
Oceanic Offshore
Employee Induction



A bit about Oceanic Offshore..
Kevin Nuttall began diving off the Pilbara Coast in the North of Western 
Australia in 1972. This was the start of a lifelong ambition to have a diving 
company, based in the North West, which would service the requirements 
of local industry and government instrumentalities and the Oil and Gas 
Sector.

Kevin formed Oceanic Offshore Pty Ltd in March 1997 with the aim of being 
Australia’s most diversified independent air diving company, owned by 
Australians, operating out of Western Australia.

Oceanic Offshore is now managed by his sons Troy and Glen 
Nuttall. After starting out as a small family business operating out 
of Mermaid Marine Supply Base with a small dive team and one 
receptionist. Oceanic has since grown from strength to strength 
and today operates with multiple Dive Teams from locations across 
the Pilbara and is recognised locally as one of Western Australia’s 
leading providers of commercial air diving and marine services.

Please click here to view the Capability Statement.

../../Corporate%20Policies%20DA-A-OT-/DA-A-OT-012%20Oceanic%20Offshore%20Capability%20Statement%202022.pdf


Oceanic Offshore Management Structure 



Oceanic Offshore management has a duty and is committed to provide and maintain so far as is 
practicable a working environment that is safe with minimal risk to health and includes:

The provision and maintenance of a work 
environment without risks to health and safety.

The provision and maintenance of safe plant and 
structures.

The provision and maintenance of safe systems of 
work.

The safe use, handling and storage of plant, 
structures and substances.

The provision of adequate facilities for the welfare 
at work of workers in carrying out work for the 
business or undertaking, including ensuring access 
to those facilities.

The provision of any information, training, 
instruction or supervision that is necessary to 
protect all persons from risks to their health and 
safety arising from work carried out as part of the 
conduct of the business or undertaking.

That the health of workers and the conditions at 
the workplace are monitored for the purpose of 
preventing illness or injury of workers arising from 
the conduct of the business or undertaking.



Take reasonable care for the worker’s own health 
and safety

Take reasonable care that the worker’s acts or 
omissions do not adversely affect the health and 
safety of other persons

Comply, so far as the worker is reasonably able, 
with any reasonable instruction that is given by the 
person conducting the business or undertaking to 
allow the person to comply with the WHS Act

Cooperate with any reasonable policy or procedure 
of the person conducting the business or 
undertaking relating to health or safety at the 
workplace that has been notified to workers

Any employee has the right to stop work should he 
or she find themself in a position which may pose a 

threat to the safety of themselves or others.



} Health and safety is an integral part of 
the company’s activities. It serves to 
ensure Oceanic Offshore meets the 
obligations of its internal Health & 
Safety Policy and the relevant Western 
Australia Work Health and Safety 
Legislation, including; 

} The Offshore Petroleum and 
Greenhouse Gas Storage Act 2006

} Specifically the Offshore 
Petroleum and Greenhouse Gas 
Storage (Safety) Regulations 2009 



Oceanic Offshore has a quality system in place 
to ISO 9001 which means the following:

§ A commitment to continuous improvement 
§ Written policies
§ Written procedures and work instructions 
§ A document control system 
§ Verification by audits 
§ Accreditation to AS/NZS ISO 9001 Standard



} First Aid
◦ First Aid kits are 

located at the “clean 
room” in the shed and 
the area behind 
reception should you 
require them. 

} Emergency evacuation 
Plan and Procedure
◦ The emergency 

evacuation plan is 
located at all building 
exits.

◦ The Emergency 
Evacuation Procedures 
are on display at the 
Safety Bulletin Board

} Emergency Muster 
Point
◦ Located at the front 

gate.
} Fire Safety and any 

other relevant 
information
◦ Shown on the 

Emergency Evacuation 
Plan  and Procedures 



In the event of a diving 
emergency the diagram 
to the right dictates the 

process of 
communication to be 
followed – unless an 

alternative is 
specifically detailed on 

your project. Please 
check with your 

supervisor or manager 
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} Safe work practices, procedures and manuals 
are available for your use. Please make your 
self familiar with these, as copies are available 
in the workshop, on all company vessels, work 
sites and are available when requested.



All PPE  will be provided 
} Overalls 
} Gloves
} Hearing Protection 
} Face Shields
If you don’t have it please ask for it!
PPE must be worn as per our Safe Operating 
Practice for PPE  and there is a PPE Matrix 
displayed in the workshop for information. 



Please Note: DA-A-FM-071 Pre-Start / JHA Checklist shall be utilised for ALL 
diving operations regardless of the availability of a client system.

Typically Oceanic Offshore will adhere to the clients onsite Permit to Work 
system.  In the case that this is no on site permit to work system the Oceanic 
offshore Permit To Work Procedure (DA-S-PR-002) shall be adhered to.

Examples of typical Permit to Work required situations and the relevant permits 
include:

Working aloft/over side: DA-A-FM-194 Cold Work Permit
Maintenance of ships side sea valves : DA-A-FM-194 Cold Work Permit
Onshore Diving operations: DA-A-FM-071 Pre-Start / JHA Checklist 
Offshore Diving Operations: DA-A-FM-191 Diving work Permit
Electrical: DA-A-FM-192 Electrical Work Permit
Confined space: DA-A-FM-193 Confined Space Written Authority
Welding/Hot work: DA-A-FM-195 Hot Work Permit



A danger tag shall be attached to the main isolating 
switch, valve or other positive isolating device on a 
unit, whenever a danger is posed to the individual 

from the operation of the machine, equipment or the 
flow of the energy source.

The main function of a Caution / Repair tag is to 
provide information about the maintenance, servicing 
or operating requirements of a piece of equipment.

A yellow Out of Service Tag system designed to place 
out of test, faulty or unsafe plant or equipment out of 

use in order to prevent damage to the plant or 
equipment. 

Lock provides a means of warning others that 
equipment, machinery, or a device has been de-

energized and locked out and it must not be operated. 
Any lockout shall ensure all persons placing locks can 

be identified. The locks shall be red in colour 
displaying the standard ”DANGER” , ”DO NOT 

OPERATE”, and a place to describe reasons for the 
lockout.

Isolation of plant to 
facilitate activities such 

as maintenance, 
installation, inspection, 
testing or cleaning is a 
normal everyday event 

carried out by our 
employees. Isolation will 
necessarily involve the 

de-activation of all 
relevant energy sources, 

and is also likely to 
require the 

implementation of other 
safeguards.

Do NOT remove another persons isolation device.



} Casual contract of Employment discloses Wages and 
Terms for Divers and Vessel Crew. 

} Full Time Personnel have a letter of appointment 
stating Salary, Terms and Conditions. 

} Wages paid monthly via direct deposit 
on the last working day of the month. 

} New Employees will receive a Casual Contract / Letter 
of Appointment along with a position description for 
their new role. 

} To be discussed if required. 
} Copies in Employee File. 



} Oceanic Offshore has an Accident – Incident 
– Near Miss Reporting Procedure

} Oceanic Offshore treats all accidents, 
incidents and near misses to personnel or 
equipment seriously and they shall be 
reported to the below personnel:

Incident must be reported as soon as practical following the event, 
but must not be outstanding at the end of a shift. 

Incident Occurs

•Incident Witness

Event Notification 
Completed

•Direct Supervisor (Master or Dive Supervisor)

Event Reported to 
and Investigated 

by.

•Dive Superintendant or
•Operations Manager or
•QSE Manager



Oceanic Offshore have initiated a Behavioural Based Safety Program to aid in identifying 
behavioural related injury and incident opportunities in the working environment.  This will help 
to assist in eliminating such occurrences by taking a pro-active approach to ensure employees are 
actively participating in improving the safety culture at Oceanic Offshore and will help 
management to determine behavioural based weaknesses and opportunities for improvement 
within the Health and Safety Management System.

Behavioural Based Observations are required to be completed once a 
week for all offshore projects and projects which are anticipated to extend 
further than one week.

Behavioral based observations may include some of the following examples 
however are not in any way limited to:
} Task Knowledge: Did the employee / employees have knowledge of the task at hand and 

understand what to do and how to do it?  Did they select the right equipment to be used and 
understand how it should be used and what precautions they were required to take, ie. 
Isolations, PPE

} Physical Capabilities: Were the employee / employees physically capable of carrying out the 
task at hand in a safe manner and productive manner?

} Communications: Were communications clear and were all instructions received and carried 
out as instructed?  If not what prevented this?

} Timeline: Were actions completed in a timely manner? If not what was the cause of this?



} Oceanic Offshore has a risk Assessment 
and Risk Management Procedure

} The purpose of this procedure is to assist 
management to identify, assess and 
manage risks in the workplace. 

} Employees are required to participate  in 
risk assessments and report Hazards as 
soon as possible. 



} At Oceanic Offshore a hazard register has been developed to 
identify the final risk rating of daily activities. 

} All employees are encouraged to review the hazard register to 
have a clear understanding of all hazards involved – this can 
be found at the below link.

} Doc No.: DA-S-RG-005 Hazard Register

The following 5 slides depict the Oceanic Offshore Risk 
Assessment Matrix and highlight a selection of the 
hazards associated with Oceanic Offshore works.  These 
are not conclusive of all risks; please view the above 
register for a comprehensive list of hazards associated 
with Oceanic Offshore works.

file:///%5C%5CSbs11%5Coceanicdata%5CQuality%2520Safety%2520Operational%5CQuality%5CQuality%2520Presentations%2520DA-Q-PN-%5CDA-Q-PN-001%2520Oceanic%2520Offshore%2520Employee%2520Induction%5CHyperlinked%2520Docs%5CDA-S-RG-005%2520Hazard%2520Register.xlsx












} Chem Alert System Utilised.
} Safe storage and PPE available.
} MSDS files available at the following locations: 
◦ Behind the reception area
◦ In the “clean room” in the shed area
◦ In the white hazardous substance locker
◦ Inside the yellow hazardous substance container
◦ On company vessels

} Oceanic SWP Available for Hazardous Substances. 



Each employee is responsible to 
ensure their own fitness for 
work is not compromised by 
any condition whether it is 
physical or mental and is to 

alert their supervisor to 
anything that may affect their 

work.

All employees must comply with 
the Oceanic Offshore Fitness for 

Work Policy.



} Oceanic Offshore has a ZERO 
tolerance policy against alcohol and 
drugs.

} Employees will be subjected to pre-
employment screening and random 
drug and for cause testing throughout 
employment. 

} Any employee or subcontractor who 
fails or refuses the test will be subject 
to normal Company disciplinary 
measures which may include 
dismissal.

} Employees must disclose medications 
likely to affect work performance to 
Supervisor. 



} Rehabilitation Policy and 
Insurance are in place for 
employees with work related 
injuries or illnesses. 

} Every effort will be made to 
assist employees in an early, 
safe return to meaningful and 
productive work in 
consultation with the employee 
and medical practitioner. 

} A return to work program will 
be developed where required. 



} Oceanic Offshore has a smoking 
policy which states smoking is not 
allowed in any enclosed public 
space in the company workplace.

} Smoking as per government 
regulations is also banned 5 metres 
from building entrance and 10 
metres from air conditioning vents.

} Employees are required to discuss 
smoking breaks with Site Supervisor 
regarding appropriate time and 
convenience to Company and 
Employee. 

} Correct disposal of Cigarette Butts 
into Smoking Bins provided. 



} Oceanic Offshore has an 
Environmental Policy in place which 
aims to eliminate all incidents that 
could result in damage to the 
environment .

} Oceanic Offshore complies with all 
relevant environmental legislation 
and regulations.

} All employees will be held 
responsible for environmental 
protection measures for the activities 
that they control. 



} Oceanic Offshore 
management acknowledge the 
significance of health and 
safety in its working 
environment, therefore they 
recognise their duty and are 
committed to provide, 
implement and maintain so far 
as reasonably practical a safe 
working environment with 
minimal risk to health. 

} All employees are to present 
themselves fit for work, retain 
a duty of care for their and of 
others health and safety in the 
workplace at all times. 



} The company realises the 
importance of continuous 
development in employee 
training to maintain and 
enhance the quality of service 
the company provides. 

} Oceanic Offshore aims to 
encourage individuals to 
continually develop their 
skills and abilities to meet the 
business goals and to realise 
their own personal potential 

} Training and development 
opportunities can be raised 
by any employee at any time 
during their employment. 



} Oceanic Offshore are 
committed to actively engage 
and encourage open and 
effective communication. This 
is vital for good employee 
relations, pertaining to 
effective consultation for the 
continuous improvement of the 
companies integrated 
management system. 

} Effective participation and 
consultation ensures that all 
employees are aware of their 
roles, responsibilities and their 
associated accountabilities. 



} Oceanic Offshore have 
appointed working hours to 
ensure employees have 
adequate breaks. The employer 
has a duty of care in fatigue 
management, it is also expected 
of the employee to have equal 
responsibility to ensure they are 
not fatigued for work. 

} All action will be undertaken to 
ensure there is only a maximum 
of 12 hours worked a day. If 
works is to extend past this 
point consideration into the 
nature of work will be assessed 
and consultation will take place 
with the effected employees. 



} The recruitment and selection
process at Oceanic Offshore is based
on the following principles:
• Selection is merit-based
• The process is confidential
• The process provides a positive experience

for applicants
• Oceanic Offshore’s employer reputation is

represented and promoted
• Recruitment and selection is preceded by

planning in relation to the organisational
structure; job analysis, job design; position
descriptions/position outlines, including
selection criteria

• There is Management consent and support to
establish the position



} Oceanic Offshore is committed to
responsible social and ethical behaviour
from all employees. This policy clarifies
the standards of behaviour that Oceanic
Offshore expects and promotes for all
employees.

} Our employees contribute to the
success of our organisation and that of
our Clients. Oceanic Offshore fully
endorse that all employees are not
deprived of their basic human rights.
Furthermore, our employees have an
obligation to the Business, our Clients
and themselves to observe high
standards of integrity and fair dealing.
Unlawful and unethical business
practices undermine employee and
Client trust.



} To prevent injury the correct lifting techniques must be 
used. 

} For example: 
Less than 20kg / 1 person by hand 
(Equivalent of 35Tn Shackle or 25L Drum) 
35-85kg (Equivalent of 85Tn Shackle) 
Requires 2 man or mechanical means

} Oceanic have a number of mobile plant available for use 
i.e. Forklifts, Crane. 

} Do not operate without appropriate licence.
} Oceanic Offshore Safe Work Practice Available



The following will be discussed by your 
Supervisor 

} Points of contacts; Supervisor / Client
} Operational procedures relevant to the 

task(s) to be undertaken and reasons 
for the procedures.

} Vessel/wharf isolation procedures. 
} The completion of a Job Hazard 

Analysis. 
} Requirements for Pre Start Meeting.
} Equipment Inspection & Maintenance.
} Site Familiarisation. 



•8am – 4pm 
•Monday – Friday 

Oceanic Office 
Personnel 

•7am – 5pm 
•Monday – Saturday

Workshop 
Personnel

•Onshore – 8 hour day 8am – 4pm excluding overtime. (Overtime 
calculated at 1.5 hours first two hours and double time thereafter for 
weekdays and Saturday. Sunday Calculated at Double Time. 

•Public Holidays Double Time and a Half.)
•Offshore - 12 hour Shifts as Directed by Projects. 

Dive Personnel

•8 – 12 hour Shift as Directed by 
Projects. 

Vessel 
Personnel



Time Sheets and Diving Operations
} Employees must hand in Time Sheets, Diving Operations 

Reports and Vessel Logs on a daily basis or weekly for long 
term works. Time sheets not handed in a timely manner, will 
not be processed in time for Pay Day. Diver Hours will be 
recorded in DOR’s but Yard Sheet must be completed for 
additional hours in excess of 8 hour day. 



} Security: The last employee, or a designated employee, who leaves 
at the end of the business day assumes the responsibility to ensure 
the following for each area below:
◦ Office - doors are securely locked, air conditioning systems are 

turned off, and all appliances and lights are turned off with 
exception of the lights normally left on for security purposes

◦ Workshop - Machinery (welders) and operating areas have been 
secured and are in a safe condition (cutting gasses), lights have 
been turned off and that shed doors are locked.

◦ Yard - Machinery (forklift) and operating areas have been 
secured and are in a safe condition (gasses) and that the main 
gate is closed.

} Fuel Cards are to remain in designated vehicle. If missing please 
report. 

} Parking Areas are provided for onsite, please utilise these. 
} Vehicles / Vessels are to be secured. 
} Gate Passes for Hampton Harbour.
} MSIC Security Zones are adjacent to property and report suspicious 

activities.  
} Telephone and Computers are for business use only. Internet usage 

and email messages are public and not private. Oceanic reserves the 
right to access and monitor all files and messages on its systems.

} Intellectual Property - Employees who improperly use or disclose 
confidential business information will be subject to disciplinary 
action, including termination of employment and legal action.



} Good housekeeping on all job sites and workshop areas.
} Tidy things up and put back where found. 
} No rubbish of any kind to be left lying around. 
} Keep Walk ways and Emergency Equipment such as Fire 

Extinguishers free from obstruction. 
} Ensure Tools and Machinery are stored, clean and secure. 
} If skip bin requires emptying please advise Reception. 
} Ask if you don’t know. 
} Housekeeping Inspection may be conducted by Supervisor. 

OFFICE
Do not leave dishes 
in sink. Please wash 

or put in the 
Dishwasher. 

Fridge will be 
emptied on weekly 

basis. Please dispose 
of old food. 

Kettle and Coffee 
Machine Filtered 

Water Only and Milk 
Jug to be put back in 

fridge. 

Please clean 
Microwave after use. 

Please show 
consideration to 

other employees and 
clean up after 

yourself. 

Descaling of Machine 
or any items 

required, please let 
Reception know. 



} Motor vehicles are only to be driven by company employees who have an 
in-date driver’s licence. Copies of Licence to be stored on employee file. 

} Trucks are only to be driven with appropriate licence class. Assistance 
can be given to obtain truck licence. 

} Oversize signage to be utilised where appropriate. 
} Vessels and Mobile Plant are also only to be driven by company 

employees with appropriate licence/ticket. 
} Laminated Daily Vehicle Checks Cards are available in all vehicles to be 

used as a guide.  
} A vehicle first aid kit is located in each vehicle.
} You are responsible for the safety of your passengers - follow all WA 

road rules and marine regulations at all times.




