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The Major Infrastructure Safety Hub

A place for safety professionals to talk about their projects

MISH is an online platform through which safety information, programs, initiatives, learnings, and events across
Victoria’s major transport infrastructure program can be shared by Registered Users. Once materials have been
uploaded, they are available to all Registered Users to view and use in seeking to achieve their own safety outcomes.

Why was MISH created?

Research undertaken in 2017 (including surveys and focus interviews) indicated there was great interest in working
collaboratively on safety matters.

MISH was initially designed and developed in 2019 to support improved collaboration across similar major
infrastructure projects within Australia and internationally. After a short pilot with client-side government clients
across Australia, it was decided that MISH should focus on participants in the Victorian major infrastructure program,
VIDA and its delivery partners.

MISH supports the VIDA Health and Safety Policy and the_VIDA Health and Safety Framework objectives.

Benefits of using MISH

e Align safety management efforts

e  Avoid unnecessary and duplicated efforts and costs (for initiatives, trials and research)
e |dentify opportunities to implement leading safety practices

e  Promote safety innovation and successes

e Share incident learnings and control solution

e innovation and programs across MTIA and delivery partners.


https://www.mish.vic.gov.au/
https://dtpli.sharepoint.com/sites/MTIA/SitePages/Safety/MTIA-Safety-Policy.aspx
https://dtpli.sharepoint.com/:b:/r/sites/MTIA/Framework/Safety/ODG%20MTIA%20PLAN%20-%20IN%20USE%20-%20MTIP%20Safety%20Framework%20%5bv.4%5d%20-%2020191101.pdf
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Resources available on MISH

As of February 2025, MISH has more than 500 posts in including: 80 safety alerts, 115 leading practice publications, 31
lessons learnt documents and information on 58 safety initiatives and trials.

Secure and safe

MISH is hosted on a secure government server. Usership is limited and joining requests are screened. Itis open to
VIDA and SLRA staff, their Delivery Partners and sub-contractors’ safety teams.

Promotion of events and networking opportunities

Provided you comply with our Terms of Use (see Section 1 below), you can comment on every article, as well as
engage in discussion on our message board. There are also opportunities to promote safety events such as
conferences and webinars.

1. MISH Terms of Use

By accessing or using the MISH as a “Registered User”, you agree you understand and accept the MISH
Terms of Use available.

If you have any queries in relation to the MISH Terms of Use, please contact: VIDA-Safety@mtia.vic.gov.au

2. Privacy

VIDA is committed to protecting your privacy. The MISH Privacy Collection Statement

For more information about VIDA's broader privacy practises, please see the VIDA Privacy Policy.


https://www.mish.vic.gov.au/__data/assets/pdf_file/0005/782213/ODG-MITA-Safety-Terms-of-Use-July-2023.pdf
https://www.mish.vic.gov.au/__data/assets/pdf_file/0005/782213/ODG-MITA-Safety-Terms-of-Use-July-2023.pdf
mailto:VIDA-Safety@mtia.vic.gov.au
https://www.mish.vic.gov.au/privacy-collection-statement
https://www.mish.vic.gov.au/privacy-statement
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3. Submission Guidance

All materials, information, text, graphics and other content uploaded to or accessed on the MISH (MISH
Materials) are governed by the MISH Terms of Use. MISH Materials may include, without limitation, safety alerts
and incident learnings, factsheets, as well as comments and other content posted to the MISH Message Board.

This Section 3 sets out additional guidance on what content is suitable for sharing and what is not. Registered
Users are required to conduct themselves in a manner that reflects integrity, respect for member contributions,
professional management of content and courtesy, and must demonstrate an appreciation of the effort, resources and
generosity made available in supporting a continued improvement in health and safety management and
performance.

Registered Users should consider the relevance and useability of the content they propose to upload, and are
reminded that they are posting content for other major infrastructure project safety leaders to read and view.
Consideration should be given to the topics being shared, the relevance the content has to support continuous
improvement, shared learnings, information and knowledge, health and safety-related research, news, technology,
emerging issues, events etc.

3.1  Submission guidance

Aligned with the purpose of MISH as an interactive and collaborative platform, materials should be transferable and
adaptable across projects. This will not only enable visibility of best practice across multiple major infrastructure
projects, but will also encourage program-wide collaboration, problem-solving and networking. Materials that are
merely operational or do not align with the purpose of the MISH should not be uploaded.

MISH Materials should be:

e  Factual —only include the key facts and messages required to highlight the relevant health and safety
matter(s).

e  Succinct — materials should be brief and expressed in plain English to ensure clarity.

e  Appropriately referenced — references should be made to specific regulations or standards (including
relevant WorkSafe guides) where appropriate.

3.2  Legal and other considerations

MISH Material can be accessed by all Registered Users and, as such, should be considered ‘public’ once uploaded. It
follows that there is a need to consider whether it is appropriate to create and/or share the relevant materials,
including whether there are any legal matters which should prevent the specific material from being made available.

Some questions to ask, prior to uploading any materials, include but are not limited to:

e Does the material relate to a matter under regulatory investigation, or could it be investigated in the future?
e s there any litigation underway that could/should preclude this material from being posted?
e Is this material legally privileged?

e  Who created this material? Has the creator/owner of the material given permission for the materials to be
uploaded?

e Does this material contain personal or health information which must or should not be disclosed?

e  Does this material contain confidential or commercially sensitive information which must or should not be
disclosed? In particular in relation to health and safety incident information, are there any implications of this
material being viewed or shared? (e.g. consider regulatory implications).

e Does this document or information identify any health and safety risks that should preclude it from being
posted? (i.e. a photo demonstrating the progress of a Project, showing workers on site who are working at
height without edge protection).

As a general rule, the following information should be excluded (or redacted) from any MISH Materials:

e Names of individuals involved;
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e Details regarding regulatory investigation (e.g., WorkSafe attendance or issuing of improvement notices);
e Information which may be subject to legal professional privilege;

e Material which does not have a basis in fact (e.g. opinions);

e  Material which may be defamatory or misleading in a material way;

e Personal communications (e.g. extracts from text message or emails, or transcripts of private conversations
such as phone calls, face-to-face discussions).

Where there is any difficulty in making a determination about uploading any materials, Registered Users should seek
further specific legal advice.

3.3  Responsibility for the information

Registered Users are responsible for the MISH Material they post and acknowledge that such materials can be
accessed, used and shared by other Registered Users.

As set out in the MISH Terms of Use, VIDA performs a role as host and administrator of the MISH but takes no
responsibility for the use and disclosure of MISH Material, once uploaded by a Registered User. Registered Users
are reminded that comments made in relation to any MISH Material, or within the MISH Message Board, must be
made with respect, tolerance and acceptance. Diversity enhances perspective, content and experience. Inappropriate
language is unprofessional and unacceptable. VIDA may in its discretion deem certain comments to be inappropriate
and remove such comments without notice.

34 Personal Information and Public Sector Data

Registered Users must ensure they do not share any personal or health information?! without consent or other
permitted basis. Please note that information can still be personal information even where names and other obvious
identifiers are removed (in the event that other information provided could otherwise be an identifying factor).

Care must also be taken to uphold VIDA’s obligations under the Victorian Protective Data Security Standards (VDPSS)
to protect ‘public sector data’ in accordance with internal VIDA policies and the applicable legislation.

3.5  Approval to publish

It is assumed that any content on MISH has been approved and allowed to be shared. Registered Users should
accordingly consider any privacy, commercial or other obligations prior to uploading any documents, information or
other content on the MISH — noting once uploaded it will be available to all without restriction.

If you have an issue with any MISH Materials or queries about a proposed submission, please contact the MISH
Coordinator for further assistance.

1 As those terms are defined in the Privacy and Data Protection Act 2014 (Vic) and Health Records Act 2001 (Vic),
or such other applicable legislation.
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4. Accessing MISH

Go to the MISH website https://www.mish.vic.gov.au/

4.1  VIDA employees

VIDA employees (including all Project Offices) are automatically granted access to the MISH as a Registered User.

MISH runs on the Microsoft Single Sign On system, which means MISH will seamlessly login with your VIDA or Project
Office email address as soon as you click on ‘Login’.

Once you click on ‘Login’ you might be asked to authenticate yourself before you are taken to the MISH page. If this
happens the following pop up will appear.

Follow the prompts and sign on using your work email address. It may ask to verify by giving you the standard call or
by using your authenticator App. Follow the instructions on the call to verify and login.


https://www.mish.vic.gov.au/
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Please notify MTIA-Safety@mtia.vic.gov.au of any new starters that require access if you weren’t automatically
granted access to MISH.

You will know you are logged into MISH as it will say ‘Members’ in the URL and ‘Members Area’ in internet browser
tab. It will say ‘Members Area’ under Login and VIDA Delivery Partner Registration.

Your name will also appear in the top right-hand corner of the page.

Your Registered User status will be automatically revoked/cancelled when you leave the organisation.


mailto:MTIA-Safety@mtia.vic.gov.au
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4.2 Delivery Partner safety employees

Delivery Partner employees will need to register for access to MISH. Follow the steps in the next section, Registration.

5 Registration

Delivery Partner employees will need to register for access to MISH.

5.1 How to register

From the MISH home page, Click on ‘Delivery Partner Registration’

10


https://www.mish.vic.gov.au/register
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The following details are required to complete the online registration form:

e  First name

e last Name

e  Organisation

e  Position Title

e  Project Office
e  Email Address
e  Phone Number
e  Office Location

Clicking on the ‘Delivery Partner Registration’ button will bring you to the ‘Register’ page, fill in this form, read the
terms and conditions then tick the box. To submit the form select ‘Sign up’.



5.2 Onboarding process

Receive a
registration
acknowledgement

OFFICIAL

Account created
within 7 days

Ask them to try
logging in after 7
days.

MISH User Guide | 5

e1st time login they
need to MFA
(phone)

® Receive a
Welcome email

REGISTRATION | 12
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6 Navigating MISH

The home page has five distinct ways to get to where you need to go.

Icons top right (Section 6.1)
Navigation menu bar (Section 6.2)
Search feature (Section 6.3)

Quick Action Buttons (Section 6.4)
MISH resources (Section 6.5)

e wh e

Active
Safety
Alerts

Latest Articles

OFFICIAL

MISH User Guide | 6 NAVIGATING MISH | 13
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6.1 Icons top right

Your name appears in the top right-hand corner of the page, indicating you are logged into MISH. Above your name

are two icons.

6.1.1 ‘Burger Menu’

The burger menu provides a quick way to navigate to key sections around the site. We call it a burger, because it’s got
three lines/layers like a burger.

The following table explains each of the menu options in the burger

Item in
Burger Menu

Central Portal

Safety
initiatives
register

Feedback

Description

The central portal is MISH’s home page. You
will be able to find most things through this
page either through search or by navigating
through the menus or icons.

Brings you to the safety initiatives register page

This is where you can search MISH for safety
Initiatives researched/planned, trialled or
implemented across VIDA (refer section 9.1 of

this manual).

Opens the feedback form where users can
leave comments to the MISH administrators
(refer to section 11 of this manual).

14
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Create Post Opens the Create post page where users can
add new:

- Alerts (section 7.2)

- Events (section 6.2.6.1)

- Articles (section 6.4.2)

- Message Boards (Section 6.2.6.2)

Member Area  Contains all the latest articles on MISH sorted
Search by most recent to oldest.

(refer to section 12 of this manual).

Manuals, Contains the user guides, Terms of User, FAQs,
Guides and Privacy Policy, code of conduct, terms of
Help reference and MISH PO representatives listed.

(refer to section 6.2.7.1 of this manual)

Contact List A list of all Users who have accessed MISH

(refer to section 6.2.6.3 of this guide)

6.1.2 Question mark icon

This question mark icon takes you directly to the Frequently Asked Questions page. To view each of the question in
this document, go to the section ‘MISH FAQ’s’

15
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6.2 Navigation Menu Bar

The seven menu options across the top of the page gives access to all areas of MISH. This section will take you through

each of these menu options.

6.2.1 Incidents

Menu option | Description

Safety Alerts Add new safety alerts or search for existing alerts (refer to section 7 of this guide).

Lessons Add new lessons learnt, or incident learnings or search for existing articles. (refer to section 8 of
Learnt this guide).

6.2.2 Initiatives

16
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Description

Safety Initiatives
Register

Leading Practice
Publications

Submit Leading Practice
Ideas

Leading Safety Practices
under development

Vida Health and Safety
Awards

On this page you can either search through the initiatives register for all the safety
initiatives researched/planned, trialled or implemented across VIDA. Or you can
upload/create a new initiative.

(refer to section 9.1 of this manual)

From this page you can search for Leading Safety Practice Publications.

(refer to section 10.1.1 of this manual).

From this page you can submit a new leading safety practice idea.

(refer to section 10.2 of this manual).

This will take you to the ‘Leading Safety Practice Registration List’ page.

This is a full list of published and finalised LSPs here. Refer to section 6.2.2.1 below

This will take users to the Health and Safety Awards page where users can read about
the winners from the last awards and any video or materials from the event. Refer to
section 6.2.2.2 below.

6.2.2.1 Leading safety Practices under development

Leading Safety Practices under development will have no link under the ‘Published’ column. Users can see drafts by
clicking on ‘View Draft’ or published articles by clicking on ‘Click to see article’.

17
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6.2.2.2 VIDA Health and Safety Awards

This page will cover the latest information regarding the awards, winners and any video or materials from the event.
When the new award cycle commences users can see shortlisted entries and details about the upcoming event.

6.2.3 Hazards

Menu option

Description

Articles by
Hazard

Hazard
Management

Critical Risk
Awareness

This will take you to the page where you can find resources by the hazard type. Refer to section
6.4.1 - Find an article by Hazard.

This will take you to the physical hazard management page where you can search for resources
on management approaches on a multitude of physical hazards such as people and plant
interaction, or traffic management, rail safety etc. From here you can also add a new post. Refer
to section 6.2.3.1 below.

This will take you to the critical risk awareness cards page. These are quick reference cards for
how risks can materialise, and best practice control measures.

Refer to section 6.2.3.2 below.

18
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6.2.3.1 Hazard Management

From this page you can add new content to MISH or search for existing material.

To add new content, click on ‘Add New Post’.

This will open up the ‘Create Post’ form

. Title of Article

. Select ‘Article’

. Select

- Give the
publication a
title.

Click on
‘Choose File’
toadda
thumbnail
image that will
accompany
the article.

from the
‘Type’ drop-
down list.

‘Physical
Hazard
Awareness’
from the
‘Category’ list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.
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To search for existing material on physical hazard management scroll down to the search area and type any key words
in the ‘search’ field. In the ‘Sort by’ field use the drop-down to select how you want the materials organised (e.g. Title
Ascending, Descending etc). Then click ‘Search’.

The content meeting your search criteria will appear below the search feature, sorted in the method chosen in the
drop-down menu ‘Sort by’.

20
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6.2.3.2 Critical Risk Awareness

From this page you can add new content to MISH or search for existing content. To search for existing material on
critical risk awareness scroll down to the search area and type any key words in the ‘search’ field. In the ‘Sort by’ field
use the drop-down to select how you want the materials organised (Title Ascending, Descending etc). Then click

‘Search’.

To add new material related to ‘Critical Risk Awareness’, click on ‘Add New Post’

This will open up the ‘Create Post’ form

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.

. Title of Article

- Give the
publication a
title.

Click on
‘Choose File’
toadd a
thumbnail
image that will
accompany
the article.

Select ‘Article’
from the
‘Type’ drop-
down list.

Select ‘Critical
Risk
Awareness
Cards’ from
the ‘Category’
list.

21
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6.2.4 Health
Menu option Description
Psychological This will take you to the page where you can view content for how we manage psychosocial
risk. From this page you can also add new content on the topic. Refer to section 6.2.4.1 below.
Occupational This will take you to the page where you can view content about management approaches to
Hygiene specific occupational hygiene hazards. From this page you can also add new content on the

topic. Refer to section 6.2.4.2 below.

6.2.4.1 Psychological

From this page you can add new material to MISH or search for existing material. To search for existing material on
psychological health and safety scroll down to the search area and type any key words in the ‘search’ field. In the ‘Sort
by’ field use the drop-down to select how you want the materials organised (Title Ascending, Descending etc). Then
click ‘Search’

22
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To upload new psychological health content, click on ‘Add New Post’.

This will open up the ‘Create Post’ form

. Title of Article

. Click on

. Select ‘Article’

. Select

- Give the
publication a
title.

‘Choose File’
toadda
thumbnail
image that will
accompany
the article.

from the
‘Type’ drop-
down list.

‘Psychological
Health and
Safety’ from
the ‘Category’
list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.
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6.2.4.2 Occupational Hygiene

From this page you can add new material to MISH or search for existing material. To search for existing material on
occupational hygiene scroll down to the search area and type any key words in the ‘search’ field. Use the drop-down
to select how you want the materials organised in the ‘Sort by’ field (Title Ascending, Descending etc). Then click
‘Search’

The content meeting your search criteria will appear below the search feature, sorted in the method chosen in the
‘Sort by ‘drop-down menu.

To upload new occupational hygiene content, click on ‘Add New Post’. This will open up the ‘Create Post’ form

24
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1. Title of Article
- Give the
publication a
title.

2. Clickon
‘Choose File’
to add a
thumbnail
image that will
accompany
the article.

3. Select ‘Article’
from the
‘Type’ drop-
down list.

4. Select ‘Health
and Hygiene’
from the
‘Category’ list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.

6.2.5 Insights and Shares

Menu option Description

Lunch and Learns This will take you to the page where you can search for any lunch and learn
presentations or add any new content for new lunch and learn events. Refer to section
6.2.5.1 below

Personal Safety Shares This will take you to the page where you can search for information about building

awareness of risks and controls. Content on this page is presented through
storytelling. New material of this nature can be added from here as well. Refer to
section 6.2.5.2 below.

Health and Safety Insights | This page is for informal posts. Information to let everyone know what it is we’re doing
that forms part of good or best practice, is easy to implement and simple to explain.
Things that demonstrate better ways of doing existing tasks. New material can be
added from this page as well. Refer to section 6.2.5.3 below.

25
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6.2.5.1 Lunch and Learn
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Any health and safety related videos can be searched or added on this page. Refer to

section 6.2.5.4 below.

From this page you can add new presentations to MISH or search for presentations already added to MISH. To search
for existing material, scroll down to the search area and type any key words in the ‘search’ field. In the ‘Sort by’ field
use the drop-down to select how you want the materials organised (Title Ascending, Descending etc). Then click

‘Search’

To upload new lunch and learn content, click on ‘Add New Post’. This will open up the ‘Create Post’ form

. Title of Article

- Give the
publication a
title.

. Click on

‘Choose File’
toadd a
thumbnail
image that will
accompany
the article.

. Select ‘Article’

from the
‘Type’ drop-
down list.

. Select ‘Lunch

and Learn
Presentations’
from the
‘Category’ list.

26



OFFICIAL

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.

6.2.5.2 Personal Safety Shares

From this page you can add new content to MISH or search for existing material. To search for existing material, Scroll
down to the search area and type any key words in the ‘search’ field. In the ‘Sort by’ field use the drop-down to select
how you want the materials organised (e.g. Title Ascending, Descending etc). Then click ‘Search’

To upload a new content, click on ‘Add New Post’. This will open up the ‘Create Post’ form

27



. Title of Article

- Give the
publication a
title.

Click on
‘Choose File’
to add a
thumbnail
image that will
accompany
the article.

. Select ‘Article’

from the
‘Type’ drop-
down list.

. Select

‘Personal
Safety Shares’
from the
‘Category’ list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.

OFFICIAL
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6.2.5.3 Health and Safety Insights

From this page you can add new content to MISH or search for existing material. To search for existing health and
safety insights material, scroll down to the search area and type any key words in the ‘search’ field. In the ‘Sort by’
field use the drop-down to select how you want the materials organised (e.g. Title Ascending, Descending etc). Then
click ‘Search’

To upload new content, click on ‘Add New Post’. This will open up the ‘Create Post’ form

29



1. Title of Article
— Give the
publication a
title.

2. Clickon
‘Choose File’
toadda
thumbnail
image that
will
accompany
the article.

3. Select ‘Article’
from the
‘Type’ drop-
down list.

4. Select ‘Health
and Safety
Insights’ from
the ‘Category’
list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.

6.2.5.4 Videos
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From this page you can add new Videos to MISH or search for existing videos. To search for existing videos, scroll down
to the search area and type any key words in the ‘search’ field. In the ‘Sort by’ field use the drop-down to select how

you want the materials organised (e.g. Title Ascending, Descending etc). Then click ‘Search’
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To upload new videos, click on ‘Add New Post’. This will open up the ‘Create Post’ form

. Title of Article —

. Click on ‘Choose

. Select ‘Article’

. Select ‘Videos’

Give the
publication a
title.

File’ to add a
thumbnail
image that will
accompany the
article.

from the ‘Type’
drop-down list.

from the
‘Category’ list.

Refer to section 6.4.2 on how to complete the rest of the ‘create a post’ form.
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6.2.6 Networking

Menu Description

option

Events In this section of the website, members can add new posts about up-and-coming events. Members
can also search for outputs such as presentations from safety related events. Refer to section 6.2.6.1
below.

Message This will take you to the page where you can post information that doesn’t fit into other categories

Board to ask questions and facilitate discussions. Refer to section 6.2.6.2 below.

Contact List | This will take to you the page that lists the MISH Users. Refer to section 6.2.6.3 below.

6.2.6.1 Events
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From this page you can add new networking events to MISH or search for events already on MISH. To search, scroll
down to the search area and type any key words in the ‘search’ field. In the ‘Sort by’ field use the drop-down to select
how you want the materials organised (e.g. Title Ascending, Descending etc). Then click ‘Search’.

Click on ‘Add New Post’, This will open up the ‘Create Post’ form

1. Title of the
Event. Give the
Event a title

2. Click on ‘Choose
File’ to add a
thumbnail
image that will
accompany the
article.

3. Select ‘Event’
from the ‘Type
drop-down list.

’

Once Event is selected additional fields will appear in the form.
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4. Start date and End
date — use the calendar
to select the dates for
the event.

5. Address — Use the
Address, Suburb, State
and Postcode fields to
enter the location of the
event.

6. Category —
‘Networking Events’
will auto select when
you create a post from
the Networking Events
page

OFFICIAL

7. Hazard, Work Activity and
Related Safety System - If
applicable use the drop-
down lists to select the most
appropriate hazard, work
activity and safety system
being addressed at the event.

8. Summary: Add a summary: A small text that contains keywords and
describes the event in one line that goes underneath the title. The
search engine will only look for keywords in the summary.

9. Body: Add a detailed upload of the information. This section allows
for limited formatting. Administrators will check formatting and adjust
if necessary.
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1.

Source: You can
add a hyperlink
by either pasting
existing linked
text or add using
the link
infographic.
Save

Video: You can
embed a video
anywhere in the
body of the text
by clicking on
the film
infographic and
pasting the URL
in the pop-up
window. Save

If you need to add more attachments, Click on the “+” icon and an additional ‘Choose File’ button will appear.

OFFICIAL

Once all attachments are added click on the ‘Create’ button.

6.2.6.2 Message Board

The message board is an area to post questions or information that doesn’t fit in any of the other categories. Can be
News articles, or interesting links.

Please note that this message board facility is not for the purposes of raising any general matters relating to issues,

The message board is provided to Users to support enhanced collaboration across major infrastructure projects, the
flagging of emerging safety issues, collective problem solving, the creation of working groups, the sourcing of
information, and subject matter support.

There is an option to add up to five attachments. Click on the ‘Choose File’ button. Navigate to file location in the file
window that opens.

concerns or feedback about this website. These types of matters should be directed to your MISH PO representative or

the MISH Coordinator (refer to the Contact Us section) of the website.
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Click on ‘Add New Post’

. Title. Give the

message a title.

. Click on ‘Choose

File’ to add a
thumbnail
image that will
accompany the
message.

. Type: ‘From the
drop-down list
select ‘Message
Board’

. Category:
‘Message
Board’ will auto
select when you
select ‘Message
Board from the
Type list.

. Source: You can

add a hyperlink
by either pasting
existing linked
text or add using
the link
infographic.
Save

. Video: You can

embed a video
anywhere in the
body of the text
by clicking on
the film
infographic and
pasting the URL
in the pop-up
window. Save

OFFICIAL
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There is an option to add up to five attachments. Click on the ‘Choose File’ button. Navigate to file location in the file
window that opens.

If you need to add more attachments, Click on the “+” icon and an additional ‘Choose File’ button will appear.

Once all attachments are added click on the ‘Create’ button.

6.2.6.3 Contact List

This page lists MISH Registered Users by Project Office. The list only includes VIDA internal employees not delivery
partner users.
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You can view other people’s profiles and information by either clicking their names at the bottom of articles or by
finding them on the contact list.

You will be able to see their contact information, interests, articles, initiatives and messages they have posted.

This list can also be accessed from the burger menu and selecting ‘Contact List’.

6.2.7 Help

The help menu can navigate users to many useful areas within MISH.

Menu option

Description

MISH FAQs

MISH Guides

Contact Us

Your profile

MISH newsletter and

Safety Alerts

Upload an article

This will take you the Frequently asked questions page. Refer to section 15 of this guide.

This will take you to the page where you can see MISH reference material, user guide and
legal documentation. Refer to section 6.2.7.1 below.

This will take you to a ‘Contact Us’ form so users can directly contact the MISH
administrators.

This will take you to the Profile page. From this page you can edit details about yourself or
see content you have posted on the site. Refer to section 6.2.7.3 below.

This page is an archive of all the MISH newsletters, listed by year and month. Refer to
section 6.2.7.4 below

This option in the menu takes you to the ‘Create Post’ page. To see how to upload an
article refer to section 6.4.2 of this guide.
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6.2.7.1 MISH Guides

The MISH Help, Manuals and Reference Material section contains this User Guide, Terms of Use and other legal
documentation and help information for Registered Users. Click on the file name and the document will open.

6.2.7.2 Contact us

You can email us at VIDA-Safety@mtia.vic.gov.au
Or You can submit a form using the contact us link.

https://www.mish.vic.gov.au/contact-us
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6.2.7.3 Your profile

You can access your profile by clicking on your name in the top right

or clicking on ‘Help’ then ‘Your Profile’.

This page lists your name, email, position title, organisation and any content you have added. E.g. Safety initiatives or
safety articles.

This page will also list any content you have uploaded onto MISH. For example, any articles or safety initiatives you
have uploaded. This is designed to give you visibility of your content.
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6.2.7.3.1 Ediiting your profile
From the profile page shown above, click on ‘Edit your profile’ link

Once you click on ‘Edit your profile’ and new screen will appear — ‘Account Preferences’.

Most details should autofill from your Microsoft account. We recommend that you don’t edit your personal
information/ phone numbers/ emails /names etc. You may wish to edit your content preferences.

Setting Preference

Safety Alert It will allow you to select if you want to receive immediate safety notifications via email
whenever a new safety alert is uploaded to MISH.

Monthly Newsletter Sends you a monthly summary of every article uploaded that month

Categories Receive a immediate notification when a new article is uploaded from the category selected
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Click inside the field to update your details. We recommend that you don’t edit your personal information/ phone
numbers/ emails /names —

Use the drop-down menus and tick boxes to select your preferences.

Click on ‘Save Preferences’ to save any changes your have made to your profile.
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6.2.7.3.2 See your uploaded (work in progress) initiatives, articles and message board posts

Your profile will also be able to display articles and safety initiatives you have uploaded. This is designed to give you
visibility of your content.

Click on the ‘View Safety Initiative’ or ‘Edit Safety Initiative’ or ‘View Article’

Viewing other profiles

You can view other people’s profiles and information by either clicking their names at the bottom of articles or by
finding them on the contact list. You will be able to see their contact information, interests, articles, initiatives and
messages they have posted.
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6.2.7.4 MISH Newsletter Archive
This page is an archive of all the MISH newsletters, listed by year and month. Click on the text to open the newsletter.

6.3 Search feature

You can search the entire website using the Central Portal Search. When typing a search term, the MISH may
automatically make suggestions or complete your search term.

Search results will appear in a list, and you can choose what you wish to open.

Search results will appear as thumbnails (pictures) with descriptions of the content.
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6.4 Quick Action Buttons

6.4.1 Find an article by Hazard

Outside of the Initiatives register, articles form the basic information template on MISH. The article contains
A publication consists of Title, Summary, Thumbnail, Body and optional resources (video, audio and attachments)

Click on ‘Find an article by Hazard’.
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This will open up the resources by hazard page.

Click on the hazard you want to find resources for. In this example the user clicked on ‘Falls (objects)’
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6.4.2 Upload an Article

This will bring you to the ‘Create Post’ form.

Title of Article
- Give the
publication a
title.

Click on
‘Choose File’
to add a
thumbnail
image that
will
accompany
the article.

Select
‘Article’ from
the ‘Type’
drop-down
list.

Select the ‘Category’ for the Article
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4. Hazard, Work Activity and
Related Safety System — Use
the drop-down list to select
the hazard being addressed,
work activity it relates to, and
the safety system covered in
the article.

5. Legislative update or
requirement — Select the
option from the following:

- No
- Legislative Requirement
- Legislative Update

6. Summary: Add a summary: A small text that contains keywords and
describes the content in one line that goes underneath the Title. The
search engine will only look for keywords in the summary

7. Body: Add a detailed upload of the information. This section allows
for limited formatting. Administrators will check formatting and adjust
if necessary

Highlight any text you would like to be a link.

Then click on the link Icon.

You can edit or remove the hyperlink by clicking on linked text.

8. Source: You can add a hyperlink by either pasting existing linked text
or add using the link infographic. Save

9. Video: You can embed a video anywhere in the body of the text by
clicking on the film infographic and pasting the URL in the pop-up
window. Save
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There is an option to add up to five attachments. Click on the ‘Choose File’ button. Navigate to file location in the file
window that opens.

If you need to add more attachments, Click on the “+” icon and an additional ‘Choose File’ button will appear.

MISH Users should consider any privacy, commercial or other obligations prior to uploading any information or
documents on the MISH Website

Once all attachments are added click on the ‘Create’ button.

On submission the upload is sent to be published by the responsible MISH Representative. A confirmation email is
sent out to the member informing them of the content review. Generally users will receive a response from MISH
admin team within 48 hours of the request.

6.4.3 Find a Safety Advisor
Click on the ‘Find a Safety Advisor’ button

This will open up the ‘Contact List’ displaying all the MISH users by name, Job Title and Email Address.
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6.5 Resources and articles

There are 14 category icons as well as the latest articles section.

Within every safety category you can either scroll through the articles, utilise a local search_function or upload safety
content deemed useful for sharing. All uploaded content will be reviewed by an administrator for the purposes of
ensuring quality safety content that is appropriate given the scope and purpose of the site (the administrator does not
otherwise endorse or approve the content of the documents uploaded).
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Safety Alerts

Lessons Learnt

Leading Safety
Practices

Initiatives and
innovations
Register
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Content provided for upload onto the website will remain in
the document originators branded format and include a
nominated contact for further information.

Sometimes called safety alerts or safety bulletins, content in
here normally forms an alert or notification that something
serious has happened, either an injury, near miss or
equipment failure. It is an immediate notification for all Users
of MISH to evaluate their construction activities and systems
in place with the aim of preventing a similar occurrence.

Refer to section 7 of this manual on how to add a new or
search for existing safety alerts.

Safety lessons learnt, or incident learnings, generally comes
after a safety alert, and it contains findings from an
investigation report that outline, key contributing factors of
the incident, environment, controls, and recommended
actions to prevent or reduce the occurrence of that type of
incident in future.

Refer to section 8 of this manual on how to add a new or
search for existing lessons learnt

Formal templated leading practice document that is used to
form part of the submissions for the annual VIDA health and
safety awards. These leading practices are developed by
project offices and their delivery partners.

These are approved for sharing by the Delivery Partners, PO’s
and ODG, and have been peer reviewed.

Often a leading practice publication may have started out as
an initiative in the initiatives and innovations register.

Refer to section 10 of this manual on how to add a new or
search for existing Leading Safety Practices.

This register contains all safety initiatives researched/planned,
trialled, or implemented across VIDA. There are two-types.
Standard initiative, and initiatives that have listed
technologies and further implementation details.

This contains all initiatives, and initiatives can be inputted
from the early planning and development stages and tracked
to completion.

Refer to section 9 of this manual on how to add a new or
search for existing safety initiatives.
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Occupational
Health &
Hygiene

Hazard
Management

Health and
Safety Insights

Psychological
Health and
Safety

Safety Research
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This section of the website will provide opportunities for
Users to share information, successful management
approaches to specific occupational hygiene hazards, training
programs, and proactive and preventive approaches that have
been successfully applied.

Content provided for upload into the website will remain in
the document originators branded format and include a
nominated contact for further information.

This section of the website will provide opportunities for users
to share information, successful management approaches to
physical hazards, training programs, and proactive and
preventive approaches that have been successfully applied on
one or more projects.

Content provided for upload into the website will remain in
the document originators branded format and include a
nominated contact for further information.

This section is different from a formal initiative that goes into
the initiative register that generally will take a lot of planning
development, and different from a leading practice — which is
a formal peer reviewed leading practice factsheet submission
for the VIDA health and safety awards.

This is an informal post to quickly put-up easy wins and to let
everyone know what it is we’re doing that forms part of good
or best practice, is easy to implement and simple to explain.
Things that demonstrate better ways of doing existing tasks

This section will contain information on the new psychosocial
hazards and risks coming out from new legislation. It can also
contain general mental health and wellbeing information

Safety Research is generally research, papers or studies, that
an external party may have been engaged to provide support
to unpack or create.

Content provided for upload into the website will remain in
the document originators branded format and include a
nominated contact for further information.
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Message Board

Critical Risk
Awareness

Lunch and
Learns

Personal Safety

Shares
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This message board is provided to Users to support enhanced
collaboration across major infrastructure projects, the flagging
of emerging safety issues, collective problem solving, the
creation of working groups, the sourcing of information, and
subject matter support.

Please note that this message board facility is not for the
purposes of raising any general matters relating to issues,
concerns or feedback about this website. These types of
matters should be directed to your MISH PO representative or
the MISH Coordinator (refer to the Contact Us section) of the
website.

Refer to section 6.2.6.2 for more on the message board.

Quick reference cards for critical risk information on risks and
characteristics, where and how risks can materialise, and best
practice control measure examples.

Any health and safety presentation or lunch and learns that
have been delivered on any topic.

Information and stories to assist building awareness of risks
and controls through storytelling.
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Any health and safety presentation or lunch and learns that
have been delivered on any topic.

Search for any videos.
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7. Safety Alerts

From the home page to directly get to the safety alert search screen. Either:

Click on ‘Safety Alerts’

Or click on ‘Incidents’, ‘Safety Alerts’

From here you are taken to the Safety Alerts page where you can either ‘Add a new post’ or use the search function to
find safety alerts uploaded to the site.
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7.1 Search for safety alert posts

To search for safety alerts posted on MISH scroll down to the search function,

Enter a key word into the ‘Search MISH Web Articles’ field

Click on the drop-down arrow in the ‘Sort by’ field and select how you want the alerts to appear in the list.
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Click on ‘Search’. The content meeting your search criteria will appear below the search feature, sorted in the method
chosen in the drop-down menu ‘Sort by’.

7.2 Add a new safety alert post

Click on the ‘Add New Post’
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This will open up the ‘Create Post’ page. Click inside the ‘Title’ field

1. Title: Enter the
name of the

2. Thumbnail: Click
the ‘Choose File’
button and navigate
to the image you
want to use with the
alert. Add a
thumbnail image.
Format should be
either jpg, jpeg or
png. For best quality
the image size should
be a minimum width
of 600px.

3. Type: In the ‘Type’ field, select ‘Alert’.

4. Public Post: If this tick box is ticked
anyone that visits the MISH website (even
unregistered users) can view the
article/safety alert.

6. Hazard,
Work Activity and
Related Safety System
— Use the drop-down
list to select the
hazard being
addressed, work
activity it relates to,
and the safety system
covered in the alert.

7. Legislative
update or
requirement: — from
the drop-down select
from:

- No

- Legislative
Update

- Legislative
Requirement

5. Category: Once
‘Alert’ is selected as
the ‘Type’ the
category field will
automatically
populate with
‘Safety Alert’.
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1. Summary: Add a
summary: A small
amount of text that
contains keywords
and describes the
content in one line
that goes
underneath the
Title. The search
engine will only look
for keywords in the

summary.
2. Body: Add a 4. Video: You can embed a
detailed upload of video anywhere in the body
the information. of the text by clicking on the
This section allows film infographic and pasting
for limited the URL in the pop-up
formatting. window. Save
Administrators will
check formatting
and adjust if

necessary.

3. Source: You can add
a hyperlink by either
pasting existing
linked text or add
using the link
infographic. Save

There is an option to add up to five attachments. Click on the ‘Choose File’ button. Navigate to file location in the file
window that opens.

If you need to add more attachments, Click on the “+” icon and an additional ‘Choose File’ button will appear.

MISH Users should consider any privacy, commercial or other obligations prior to uploading any information or
documents on the MISH Website.

Once all attachments are added, click on the ‘Preview’ button to review how all the information looks together.
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Once reviewed click on the ‘Close Preview’ button.

Then click on the ‘Create’ button.
On submission the upload is sent to be published by the responsible MISH Representative. A confirmation email is sent

out to the member informing them of the content review. Generally users will receive a response from MISH admin
team within 48 hours of the request.
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8. Lessons Learnt

Safety lessons learnt, or incident learnings, contains findings from an investigation report that outline key contributing
factors of the incident, environment, controls, and recommended actions to prevent or reduce the occurrence of that
type of incident in future.

From the home page to directly get to the lessons learnt search screen. Either:

Click on ‘Lessons Learnt’ from the navigation menu or the ‘Lessons Learnt icon’ in the middle of the page

This will open up the Lessons Learnt page.
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8.1 Search for lessons learnt content

To search for safety alerts posted on MISH scroll down to the search function. Enter a key word into the ‘Search MISH
Web Articles’ field. In the ‘Sort by’ field use the drop-down to select how you want the materials organised (e.g. Title
Ascending, Descending etc). Then click ‘Search’.

The content meeting your search criteria will appear below the search feature, sorted in the method chosen in the
drop-down menu ‘Sort by’.
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8.2 Add a New Lessons Learnt Post
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Click on the ‘Add New Post’, button from the Lesson learnt page.

1.Title: Enter the
name of the
lessons learnt
article.

2.Thumbnail:
Click the ‘Choose
File’ button and
navigate to the
image you want
to use with the
article. Add a
thumbnail
image. Format
should be either
ipg, jpeg or png.
For best quality
the image size
should be a
minimum width
of 600px

4.Category: tick
the ‘Lessons
Learnt’ tick box

3.0n the ‘Type’
field, select the
drop-down field
then select
‘Article’.
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5. From the
‘Hazard being
addressed’ drop-
down select the
primary hazard
for the lesson
learnt article.

6. From the
‘Work Activity’
drop-down
select the work
activity for the
lesson learnt
article.

7. Related safety system: — select the best fit
related safety system from the drop-down
list.

8. Legislative update or requirement: — from
the drop-down select from:

- No
- Legislative Update
- Legislative Requirement

9. Summary: Add a summary: A small
amount of text that contains keywords and
describes the content in one line that goes
underneath the Title. The search engine will
only look for keywords in the summary.

10. Body: Add a detailed upload of the
information. This section allows for limited
formatting. Administrators will check
formatting and adjust if necessary.

OFFICIAL
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1. Source: You
can add a
hyperlink by
either pasting
existing linked
text or add using
the link
infographic. Save

2. Video: You
can embed a
video anywhere
in the body of
the text by
clicking on the
film infographic
and pasting the
URL in the pop-
up window. Save

OFFICIAL

There is an option to add up to five attachments. Click on the ‘Choose File’ button. Navigate to file location in the file

window that opens.
If you need to add more attachments, Click on the “+” icon and an additional ‘Choose File’ button will appear.

MISH Users should consider any privacy, commercial or other obligations prior

to uploading any information or documents on the MISH Website

Once all attachments are added click on the ‘Preview’ button to review how all
the information looks together.

Once reviewed click on the ‘Close Preview’ button.

Then click on the ‘Create’ button.

On submission the upload is sent to be published by the responsible MISH Representative. A confirmation email is sent

out to the member informing them of the content review. Generally, users will receive a response from MISH admin
team within 48 hours of the request.
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9. Safety Initiatives

On MISH you can either search through the initiatives register for all the safety initiatives researched/planned, trialled
or implemented across VIDA. Or you can upload/create a new initiative. Section 9.1 of this document will show you
how to search the register for existing initiatives and section 9.2 of this manual will take you through the steps on how
to upload a new initiative.

9.1 Safety Initiatives Register

The safety initiatives register is a tool which helps with storing, categorising and searching for initiatives that are being
planned, trialled or implemented across the $100bn of works being undertaken under Victoria’s Big Build.

Main functions include:

e Searching

e  Filtering

e Adding an Initiative

e Editing an initiative (you uploaded)
e  Bookmarking initiatives

To navigate to the safety initiatives register you can:

1) Select it from the ‘Burger Menu’ in the top right corner of the page, then click on ‘Safety initiatives
register’.

2) Or From the ‘Home Page’, click ‘Safety Initiatives’
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3) Or Click on ‘Initiatives’, then ‘Safety Initiatives Register’.

The initiatives register is where you can search MISH for safety initiatives researched/planned, trialled or implemented
across VIDA. There are two-types. Standard initiative, and initiatives that have listed technologies and further
implementation details.

9.1.1 Searching for an initiative in the safety initiatives register

There are multiple ways to search for an initiative. You can choose to use a keyword search “i.e. searching for “hand”
or “hand injury” will locate any initiatives that talk about “hands or hand injuries”.

You can also filter by:

° Who uploaded/is responsible for the initiative
. What type of initiative it is

° Filter by certain keywords

° Status (i.e. completed)

Please note: If you activate a filter, you must remember to remove each filter you have put on before you can ‘see all
records’ again.
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Type any key terms that you think might help locate the safety initiative.

The type to search filled has an autocomplete feature, which will autocomplete your words and give suggestions of
words that come from content in the initiatives register (see example below on ‘hand’).

The search results will be listed showing key details: date, project, status.

You can also decide to browse the initiatives by scrolling down and clicking the next pages

Down the bottom of the page

68



OFFICIAL

You can also decide to browse the initiatives by scrolling down and clicking the next pages

Down the bottom of the page

9.2 Upload a new safety initiative

From the safety initiatives register page you can upload an initiative by clicking on the ‘Create a new safety initiative’
button.

Or from the MISH Home Page you can click on ‘Upload an initiative’.
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Either of these actions will bring you to the ‘Create safety initiative’ page, this is a form that will need to be

‘submitted’

9.2.1 How to fill out the new initiative form

Click in the ‘Title of initiative’ field.

9.2.1.1 Summary details of the initiative

1. Title of initiative — The title should describe what the
initiative is.

2. Summary - Brief description of the initiative (max 150
characters).

What is this initiative? What does it consist of / what did you do? Try
to avoid getting into the "why" - that is covered under aims
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9.2.1.2 How mature is the initiative?
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3. Thumbnail Image — This will be a small image that will sit alongside
the title and description of the idea. Click on ‘Choose File’ to add the
image.

4. Aim of the initiative — Brief description of the initiative (max 150
words).

Why was the initiative undertaken? What problem/risk or issue was it
aimed at? What was the objective?

5. Target audience of the initiative — Select the
intended audience from the drop-down list.

e Employee (internal)

e Delivery Partner (external)

e Employee and Delivery Partner

e Public

6. Who owns this initiative? Project Office — From
the Project Office drop-down list, select the Project Office
that developed the initiative.

7. Location of project (optional field) — Use the
free text field to name the program or package
the initiative belongs too. i.e. site location.

8. Current stage of initiative - At what stage has the initiative reached?
le is it in planning, development, trial, implementation.

9. Current status of initiative - What is the status of work on the initiative?
From the drop-down list select:

- Onhold

- Work in-progress or

- Completed.
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10. Leading Practice Publications — From the
drop-down list.

9.2.1.3 Safety Technology Initiatives

Clicking ‘Yes’ on the question to ‘Safety technology initiatives’ will open the additional fields, questions and details for
safety technologies.

8-9 additional options will appear. All fields are optional. The technology field is to store more information about the
technology, supplier, and costs.

72



OFFICIAL

Field Name Description
Name of What is the name of the technology (free text field)
technology
Name of technology

Type of What is the type of the technology (free text field)
technology

Type of technology
What is the Brief description of what the technology was originally designed for
Intended
application
of
technology
How is the Brief description of what you are using the technology to achieve
technology
applied as
part of the
initiative
Who is the The name of the technology provider or manufacturer
provider of
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Field Name Description

the

technology

Date How many months or days did it take for it to be installed

implemented

Lead time for | How many months or days did it take for it to be delivered
delivery

Up-front How much does it take to acquire
costs

Lead time for | How long does it take before its ready to be installed

installation

Installation How much does it cost to be installed

costs

Special List any special requirements such as skillsets or equipment (e.g. Fitter, Plumber, Electrics,

requirements | Wireless)
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Field Name Description ‘

Maintenance | A brief description of maintenance or calibration requirements (max. 250 characters)
schedule

Estimated How much does this device cost to operate per year
Annual
Operation
Costs

Upgrades Are there upgrades available (if yes — what are they?)
available

Comments
Comments

Please provide any other information that may be relevant (max. 150 words)

9.2.1.4 Adding more technologies to a safety initiative

At the end of filling out the technology details, you can choose to add another technology. You can add up to three
technologies for each initiative.



9.2.1.5 Outcomes of the initiative

9.2.1.6 Taxonomy

OFFICIAL

Results of the initiative - Can this be applied to other projects and
sites. Choose one of the options:

Viable highly suited (everyone should be trying this)

Viable — refinements necessary (it works but needs a little more
effort to improve it further

Unviable — low possibility of further success application (it could
work, but amount of effort required would outweigh any benefits)
Unviable — not suitable (don’t try it)

Still in progress (we are still working on this and can’t make a
determination yet)

Key learnings - A brief description of what you have found (max. 250
words)

What were the outcomes / outputs and lessons learnt? Where did
you get to?

Taxonomy keywords are mostly around activities and hazards. We currently do not sort the initiatives by ‘risk’

3.  Work Activities - Does the initiative relate to specific work
activities? Refer to drop-down list. Leave blank if it is not
specific to an activity.
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Hazards - Does the initiative address specific hazards?
Leave blank if not.

Taxonomy — Systems - Does the initiative address
specific hazards? Leave blank if not.

Is the initiative associated with safety processes or
systems? Leave blank if not. Note - don’t use "risk
management" unless it is a risk management process
improvement or change.

9.2.1.7 Key words and Link

Key Words - Add up to 25 keywords or phrases

describing the initiative, separated by a comma (e.g.
Traffic, e-stops, booms). Think of the things you would
search for when looking for a similar initiative.

Link - paste a link to a supporting website or video. Up
to 5 links can be posted.

9.2.1.8 Supporting document and Contact details

Supporting document - Upload a PDF or image. Up to 5

attachments can be uploaded.

Contact details - Enter your contact details (or the

contact details of the best person to contact to get more

information about the initiative.

9.2.1.9 Review and Submit

Review the information entered into the form and click on the ‘Submit Initiative’ button
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On submission the upload is sent to be published by the responsible MISH Representative. A confirmation email is sent
out to the member informing them of the content review. Generally, users will receive a response from MISH admin
team within 48 hours of the request.
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10. Leading Safety Practice

Developing and publishing a Leading practice
1. Work with delivery partners to find suitable safety improvements and leading practices.

2. Register the proposed Leading Safety Practice on the MISH registration page.

3. Draft the Leading Safety Practice in consultation with delivery partners.

4. Develop the draft with PO Graphics Design Team. (Consider reviewing it with PO internal comms team for a

language/grammar check.)
5. Review and iterate for accuracy and consistency.

6. Submit the Leading Safety Practice by creating a post on MISH.

10.1 Identify an innovation or safety practice / solution

Find a health and safety innovation or practice/solution that is implemented on a VIDA project. Determine if
it is suitable to publish and whether there is sufficient information and learnings to share (refer to VIDA
Guidance on Creation, Publication, and Sharing of Health and Safety Information and Learnings document
and VIDA Health and Safety Awards Procedure).

LSPs that are a significant evolution or enhancement of a previously submitted LSP are acceptable, however
the awards criteria regarding innovation should be noted (VIDA Health and Safety Awards Procedure). It is
recommended the new LSP references the previous LSP submission and what makes it different.

Review the LSP Library and LSP Registration List to check if the proposed LSP has already been submitted or

registered. Repeat submissions or registrations should not be submitted for registered LSPs in development that
appear similar, it is recommended contact is made with the submitter to check if the LSP is the same.

10.1.1 How to search the Leading Safety Practice Register

Go to ‘Initiatives’, ‘Leading Safety Practice Publications’
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From here you can search a number of different ways:
- Click on ‘View LSPs by hazard’ so do a targeted search by hazard
- Click on ‘View all leading practice under development’

Or scroll down and use the search function shown below.
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Enter any key words in the ‘Search’ field
Use the drop-down menu to select how you want the publications to be listed.

Click on ‘Search’ — the list of publications will appear as per the selected search sort preference.

10.2 Register — Submit a leading safety practice idea
To register the proposed LSP through Major Infrastructure Safety Hub (MISH).

Go to the Mish Home Page and click on ‘Initiatives’, ‘Submit Leading Practice Ideas’

This will bring you to the ‘Leading Safety Practice Registration’ Page
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The first four
fields will
automatically
populate
based on
your MISH
user profile.

Description —
Provide as
much detail
as possible at
this early
stage. This
info will be
used to
determine
whether
something
similar exists
already.

Hazard Being
Addressed — Click
on the drop-down
arrow and select a
hazard from the
drop-down list.

OFFICIAL

Title —The
title of the
LSP. Use key
words the
highlight the
theme of the
idea.
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Click on the ‘Choose File’ button and this will open the file directory on your computer. Select the file then click
‘Open’.

LSP# - the website
will automatically
generate the LSP
number. This will be
the unique
identification
number to allow
you to track the
review of the idea.

Published Link —
Leave this field
empty. The MISH
Administrator will

populate this field

Click on the ‘Preview Submission Details’ button.

This will bring the user to a new screen. Review the information in the registration form.
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Once registered an automated response will be sent with an issue number, which is to be applied to the draft and is to
be used to identify and track the LSP.

If further changes are needed, click ‘Go back’ and continue editing the form.

If your happy with the information in the form, click ‘Submit Registration Details’.

10.3 Drafting

To draft content, use the Leading Safety Practice Word Template. It is recommended that content is structured to fit
the one-page format, however if substantial content is required the initiator/graphic designers for the LSP can
structure content into a two-page format. To do this refer to the VIDA Leading Safety Practice Job Owner & Designer
Guide.

It is recommended that to develop the LSP, PO representatives and delivery partners work together to collate,
review and finalise the content. As content is generated and edited the following documents will assist in
providing guidance on what is required from both the initiator and graphic designers working on the
publication. Involving PO communications or media personnel in the drafting phase can help to articulate an
informative and consistent narrative.

VIDA Leading Safety This is a guided form, it provides instruction to the initiator and delivery partners
Practice Word Template on content guidance. Further, the MISH library of published Leading Safety Practices
Publications and VIDA Safety Award Winners represent model LSP’s that are of a high

standard.
VIDA Leading Safety This is a guide for both coordinators and for graphic designers. It provides
Practice Job Owner & requirements for content positioning for the graphic designers of the POs
Designer Guide Communication team as well as outlines for the initiator (i.e., job owner).
VIDA Leading Safety This is a guide on how to upload and publish Leading Safety Practices. This guide

Practice Design Templates should be supplied to designers to transfer the drafted content provided from the
Leading Safety Practice Word Template into a publishing format.

84


https://dtpli.sharepoint.com/:w:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Word%20Template%20-%2020240212.pdf.docx?d=w584a542b72a7473699669824ab76bbe5&csf=1&web=1&e=ItOSlK
https://dtpli.sharepoint.com/:b:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Job%20Owner%20%26%20Designer%20Guide%20-%2020240612.pdf?csf=1&web=1&e=zTzya0
https://dtpli.sharepoint.com/:b:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Job%20Owner%20%26%20Designer%20Guide%20-%2020240612.pdf?csf=1&web=1&e=zTzya0
https://dtpli.sharepoint.com/:w:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Word%20Template%20-%2020240212.pdf.docx?d=w584a542b72a7473699669824ab76bbe5&csf=1&web=1&e=ItOSlK
https://dtpli.sharepoint.com/:w:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Word%20Template%20-%2020240212.pdf.docx?d=w584a542b72a7473699669824ab76bbe5&csf=1&web=1&e=ItOSlK
https://dtpli.sharepoint.com/:b:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Job%20Owner%20%26%20Designer%20Guide%20-%2020240612.pdf?csf=1&web=1&e=zTzya0
https://dtpli.sharepoint.com/:b:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Job%20Owner%20%26%20Designer%20Guide%20-%2020240612.pdf?csf=1&web=1&e=zTzya0
https://dtpli.sharepoint.com/:b:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Job%20Owner%20%26%20Designer%20Guide%20-%2020240612.pdf?csf=1&web=1&e=zTzya0
https://dtpli.sharepoint.com/:u:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Design%20Templates%20-%2020240612.zip?csf=1&web=1&e=ydOptb
https://dtpli.sharepoint.com/:u:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Design%20Templates%20-%2020240612.zip?csf=1&web=1&e=ydOptb

OFFICIAL

10.4 Develop the draft with PO Graphics Design Team

To publish the LSP in a consistent format & layout, the LSP draft needs to be shared with the PO Graphics
Design Team. The initiator must provide their PO Graphic Team with the Leading Safety Practice Design
Templates. This will assist drafting the content into the publishing format. Review of the design draft should
occur prior to finalisation to ensure it meets the initiators requirements.

The VIDA Leading Safety Practice Design Templates are a guide on how to upload and publish Leading Safety Practices.
This guide should be supplied to designers to transfer the drafted content provided from the Leading Safety Practice
Word Template into a publishing format.

10.5 Submit Leading Safety Practice (Upload finalised Leading Practice Publication to
MISH).

Once the LSP has been finalised the document must be published as a Leading Safety Practice by creating a
post on MISH. Refer to Uploading finalised Leading Practice Publication to MISH for instructions on
completing this step.

From the MISH home page, click on ‘Initiatives’, ‘Leading Practice Publications’

Click on ‘Submit a finalised leading practice for Safety Award Consideration’.

85


https://dtpli.sharepoint.com/:u:/r/sites/MTIA-HS-HUB/Shared%20Documents/Knowledge%20%26%20Collaboration/Health%20%26%20Safety%20Awards/ODG%20VIDA%20Safety%20-%20FINAL-%20VIDA%20Safety%20brand%20-%20Leading%20Safety%20Practice%20Design%20Templates%20-%2020240612.zip?csf=1&web=1&e=ydOptb

OFFICIAL

Leading Safety Practice publication

Leading Safety Practice Publication Procedure - guidance on how to create, publish and share Leading Safety

Practices

Uploading finalised Leading Practice Publication to MISH - guide on how to upload and publish Leading Safety

Practices

VIDA Guidance on the creation, publication & sharing of health and safety information and learnings

. Title—The

title of the
LSP i.e. ‘Fit for
Work,
Healthy for
Life’.

. Thumbnail -

Press the
‘Choose File’
button and
select a image
to accompany
the LSP.

. Type —For

‘Type’ select
‘Article’.

In ‘Category’
selection,
choose
‘Leading
Safety
Practice’
Publication’.

Hazard, Work
Activity and
Related
Safety
System —
Categorise
accordingly,
these
categories
help users
find relevant
content.
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6. Legislative

update or
requirement
— Use the
drop-down to
select the
appropriate
value.

. Summary -

This will be
the abstract
below the
Leading
Safety
Practice Title.

Body —
Descriptive
content in the
leading safety
practice.
Column
headlines
formatted as
bold and
paragraph
reformatting
if copying in.
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9. Source —
Leave blank.
10. Video -

Provide a link
to YouTube if
available.

Attachments - Attach finalised Leading Safety Practice by clicking on the ‘Choose file’ then navigating to the file
location and pressing OK.

Click on ‘Create’, then wait for the LSP to upload.

Once complete a thank you message will pop up on the screen.
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11. Feedback

We have a feedback function on MISH where Registered Users can leave feedback for the MISH administrators. Click
on the burger menu.

Click on ‘Feedback’.

Use the free text field to leave any comments/suggestions

MISH User Guide | 11. FEEDBACK | 89

OFFICIAL
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You can also leave feedback through thumbs up or thumbs down on most pages to indicate if you are happy with the
site

Most pages will have the experience bar, and it allows Users to indicate if the page was useful.

12. Member Search Area

This is accessible via the right-hand side hamburger menu and provides a
global search function for all safety categories.

The member search area will contain all the latest articles sorted by most recent to oldest.

Members Area
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13. Commenting on Articles

MISH allows you to leave comments on articles. The commenting function is normally down the bottom of the page.
You can leave a comment by clicking ‘write a comment’.

You can also reply directly to a comment by selecting the comment you want to reply to and pressing ‘reply’.

The user that posted the comment will receive notifications if someone replies to them. This helps notify them to
check their comment and prompt them to reply if necessary.
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14.MISH Public Area

MISH has a public facing home page, which is accessible by everyone. This section has a public ‘Safety Initiatives
Register’ section and search functionality. It allows people to see some basic information about a safety initiatives,
and to search through them. But to access additional information, they will need access to login. This keeps contact
details, and sensitive information safe and secure. Public users will only be able to see the title and brief description.
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15.MISH FAQs

The frequently asked questions below have been compiled from a series of questions most commonly asked by

users of MISH

Question

Answer

Where can | access the MISH
website?

Can anyone join MISH?

| see other organisations on
MISH that aren’t related to VIDA
or SRLA. Does that mean
everyone can join MISH?

What is the definition of a
‘Major Infrastructure Project’?

Can anyone see the MISH
Website?

What can we do on the MISH
Website?

Can | edit or delete my uploaded
material, posts or meeting
board comments within MISH?

Who looks after the MISH
Website?

Who is the MISH administrator

You can access the MISH from mish.vic.gov.au. Access to the MISH requires registration.

No — membership is by invitation only for personnel working on VIDA and SRLA (client side
and delivery). Individually issued memberships are not transferrable.

Membership is intentionally limited to ensure we maintain the confidence and integrity of this
collaborative website.

Other government client organisations may be on MISH for testing and trialling purposes.
SprayLine Road Services is also on MISH.

SprayLine Road Services are government entities under the Department of planning and
transport (DPT) which VIDA is a part of. At the end of the trial period the departments will
need to determine if they wish to stay on. If they do, and the change is approved by the Safety
Directors and EXCO, the MISH framework will be re-written to include them.

A project that is partially or fully government-funded (Federal or State), involves the building or
development of infrastructure to facilitate the movement of people and/or goods for various
social and business reasons, and has a project value of more than $1 billion.

No MISH content can be seen without logging in.

Registered members have access to the entire website.

They can; view, upload and comment on material, posts or alerts, take part in a discussion
forum, make direct contact with a relevant project (contact information is provided) to obtain
further detailed information, advice and copies of posted material.

*Uploaded material goes through a review and editorial process by the VIDA MISH
Administrator to ensure the material is suitable, current, and provides a value add to the
website and other MISH members.

Members cannot directly edit or delete any posts or comments they have made, but can
make these requests to the MISH Administrator (see contact us details) to make edits or to
request a deletion.

It is recommended that members take care when posting their articles to ensure the material
is correct, has been created by the member, or the member uploading the material has
obtained the relevant approvals to upload the material by the originating author and/or
project.

All material uploaded into MISH remains in the originators branded format, and continues to
be owned by the originator or authorised member (person and project).

Material can be withdrawn, amended and resubmitted etc. at any time by contacting the MISH
coordinator.

The Victorian Infrastructure Delivery Authority (VIDA) currently administers the
website.

VIDA designed, funded and developed this website. Contributing organisations fund the
website.

ODG - Nigel Fam. Nigel.fam@mtia.vic.gov.au , 0429386334
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Who are the MISH
Representatives

What is the governance
approach for MISH?

How will sensitive materials be
managed on the MISH Website?

Why can’t | see material |
submitted on the MISH
Website?

How can feedback be given on
the MISH Website?

Can | post information on behalf
of another organisation or
project onto MISH?

Are there any restrictions on
what material | can upload or
posts and comments | can make
on the MISH Website?
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Level Crossing Removal Project (LXRP) —Debra Azzopardi,
debra.azzopardi@levelcrossings.vic.gov.au

Rail Projects Victoria (RPV) —=Bronwyn J Hayden bronwyn.hayden@railprojects.vic.gov.au

Major Road Projects Victoria (MRPV) including NELP and WGTP —Atalina Leaupepe
(atalina.leaupepe@wgta.vic.gov.au) & Emily Kempf
(emily.kempf@northeastlink.vic.gov.au)

Suburban Rail Loop Authority (SRLA) — Wahid Badea, wahid.badea@srla.vic.gov.au

Victorian health building authority (VHBA) — John Fiel, john.feil@health.vic.gov.au

MISH representatives and the MISH Coordinator will meet monthly to oversee the
management, governance and change management processes of MISH.

Major functional and funding decisions will go to the MTIA Director safety strategy meeting for
approval.

The MISH member uploading the material onto the website is fully responsible.

While the website is exclusive and secure, the submission of material that is considered
‘sensitive’ or ‘confidential’ is not recommended.

Material uploaded should be suitable to share within MTIA and delivery partners.

The MISH website has been developed in accordance with Victorian Government guidelines,
including the achievement of relevant security requirements.

Material can be withdrawn, amended and resubmitted etc. at any time by contacting the MISH
administrator or MISH PO representative.

There will be a short delay between uploading the material onto the website and it being
visible.

There is a short delay as the website takes time to update.

You can provide feedback to VIDA regarding the MISH website through the ‘Contact Us’ link
on the website. http://www.mish.vic.gov.au/contact-us

You can also provide your feedback to your MISH PO representative, who will bring it for
discussion at the monthly meeting.

No. Not without obtaining the relevant approvals to upload the material by the originating
author and/or project.

Approval could also include the specific request to share a Safety Alert, or other relevant safety
documents. This approach would also be considered to be implicit permission to upload to the
website.

The MISH Code of Conduct and User Guide provides further details regarding what is
considered to be suitable material and for posts and comments for the MISH website.

Material uploaded into MISH should have;

e potential to be transferrable for other MISH project members (e.g. create ideas
and opportunities to modify application etc.),

e provide important visibility across multiple major infrastructure projects,

e encourage opportunities for collaboration, problem-solving and networking.

The MISH Administrator’s review of uploaded material is designed to provide further
validation, using the parameters noted above, that materials, posts and comments are
appropriate.
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Why was the MISH initially
developed?

What are the benefits of using
MISH

I’'m receiving too many MISH
emails can this be reduced?

I am having difficulties with
MISH website, where can | get
help?

What format is preferable for
content upload?
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Quality material will ensure the value and longevity of the MISH.

Further oversight and governance will be managed via the MISH Steering Committee,
once established.

All material uploaded into MISH remains in the originators branded format, and continues
to be owned by the originator or authorised member (person and project).

Material can be withdrawn, amended and resubmitted etc. at any time by contacting the
MISH coordinator.

VIDA engaged the services of Deloitte to conduct some research in 2017, including surveys
and focus interviews with representatives from several key major infrastructure projects
(both client and contractor facing) to see if there was an interest and appetite to work
collaboratively on relevant health and safety matters.

This resulted in MISH being developed and designed in 2019, and piloted in 2020 with
several major government client-side projects including Sydney Metro, Brisbane Cross
River Rail and New Zealand’s City Rail Link.

At the end of 2021 MTIA reassessed findings and feedback from the pilot.

In 2022, MISH was pivoted and refocused to be a repository just for VIDA and its delivery
partner, and in 2024, MISH was expanded to include Suburban Rail Loop Authority,
completing the loop on Victoria’s Big Build.

Every organisation has a safety repository where they store all their safety information,
however this generally cannot be accessed or shared by others.

MISH will enable delivery partners and project offices across MTIA to share critical
incident safety learnings, safety alerts, leading practices and safety research.

Members only receive the following emails:
¢ 1 MISH newsletter every month
¢ Notifications when
o You submit an article
o When the article has been published
o If someone has left a comment on your article

If you are receiving too many emails please contact the MISH administrator to discuss
your needs.

Members can modify their MISH notification preferences by going into the ‘Profile’
section of the website and making relevant changes.

The MISH website is designed to be intuitive for users, however further support can be
obtained by contacting the MISH Administrator. http://www.mish.vic.gov.au/contact-us

Or contact the MISH administrator, Nigel Fam. Nigel.fam@mtia.vic.gov.au ,
0429386334

PDF, Word, image or videos can be uploaded where content provided for upload onto the
website will remain in the document originators branded format and include a nominated
contact for further information.
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What is the image size preferred
for Article Upload?

Is there any delay between
content approval and publish?

Where can | access my Account
Profile?

How can | reset my password?

| have uploaded a link to my
video and it’s not working?
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There is no preferred image size except for the format to be either jpg, jpeg and png

Yes, it will take an hour for the article/alert etc. to be available online after you receive an
email confirmation.

Please select “Profile” option under right hand hamburger menu. You can also edit your details
via the edit my profile Icon on the right corner.

Access the “forgot my password” link available via the login page. If you are already logged on,
please logout to access the link.

A direct link to YouTube or Vimeo needs to be loaded via the upload form for the videos to be
embedded in the article/alert.
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