concerning emergencies and reporting of same can be found in Section 8 and in 
the Procedure Manual (M010). 

16.1.8 Construction Standards 

The construction, re-construction or restoration of any tram, tramway infrastructure or other 
assets by or on behalf of the museum for use by the museum and which potentially can affect 
or influence the safety of the general public or volunteers in any way shall be carried out in 
strict conformity with instructions and standards laid down by the Board of Directors or, where 
not otherwise provided for, in accordance with generally accepted pronouncements of 
standards of such bodies or organisations as have recognised expertise in the field or 
profession concerned. This Section also applies to the decommissioning of any infrastructure or 
trams.  

16.1.9 Maintenance Standards 

The maintenance of all trams, tramway infrastructure or other assets by or on behalf of the 
Museum for use by the Museum and which potentially can affect or influence the safety of the 
general public or volunteers in any way shall be carried out in strict conformity with instructions 
and standards laid down by the Board of Directors or, where not otherwise provided for, in 
accordance with generally accepted pronouncements of standards of such bodies or 
organisations as have recognised expertise in the field or profession concerned. 

16.1.10 Authority to Operate Trams or Other Rail Vehicles 

Authority to operate trams or other rail vehicles shall only be given in accordance with the 
Rules and Regulations as contained in this SMS. 

16.1.11 Names and Addresses of Volunteers 

The name, address, telephone number, qualifications and accredited positions for all volunteers 
who work at the museum is to be maintained in a contact list so that, if required in cases of 
emergency, he may be contacted. Any change of address, telephone number or other details 
must be at once notified in order that the records may be maintained. 

A copy of the contact list shall be in the museum’s meal room and may also be issued to 
Museum volunteers as determined by the Board of Directors. 

16.1.12  Conduct of Volunteers 

All volunteers are to be punctual, civil and obliging, maintain a high standard of public image, 
afford every facility for the business of the museum to be properly performed, give correct 
information, and when asked, give their name and designation without hesitation. 

No volunteer shall use improper language or enter into an altercation with the public or other 
volunteers, whatever provocation may be given. 

16.1.13 Absence from or Exchange of Duty. 

No volunteer may absent themselves from duty, alter their appointed hours of attendance or 
exchange duty with any person without permission of the Person-in-Charge or the Roster Clerk, 
except in a case where accident, injury or illness prevents them from so attending. In this case 
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they are immediately to advise the Person-in-Charge or the Roster clerk and comply with any 
special instructions issued in regard thereto. 

16.1.14 Volunteers Changing Over 

In any case in which one volunteer is rostered on or is required to relieve another, the person 
about to be relieved shall not, under any pretext, leave duty until the person rostered or 
required to relieve them arrives. 

During a change of duty between volunteers, all circumstances which have occurred out of the 
ordinary course of working are to be communicated to the person coming on duty before they 
take over, and if they relate to their duties. 

No person employed in any capacity shall give up charge to another person who is to relieve 
them unless the person being relieved is satisfied as to the sobriety and fitness for duty of the 
person who is to relieve them. 

16.1.15  Fitness for Duty 

If a Person in Charge considers that the person under their direction or supervision is unfit to 
perform their duties properly by reason of being under the influence of alcohol or drugs, they 
shall relieve such person from duty, and immediately report the matter to their immediate 
Supervisor. 

If at any time any volunteer should have reason to suspect that another volunteer on duty is 
under the influence of alcohol or drugs, they must at once advise the circumstances to the 
person under whose supervision or direction such volunteer is working. 

If a volunteer is aware he is medically unfit to perform his duties in a safe manner, then he 
should make such condition known immediately to his Person in Charge or RSM to allow a 
replacement to be substituted. 

All volunteers that are considered Rail Safety Workers must be fit for duty as per the National 
Standard for Health Assessment of Rail Safety Workers (revised February 2017 

16.1.16 Safety of Volunteers 

Volunteers must exercise care in the performance of their duties to prevent accidents or injury 
to themselves or others and must warn those who neglect to take proper care. 

Before using tools or appliances of any kind, personnel are to ensure that they are in a safe 
position to perform the work required and that the tools or appliances are in a safe condition to 
be operated. 

Reckless exposure of themselves or others to danger on the part of any person will be treated 
as an offence against these Regulations. 

Personnel must exercise great care in the performance of any duty which necessarily involves 
danger or risk of personal injury. 

A person must not go under a tram in any circumstance where the tram could move unless 
controls are in place to prevent movement. 

No person shall under any circumstance, operate machinery, tools or appliances, except in the 
authorised manner, and all personnel are cautioned against interfering with any machinery, 
tools or appliances in such a way as to prevent its legitimate action or render it unsafe. 

16.1.17 Trespassing and Other Offences against the By-Laws 

Persons detected trespassing should be tactfully requested to leave the premises, and on 
complying, should be warned not to trespass thereon again. 
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In the case of other offences against the By-Laws or where a person trespassing refuses to 
leave the premises, the person concerned is to be requested to give his name, address and 
occupation, which together with a report of the circumstances is to be handed to the Person-in-
Charge. Where an offence is observed by one person only, he must, if possible, immediately 
call another person as a witness. In the event of the offender refusing to leave the premises or 
provide the above details the police should be called. 

The prevention of trespassing upon or other improper use of the museum site by the public, 
especially in cases where personal injury could occur, is a matter to which all volunteers must 
give attention. Should children or other members of the public to be in the habit of trespassing 
in a particular area after having been warned, the circumstances are to be reported to the local 
police. 

In any case where an obstruction has been deliberately placed upon the tramline or where any 
other offence, such as stone throwing, requiring police investigation has been committed, all 
circumstances are to be reported to the local police immediately. 

 

16.2 OPERATING RULES 

16.2.1  General 

Safe Working 

• Only one tram may be operated at a time except when shunting or positioning trams 
without passengers  

• Where more than one tram is moving, the drivers must ensure there is adequate 
distance between the trams such that in case of an emergency no collision would 
occur. 

• When approaching a stationary tram, the driver must not approach closer than 3 
metres to the stationary tram when passengers are on board either tram. 

• Driver must pause at the tram shed door to allow eyes to adjust to interior lighting. 

• Trams will normally operate with a crew of two. In the case of shunting & short 
movements, a tram may be operated with a driver only, provided there are no 
passengers onboard. 

Track and Overhead Inspections 

The track and infrastructure is to be inspected prior to the operation of the first passenger tram. 
Refer Section 7.3 either by a walk though or operating a test tram. 

Speed of trams 

The maximum speed of operating trams within the museum refer to the Procedure Manual 
M010 

Shunting of tramcars 

Reversing of trams is only permitted when determined necessary by the tram driver. Reversing 
of trams is not permitted when visitors are present at the museum unless under the control of 
the Conductor. 

Spear poling of trams is only permitted when entering the depot with a single pole tram or when 
determined necessary by the tram driver. 

Tram crewing 

The minimum tram crew required on a tram with passengers is to consist of: - 

• Tram driver. 

• Tram conductor. 
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16.3 MOVING NON-ACCREDITED TRAMS 

16.3.1 Overview 

At times it may be a necessity to move non-accredited trams by rail from one storage/workshop 
area to another, plus the on-track testing required for maintenance, restoration and/or 
accreditation. 

16.3.2 Responsibility 

The museum will be responsible for maintaining a list of non-accredited trams already on site. 
The list will include any restrictions or special requirements for its movement. This list must be 
reviewed whenever a change to the list of accredited or non-accredited trams is made.  

For new items arriving on site, the Workshop Supervisor, Infrastructure (Track) and 
Infrastructure (Electrical) Managers, or their delegate, will be responsible for inspecting the item 
and issuing any restrictions or special requirements prior to it being moved. 

Prior to moving any non-accredited trams, the driver or person responsible for the move must 
obtain approval from the RSM or Person in Charge of the day, and the list of non-accredited 
trams noted above must be checked for any restrictions or special requirements. The Officer 
Person in Charge or their delegate will be responsible for ensuring any restrictions or special 
requirements are complied with.  

For the on-track testing of non-accredited trams, the Workshop Supervisor, Infrastructure 
(Track) and Infrastructure (Electrical) Managers will be responsible for the preparation of a test 
plan which will include any restrictions or special requirements. 

16.3.3 Movement of Non-Accredited Trams 

Any movement of non-accredited trams must only take place when the site is closed to the 
public (except for limited movement within the workshop).  

Prior to any movement, approval must be obtained from the RSM or Person in Charge of the 
day and the list of non-accredited trams be checked for any restrictions or special 
requirements. These restrictions or special requirements must be followed. 

For  a new tram arriving on site, it must not be moved until the Workshop Supervisor, 
Infrastructure Managers or their delegate has inspected the tram and advised of any 
restrictions or special requirements. 

Prior to any movement, a visual inspection is to be made to check there are no new or 
additional issues and the tram still appears safe to move. 

Only the minimum number of persons  necessary to perform the move are to be close to the 
tram when moved. 

Any movement must be at slow speed, with the driver or person performing the move ready to 
stop if required. 

If necessary, the track must be inspected prior to the move to ensure it is safe for the move. 

When conducting on track testing of a non-accredited tram, any restrictions or special 
requirements are to be identified in the test plan. The driver and any other persons involved in 
the testing must be made aware of the requirements of the test plan plus any restrictions or 
special requirements. 

If in doubt, check with Workshop Supervisor, Infrastructure (Track) and Infrastructure 
(Electrical) Managers prior to moving the vehicle. 
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16.4  WORK PARTIES & MAINTENANCE OPERATIONAL PROCEDURES 

16.4.1  Track Work 

No trams will be operated while track work is in progress. 

All track work is to be carried out under the supervision of the Person in Charge and in 
accordance with the standards set out in this manual.  All track work must be recorded in the 
Track Inspection & Maintenance Record. 

Track work will be carried out on non-public running days. 

In the case of an emergency repair to the infrastructure on public running days, all trams will 
cease to operate whilst the repair is carried out.  

Traction power will be turned off. 

The Person in Charge will notify members on duty that an emergency repair to the 
infrastructure is to be carried out. 

16.5 Tram Notices 

Tram Notices shall be issued on the ‘by exception’ principle, that is, they shall be issued if 
these existing circumstances that are not covered by the BTM Operating Regulations, Rules 
and procedures. 
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17.0 FORMS 

17.1 FORM P006 HEALTH ASSESSMENT FOR RAIL SAFETY WORKER 

 

 

CATEGORY DATE OF LAST 
ASSESSMENT 

RAIL SAFETY WORKER DATE OF 
BIRTH 

NEXT ASSESSMENT 
DUE 
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17.2 FORM R002 SAFETY INDUCTION & TRAINING RECORDS 

Brisbane Tramway Museum Society 

Position:   General Volunteer Worker   

Name:  ______________________________________________  

A General Volunteer Worker (GVW) will perform duties under general supervision associated 
with the maintenance and operation of a Heritage Tramway. A volunteer at GVW level will 
perform duties only to the extent of their training and skills competency. 

These duties will be carried out after completion of the General Safety Induction and under the 
supervision of a competent person.  

Assessment of competency will be performed after satisfactory completion of ‘on the job’ 
training for each of the nominated skills, or if RPL (Recognition of Prior Learning) applies.  

All volunteers must actively participate in the training and assessment process.  

TRAINING Record 

Skill Competent(signature) Date 

General Safety Induction    

PPE (Personal Protective Equipment)    

Manual Handling    

Understanding of exposure to sun and heat 

when working outdoors  

  

Working at height restrictions    

Ability to read and interpret instructions    

General Cleaning of workshops 

Use of brooms, mops, vacuum cleaners  

  

Cleaning of tramcars   

Use of proprietary cleaning agents and 

other chemicals  

Rates of dilution and safe handling   

  

Inventory control    

Mowing, brush cutting   

Use of basic hand tools   

Use of basic power tools    

Painting using brush application–

Preparation and cleanup 

  

Basic materials handling - Use of shovels, 
forks, picks 

  

Basic track work - Lifting, packing, 
tightening bolts 

  

Basic disassembly and assembly of 
components  

  

Basic carpentry    

Reporting of hazards    

Other….   
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17.3 NON COMPLIANCE AND CORRECTIVE ACTION REGISTER     R001 

Non Compliance and Corrective Action Register     R001 

 

 

17.4 FORM F005 INTERNAL AUDIT LOG  

Internal audit Log F005 

Audit Number Audit Date Auditor/s Scope of Audit Audit Report Issue 
Date 

Non-Conformance 
Report Number 

      

      

      

      

 

NON COMPLIANCE DETAILS ACTION TAKEN 

NCR No. 
Issue  
Date 

NCR Area  
NCR 
Source 

Reference 
NCR 
Description 

Priority 
Responsible 
Area 

Required 
Close 
Date 

Close 
Method 

Action 
Taken 

Closed 
Date 

Review 
Date 

Comments 
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17.5  SCHEDULES 

17.1 RISK REGISTER 

Ref. 
No. 

Category Existing or additional Controls 

L
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1
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R
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R
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Responsibility 

Risk 

Action 

Plan 

Completed 

1 
Pedestrian safety – collision 

with pedestrians in grounds. 

1. Crew training 

2. Driver diligence  

3. Pre-start brake checks  

4. Low speed 

5. Vegetation Control 

Nil 2 2 4 M Yes   N/A 

2 

Pedestrian safety – collision 

with pedestrians in tram 

shed 

1. Chains across open doors 

2. 5kph speed limit  

3. Crew training  

4. Driver diligence  

5. Pre-start brake checks 

6. Stop at door until eyes adjust to light level 

7. Pedestrians must be accompanied in tram shed by 

members member 

Nil 1 2 3 M Yes   N/A 

3 
Passenger safety – falling 

from a moving tram 

1. Warning to passengers from driver and conductor  

2. Standing not encouraged, and limiting passenger 

numbers to available seats. 

3. Larger trams used when necessary  

4. Driver and conductor diligence 

5. Low speed 

Nil 1 2 3 M Yes   N/A 

4 

Passenger safety – thrown 

within or from a tram when 

braking or accelerating 

1. Warning to passengers from driver and conductor  

2. Standing not encouraged, and limiting passenger 

numbers to available seats. 

3. Larger trams used when necessary  

4. Driver and conductor diligence 

5. Low speed 

Nil 1 2 3 M Yes   N/A 
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Ref. 
No. 

Category Existing or additional Controls 
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Responsibility 

Risk 

Action 

Plan 

Completed 

6 

 

Accidental release of brake 

on unattended tram 

1. Handbrake locked in on position. 

2. Earth traps at end of tracks 
Nil   4 M Yes 

 N/A 

7 
Accidents with motor 

vehicles 

1. Vegetation Control  

2. Visitor vehicles not permitted on site without special 

permission 

3. Tram driver diligence  

4. Low speeds 

Nil 1 1 2 L Yes   N/A 

8 Accident with another tram 

1. Crew training 

2. Driver diligence  

3. Pre-start brake checks  

4. Low speed 

5. Vegetation Control 

6. Min 3M distance to stationary tram when carrying 

passengers 

Nil 1 2 3 M Yes   N/A 

9 

Tram driver collapsing at the 

controls, or not carrying out 

duty correctly due to 

impairment 

1. Approved medicals  

2. Drug and alcohol controls  

3. Conductor on board all trams  

4. Conductor training 

5. All trams dual control 

Nil 1 2 3 M Yes   N/A 

10 

Other Rail Safety Worker 

collapsing on duty, or not 

carrying out duty correctly 

due to impairment 

1. Approved medicals  

2. Drug and alcohol controls  

3. Working with other members Nil 1 2 3 M Yes   N/A 
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Ref. 
No. 

Category Existing or additional Controls 
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Responsibility 

Risk 

Action 

Plan 

Completed 

12 
Minor de-wirement of tram 

or minor fault with overhead 

1. Overhead serviced/maintained regularly  

2. Defect reporting procedures in place  

3. All new/replacement works carried out to proven 

standards  

4. Tram trolley pole mechanisms checked/serviced 

regularly 

5. Crew training 

6. Low speed 

<50 3 1 4 M Yes   Plan No:2 

13 

Major de-wirement of tram, 

resulting in live overhead 

wires brought down, or 

damage from over height 

vehicles 

1. Overhead serviced/maintained regularly  

2. Defect reporting procedures in place  

3. All new/replacement works carried out to proven 

standards  

4. Tram trolley pole mechanisms checked/serviced 

regularly 

5. Crew training 

6. Low speed 

Nil 2 2 4 M Yes   Plan No:3 

14 Fire on a tram 

1. Cabling inspected and replaced as part of overhauls  

2. Tram equipped with fire extinguisher  

3. Crew diligence Nil 1 3 4 M Yes   N/A 

15 
Fire or explosion in a tram 

shed 

1. Fire extinguishers installed  

2. Electrical wiring protected  

3. No hot work carried out in tram shed 

4. No fuels stored in tram shed 

5. OH&S policies and procedures in place  

6. Emergency egresses identified and evacuation 

procedures in place 

Nil 1 3 4 M Yes   Plan No:4 
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No. 

Category Existing or additional Controls 
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Risk 

Action 

Plan 

Completed 

17 
Tram mechanical/equipment 

failure 

1. Trams maintained as per SMS procedures, and 

inspected every 12 months  

2. Defect reporting procedure in place  

Phone for assistance Nil 2 2 4 M Yes   Plan No:6 

18 
Track and overhead worker 

safety 

1. No live line overhead work carried out  

2. Trams not permitted to operate when near track work 

in progress. 

3. Traction power is off when near track work in 

progress. 

4. RSW trained prior to being used on track and 

overhead work 

Nil 1 3 4 M Yes   Plan No:7 

19 Tram design 

1. Trams in operation are of a proven design  

2. Modifications are tested and monitored and are 

subject to material change procedures 

Nil 1 1 2 L Yes   N/A 

20 Track and overhead design 

1. Track and overhead is of a proven design  

2. Modifications are monitored and are subject to 

material change procedures Nil 1 1 2 L Yes   N/A 

21 Health and Fitness 

1. Periodic Health Assessment 

2. Periodic Drug & Alcohol Testing 

3. Fatigue Management 

Nil 1 1 2 L Yes   N/A 

22 Asbestos in trams 

1. Components containing asbestos are known  

2. Asbestos removal carried out by persons with 

competencies to do so  

3. Where possible, asbestos is replaced during 

Nil 1 1 2 L Yes   N/A 
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overhaul with a non-asbestos product, or sealed with 

insulating varnish 

23 
Accidental use of defective 

equipment 

1. Regular inspections of plant and equipment 

2. Equipment Tag Out process in use 
Nil 1 3 4 M Yes   N/A 

24 Slips, trips and falls 1. Regular Hazard Inspections Nil 2 2 4 M Yes   Plan No:8 

25 

Members/employee not 

aware of change to work 

processes 

1. Procedure to advise of changed to work processes 

Nil 1 1 2 L Yes   N/A 
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