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Introduction

Our workplace Mission

Our workplace Mission is to deliver an outstanding service to our customers. We pride ourselves on training the best staff to deliver results to both our organisation and our clients/customers.

We strive to exceed all customer, staff and company expectations. We will provide high levels of customer service and financial returns by focusing on our:

PEOPLE, PRODUCT, CUSTOMER and PROFIT

Our values that support the management function are:
· To strive to provide a work environment where employee safety and well-being are paramount
· To establish and maintain open communication, respecting confidentiality where appropriate and when requested
· To recognise the achievements of staff and let them know when they have performed well
· To conduct all relations with staff in a fair and respectful manner
· To be honest
· To be flexible

About 
Our workplace is located at…
Our workplace has approximately…     staff, including… fulltime and … casual. 
Our workplace has always been a safety first company. 

Our workplace Organisational Chart

 (
Directors
General Manager - 
Asst. 
Manager 
–
 
Duty Managers – 
OHS Provider –
Smart OHS™
Contractors
Staff
OHS Managers – 
)
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Reference: OHS001
Occupational Health and Safety (OHS) Policy

Obligations
Our workplace and its Directors recognise its moral and legal obligations to provide a safe and healthy working environment for employees, contractors, customers/clients and visitors. We are committed to implementing and maintaining a clear, thorough OHS Management System that has the support of everyone in the organisation. We use Smart OHS as our OHS Management System.

Objectives
Our workplace will:

· Provide safe plant and systems of work
· Provide written procedures and instructions that ensure safe systems of work
· Ensure compliance with OHS legislation and current industry standards
· Provide training, information, instruction, and supervision to all employees, contractors, visitors and customers to ensure their health and safety
· Provide assistance and ongoing support to employees regarding OHS

Responsibilities
All staff are responsible and will be held accountable for implementing this policy. Management will be responsible for actioning requests from staff. This will be measured by performance reviews by way of Quarterly Documentation and Training Reviews undertaken by using the Smart OHS system.

 Management will:

· Provide a workplace in a safe condition
· Be involved in developing, promoting and implementing health and safety policies and procedures
· Train employees in the safest method to perform their work tasks
· Provide adequate resources and information to meet our workplaces’s commitment to Occupational Health and Safety

Employees will:

· Follow all procedures detailed within the our workplace OHS Policy and Procedures
· Report any injury, illness, hazard or unsafe work practice to Management as they occur

Application of Our workplace OHS Policy
This policy applies to Our workplace and all its operations, which then applies in situations where employees are required to perform work functions off site.

Consultation
As per the relevant OHS legislation, our workplace understands and is committed to consultation with all its employees with regard to workplace health and safety. This workplace has Managers who will be the first point of contact for all employees regarding issues relating to OHS.


Policy Authorised: __________________ (General Manager/Business Manager)    

Date: _____________      Next Date of Review: ___________________ (12 months)





Reference: OHS002
Management and Legal Responsibilities for OHS

Purpose: To identify and highlight the key Management responsibilities for OHS as determined by the Occupational Health and Safety (WHS) Act  and the Occupational Health and Safety Regulation.

Scope: This policy is to be understood by all, but is to be specifically targeted at Management.

Responsibilities:

Directors
The Directors accept that they are ultimately responsible for OHS in this workplace. With that in mind, they have set aside resources and a budget for OHS, to be used for the following:
· OHS Provider and Audit costs (where applicable)
· Provision of information and accessing publications and information relating to OHS
· Maintenance of the built environment of the workplace including the immediate assessment and control of any identified hazards

Management
The General Manager and Assistant Managers are responsible for the occupational health and safety of all employees. Whilst Management may delegate some OHS responsibilities, they acknowledge that they are accountable for all aspects of the Company’s OHS system. Some key responsibilities include:

· Carry out any duties required to implement and maintain the OHS Management System.
· Ensure every step is taken to maintain compliance with OHS Legislation and Australian Standards.
· Distribute OHS information to staff as and when it becomes available.
· Keep records of all injuries in the Incident Register (record under ‘Incident Reporting’ on Smart OHS system.
· Conduct/delegate to a staff member/Managers the job of regular workplace inspections.
· Include safety as an item on the agenda at every staff meeting or report to the directors (record all minutes of those meetings).
· Actively promote Health and Safety in the workplace to all employees and patrons.

Duty/Assistant Managers
The Duty Managers are responsible for the following:

· Carry out any OHS duties delegated by the General Manager and Assistant Managers.
· Correctly fill out the Incident Register and report the incident by phone or in person to Management 
· Immediately report any unsafe working practices to Management
· Actively promote Health and Safety in the workplace to all staff and patrons.
· Ensure that all employees are working in a safe manner.
· Take note of (and record) any suggestions made by staff or customers regarding safety.
  
Staff

Staff are responsible for the following:

· Observe safety rules, work safe and report any hazards and incidents to General Manager/Assistant Managers immediately.
· Follow the procedures for safe work contained within this Policy and Procedures Manual.
· Maintain high standards of housekeeping at all times.
· Wear protective devices as directed or as reasonably identified for use by staff.
· Ask for specific training and instruction regarding any hazards associated with performing a task.
· Make suggestions and participate in meetings to further the development of a safer working environment.
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Reference: OHS003
OHS Objectives and Targets


	Objective
	Target
	Indicator
	Responsibility
	Date for Completion

	All management and staff know their OHS responsibilities and conduct themselves in a safe and responsible manner
	The OHSMS is monitored regularly for improvement. The staff are familiar with the Policy and Procedures Manual.
	Independent audits and/or Quarterly Reviews reveal that the OHSMS is fully functional and working effectively to ensure the health and safety of all in the workplace.
	General Manager and Assistant Managers to implement and maintain OHSMS. Staff to assist and cooperate.
	Ongoing

	OHS–related Training is a priority issue and training needs are effectively identified
	Training needs and requirements are known, training is quickly booked and conducted, training records are well kept.
	Independent audits and/or Quarterly Reviews reveal that training records are comprehensive and training needs are quickly addressed. 
	General Manager and Assistant Managers to assess needs and book training. Staff to attend training. 
	Ongoing

	Continued clear record for all incidents not involving members of the public.
	No reports of accidents as a result of Manual Handling, Burns, Slips, trips or falls.
	No accidents have occurred of this type.
	General Manager and Assistant Managers to maintain OHSMS plan and respond quickly to Hazard reports.
	Ongoing

	Contractors possess minimum OHS documentation requirements
	All contractors provide safe work statements and/or OHS policy and procedures to head office.
	Independent audits and/or Quarterly Reviews reveal this documentation kept at head office or at hotel.
	General Manager and Assistant Managers to review regularly and decide on action.
	Ongoing
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Reference: OHS004
OHS Training and Skills Register

Purpose: To maintain a secure place where all staff, management and contractors training and OHS skills are displayed and recorded. Diaries and schedules of upcoming training events will also be displayed and recorded.

Scope: This procedure covers all the training and OHS skills of all management, staff and contractors at the workplace.

Where is our OHS Skills Register Kept?
Our workplace OHS Skills Register is essentially a file of all staff/management training and qualification certificates. Copies of these training documents/certificates are kept in our training folder in the Manager’s Office.

Responsibilities:

Directors
The Directors will provide the necessary funds to further the training and OHS Skills of Management and staff where appropriate.

Management
Management is responsible for organising proper training for staff where appropriate.
Management is also responsible for the recording of that training. Management will be trained in First Aid.

Assistant Managers/Staff
Duty Managers and staff must produce copies of all relevant qualifications/certificates relevant to OHS and their workplace role upon commencement of their duties in this workplace. They must also attend all/any OHS related training as directed by Management. Duty Managers will be trained in First Aid. 
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Reference: OHS005
Safety Meetings and Managers

Purpose: Our workplace is committed to holding regular Safety Meetings and has an elected an OHS Committee who are responsible for communicating OHS issues throughout the workplace. Each member of that committee may be approached by staff with identified issues for follow up with management. The implementation, maintenance and improvement of the OHSMS in the workplace is the responsibility of every person in the workplace, but ultimately key decisions and actions will be the responsibility of management. 

Scope: This procedure relates to all the duties of the Managers within the workplace and highlights the process for Safety Meetings.

Responsibilities:

Managers
The Managers must:
· Be responsible for communicating issues regarding OHS in the workplace and for providing recommendations for action to top management.
· Discuss all safety issues within the workplace with staff 
· Complete Workplace Inspections and Quarterly OHS Reviews where directed.
· Know the Health and Safety Policy for our workplace and maintain the OHS Management System for the workplace.

Functions: The functions of the Committee shall be:
· Review the safety performance of our workplace.
· Monitor the effectiveness of the health and safety policy and programs.
· Carry out workplace inspections.
· Monitor the effectiveness of safety training.

Functions:
Attendance: The committee consists of at least one elected representative from each area of the workplace and one from our workplace management.
The attendance to meetings will be limited to: members of the Committee, invited guests, deputies and special speakers following consultation with the Chairperson and a Management Representative.

The Chairperson: The Chairperson will be elected by and from the elected members of the Committee and the position will be reviewed each 12 months. The management Representative will not be the Chairperson.

The Chairperson's duties include:
· Ensure preparation of an agenda and issue it one week prior to the meeting.
· Chair the meeting and follow the agenda.
· Liaise with the Secretary in preparing for the meeting.
· Assist in publicising the work of the committee by communications with the managers, other employees and contractors.
· Ensure distribution of meeting minutes to each member and head office.
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Time and place: OHS/Safety Committee Meetings and are to be held every month at the General Manager’s office.

Obtaining Information and advice:  Information and advice for the Committee may be obtained from such sources as deemed necessary. All information on the policies, procedures and processes within our workplace will be of a confidential nature and must not be disclosed to anyone other than Committee members.

Election of Members: Elected members shall hold office for a period of two years or until they are no longer employed by our workplace. At such time elected Committee positions will become vacant and a ballot shall be held for re-election. All staff shall be eligible for re-election to the Committee.
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Reference: OHS006
Recording and Improving our OHSMS

Our OHSMS is the framework of how we organise OHS in the workplace. This Policy and Procedures Manual contains all the procedures for safe work. We keep all our OHS records and information so we can and regularly review our approach to OHS. Our OHS Management System is recorded and maintained and improved by using Smart OHS at www.smartohs.com.au 

Ideally an OHSMS works in a cycle of Continual Improvement as follows:

1. Write the Policy
2. Plan how the OHSMS is going to work
3. Implement the plan
4. Measure and evaluate to see if the plan is working
5. Management review
6. Back to 1.

What we have done (as at 16 April 2010):
1. We have developed our policy (see OHS001)
2. We have planned how our OHSMS is going to work and developed an annual table (OHSMS PLAN) to manage it. 
3. Constant communication and instruction is used to implement the plan.
4. 6-monthly audits and regular Committee meetings measure and evaluate the plan.
5. Annual Management review is carried out in July of each year.


Evaluation and Review: 

Management is responsible for collecting all information relating to the performance of this workplaces’ OHS Management System including the following:

· All Audits (where undertaken) 
· All Risk Assessments.
· All minutes and any suggestions from OHS Committee/Safety Meetings.
· Any correspondence from a third party relating to our OHS Management System i.e. Recommendations from our insurer, letters from WorkCover etc.

Management must store all of the above information in the OHS Folder and in ‘Our OHS Records’ section in the MEMBER AREA of Smart OHS. When the workplace is OHS Audited (by, say a WorkCover inspector), the Auditors will need access to that information.

From time to time there will also be suggestions from staff and others as to how we may improve our OHS performance. The OHS Managers and Management must record these suggestions and communicate them to the OHS Committee for further action. Any records must be stored in our OHS Folder.

How to use Smart OHS system to record and follow-up on these suggestions for improvement:
1. Login to Smart OHS www.smartohs.com.au and go to the Member Area
2. Select ‘Tasks and Risk Assessments’ from the list
3. Key in the relevant information relating to the suggestion in the new screen
4. Select the date you want to follow up and complete this new task
5. Once that date falls due, you’ll receive an email reminder to complete from Smart OHS
6. Use the details of the email reminder to login to the Smart OHS system and record what action you took to complete the task

Reference: OHS007
What is Our OHSMS and How Does it Work?

Our OHSMS is our Occupational Health and Safety Management System. Put simply, our OHSMS is the framework of how we organise OHS in the workplace.

We use Smart OHS (www.smartohs.com.au) to manage OHS at this workplace.

Our OHS Policy and Procedures Manual contains all the procedures for safe work. We must also store information relating to OHS on the Smart OHS system in the Member Area, ‘Our OHS Documentation and Records’ section.

We have developed our OHS Policy and have planned how our OHSMS is going to work. We are implementing that system now through communication and instruction so that everyone in the workplace knows what is expected of them. 

We will regularly evaluate our OHSMS performance through our Quarterly Documentation and Training Reviews (when we are sent a reminder from Smart OHS we login and complete the review by selecting that option from the Member Area). 
Management will also review our OHSMS after the results of each Quarterly Documentation and Training Review by examining the results of the review, and review of the Tasks (Tasks and Risk Assessments section of the Member Area of Smart OHS), and by liaising with staff (at regular meetings) to provide a clearer picture on how we can improve our performance.
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Reference: OHS008
Where we find Legal and Other OHS Information 

Purpose: To ensure that Management and Staff and all other interested parties are able to access and understand OHS in the workplace. We are committed to providing the necessary information so this can happen.

Scope: This covers all the OHS information gathering and storing in the workplace. This procedure is important and relevant to all in the workplace.

Procedure

Our workplace is routinely sent OHS tasks and information by both our Smart OHS system and other relevant parties.

When we find information that is relevant to our workplace we save that information:

· On the Smart OHS system Member Area under ‘Our OHS Documentation and Records’
· In our OHS file or folder, kept in the office

Responsibilities

Management will display the most important documents on the staff notice board and/or place in the OHS Folder under the subject heading: General OHS Information. We also display the contact details of our OHS Provider on the notice board.

Management and Staff may also wish to access OHS websites in their own time.

Some Useful OHS-related Websites:

	WorkCover/Work Safe website

	Choose the relevant site for your state

	www.safeworkaustralia.gov.au 
	Safe Work Australia Website


	www.standards.com.au 
 
	 The Australian Standards Website

	www.ahri.com.au 
 
	 Australian Human Resource Institute

	www.anta.gov.au 
 
	 Australian National Training Authority Website

	www.ntis.gov.au  

	 National Training Information Service
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Reference: OHS0009
Workplace Inspection Procedure

Purpose: To ensure that monthly workplace OHS inspections are conducted on this workplace to identify hazards, assess risks and control those risks or eliminate hazards.

Scope: This procedure covers all Workplace Inspections conducted by Staff or Management. 

Responsibilities

Management is Responsible for Both:

1 The appointment of the nominated person to perform the inspection (the person they nominate must be both confident in their ability to do the job and be trained to do that job)
2 The way in which the inspection is performed and the action to be taken based upon the results of that inspection.

If Management cannot find a suitably qualified, able member of staff to perform these inspections then he/she must conduct them.

Nominated Person (The Inspector)

This person must be willing and able to perform the monthly OHS Workplace Inspection. They must be shown how to perform the inspection by a suitable qualified person and may seek training to allow them to perform this role better. They must be honest about the results of the Inspection and be diligent in writing down all they observe. The procedure they must observe during the Inspection is found on the next page.


Procedure 

Take one Workplace Inspection Form (printed version, found in the Member Area of the Smart OHS system). Walk through each section of the workplace slowly and thoughtfully, noting all details on the checklist form and making note of any Hazards.

When the walkthrough is finished, record the findings on the electronic version of the same section in Smart OHS. Where a hazard is noted, an answer must be recorded as a ‘No’ on the Workplace Inspection form, with a brief explanation noted in the field beside the recorded ‘No’. Once the inspection form has been completed, you will be asked to open the ‘Tasks’ section which will note each hazard you’ve noted in a separate ‘task’. In this section, fill in the details of the issue in the relevant fields and put a date the task is to be completed in the field of the same name.

Notify Management of all hazards you’ve found via email. Once the task falls due, you will be notified by Smart OHS via email to complete the task. Use the details contained within that email reminder to login to the Tasks section of the Member Area of Smart OHS to fill in the details of what you’ve done to complete that task and be sure to fill in the date the task is completed in that field also to ‘turn off’ the reminder.

Note: If you do not ‘turn off’ the task by keying in the date completed, you will receive an email every day to remind you to complete that task!



Accompanying Forms
· Workplace Inspection Form 
· Task/Risk Assessment Form (contains Risk Assessment Matrix)



Reference: OHS010
Hazard Identification, Risk Assessment and Control

Purpose:  To have a defined method of Hazard Identification, Risk Assessment and Control so as to eliminate the potential for work place related injuries and incidents.

Scope: This procedure covers all employees and contractors in the workplace. Special responsibility for this procedure lies with Management and those delegated to perform Inspections. This procedure applies to all activities within the workplace.

Terms
A Hazard is an activity, procedure or physical situation that has the potential to cause injury and harm.

Hazard Identification is the procedure used to identify all of these situations that could lead to injury and Risk is the likelihood of and injury, incident or damage to property because of the exposure to the hazard. 

Risk Assessment is the evaluation of the likelihood of an injury, incident or damage to property occurring and the consequences/outcomes associated. Risk Control is how we eliminate the hazard and/or risks associated with the hazard or where we can’t eliminate the hazard, we control the risk that the hazard poses.

Hierarchy of Control is the preferred order of Risk Control. 

The ‘Task/Risk Assessment’ tool has a link beside the ‘Action Taken’ field that reads ‘How do we use the most effective method of Risk Control’? 
This link will open the ‘Hierarchy of Risk Control’ which will guide you as to the most effective methods of controlling the risk that the hazard poses, including some examples.

How the Hazard Identification, Risk Assessment and Control Procedure Works
The procedure works in a cycle as follows:
1. Identify Hazard
2. Assess Risk
3. Control Risk
4. Review
5. Back to 1.   


1. Identify Hazard

Hazards are identified in any one of the following ways:
· Workplace Inspection
· Incident Investigation
· Observation by staff member, contractor or visitor
· Quarterly Documentation and Training Review 

If you identify a hazard in the workplace: 
· Stop the task you are doing
· Report the Hazard to your Manager on Duty immediately
· Ensure that either you or the Manager on Duty records the hazard by opening and completing a new ‘Task’ in the Member Area section of Smart OHS
· Send an email to Management detailing the Hazard


2. Assess Risk

This will be undertaken by Management and/or the person completing the workplace inspection.

Use the Drop down menus in the ‘Task form’ to choose both likelihood and severity of risk. If you are unsure, use the Risk Matrix (On the link appearing on each ‘Task form’ and seen in table form and matrix below) to identify firstly: What is the likelihood of an incident occurring/hazard to cause harm? Then select the severity in the same section.  
From your result, you’ll find a risk score which will show you how soon you’ll need to complete ‘fixing’ this hazard. i.e a ‘Risk score’ of 1 means you must fix this hazard immediately.

Be sure to record what you have done to fix the hazard in the ‘Task’ area relating to that hazard, then fill in the date you completed that task in the relevant section.


Please see below for a description of how the Risk Matrix works…

Q: What date do I need to place in the DATE TO BE ACTIONED field?
A: Match the consequences with the likelihood on the matrix below to get a risk score.
The risk score will show you how long you now have to action this item/fix the hazard.


Risk Matrix 
	Consequences – how badly could someone be hurt by this hazard?
	Likelihood – how likely is it to be that bad/how likely is hazardous event to occur?

	
	




Very Likely
Could happen anytime
	




Likely
Could happen some time
	




Unlikely
Could happen but very rarely
	



Very Unlikely
Could happen but probably never will

	Death or permanent disability
	1
	1
	2
	3

	Long-term injury of serious illness
	
1
	2
	3
	4

	Medical attention required
	2
	3
	4
	5

	First Aid only
	
3
	4
	5
	6


        (Australian/New Zealand Standard 4360 – Risk Management)


Risk Scores
1 = Do something about this hazard immediately
2 = Do something about this hazard within 24 hours (or when completed all ‘1s’)
3 = Do something about this hazard within 48 hours (or when completed all ‘2s’)
4 = Do something about this hazard within one week (or when completed all ‘3s’)
5 = Do something about this hazard within two weeks (or when completed all ‘4s’)
6 = Do something when possible
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3. Control Risks
Here we use the Hierarchy of Control. Obviously, elimination of a hazard is the best option. The order of preference for hazard controls is:

1. Elimination of the Hazard
2. Substitution e.g. Substitute your equipment with something different
3. Isolation e.g. Store away hazardous item or cordon off area where hazard is found
4. Engineering Controls e.g. Put a guard on a blender
5. Administrative Controls e.g. Training, job rotation and Policies and Procedures
6. Personal Protective Equipment and Clothing e.g. Gloves

Take all of your findings to Management and talk through some Agreed Actions. Remember to place more of an emphasis on those risks that are perceived more likely and have a higher level of consequence. Talk through and explain to Management how you arrived at these decisions. If you are Management, have one of your Duty Managers go through the same Workplace Inspection Procedure (on each specific Hazard) as you’ve just done and check the results. If you differ in your results, try to come to a compromise in your evaluation. If no compromise can be reached, then phone Smart OHS who will come in to your workplace to assist.

Once you have agreed on the result you will have to work out an agreed action, person to perform the action and a timeframe. 

To do this:

The ‘Task/Risk Assessment’ tool has a link beside the ‘Action Taken’ field that reads ‘How do we use the most effective method of Risk Control’? 
This link will open the ‘Hierarchy of Risk Control’ which will guide you as to the most effective methods of controlling the risk that the hazard poses, including some examples.

Once you have chosen the Control measure and the words to describe what you are going to do, fill in those details on the ‘Task’ form in the section = ‘Action Taken’, then key in the date you completed the task and then hit ‘Save’ or ‘Send’.

You have completed the Risk Control measure.

4. Review

This is a vital step in the Risk Management process. To undertake this, be sure to run through each and every ‘Completed Task’ in the ‘Task’ section of the Member Area when you run through the Quarterly Documentation and Training Review.

Once results are checked, be sure to record the same in the relevant field in that Documentation and Training Review for
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Reference: OHS011
Manual Handling

Purpose: To prevent the occurrence of manual handling injuries in the workplace.

Scope: This procedure covers all and any lifting, pushing, pulling or moving of heavy/cumbersome items that any employee or contractor participates in for this entire workplace.

Responsibilities: Each and every person in this workplace is responsible for using correct Manual Handling Procedures. Please read the following procedure very carefully and see management if you have any questions.

If there is no equipment available to complete the manual handling task, please take it up with Management immediately.

What kind of injuries can result from manual handling?
Unsafe manual handling may cause a range of injuries, including: 
	muscle sprains and strains 
	injuries to muscles, ligaments, intervertebral discs and other structures in the back 
	injuries to soft tissues such as nerves, ligaments and tendons in the wrist, arms, shoulders, neck or legs 
	abdominal hernias 
	chronic pain

Some of these conditions are known as repetitive strain injury (RSI), occupational overuse syndrome (OOS), cumulative trauma disorder (CTD) and work-related musculoskeletal disorder (WRMSD).

[image: ]Lifting By Hand: Lifting and carrying can be done without injury by following this procedure:
Body Condition: How much can/should I lift? Lifting ability depends on the body’s condition, including flexibility and strength, and physical make-up. To help your condition, you should build up your strength by a regular exercise program and stretch your body before doing any heavy lifting. 
Sizing Up The Load: Questions to ask yourself: Is it too big for me to handle? What about the shape? Is it irregular, square, rectangular, etc.? Can you get a firm, comfortable grip?  How many loads are there and where are they going? 

Lifting It Correctly
There are six steps to proper lifting: 
1.	Keep feet parted--one alongside the object and one behind the object, so that you can stand as close to the object as possible. Comfortably spread feet give greater stability; the rear foot is in position for the upward thrust of the lift. 
2.	Keep back straight, nearly vertical. Use the sit-down position to do so, but remember that "straight" does not mean absolutely "vertical". A straight back keeps the spine, back muscles, and organs of the body in correct alignment. It minimizes the compression of the guts that can cause hernia. 


[image: manual-lifting-good-practice]


3.	Tuck in chin so the neck and head continue the straight back line and keep spine straight and firm. 
4.	Grasp the object with the whole hand. The palm grip is one of the most important elements of correct lifting. The fingers and hand are extended around the object to be lifted. Use the full palm; fingers alone have very little power. Wearing gloves is recommended. 
5.	Keep eyes looking straight ahead and neck and shoulders squared and upright.
6. Keep knees bent and use your legs to begin to straighten your body to take the weight of the load.
7. Tuck elbows and arms in and hold load close to body. When the arms are held away from the body, they lose much of their strength and power. Keeping the arms tucked in also helps keep body weight centered. See attached diagrams. 
8. Keep body weight directly over feet. This provides a more powerful line of thrust and ensures better balance. Start the lift with a thrust of the rear foot and hold object very close to the body.
9.  Keep eyes and head firmly pointed in the direction of movement.

Note: When setting the load down, use the same nine proper lifting steps in reverse. 

Change of Direction
To change direction, lift the object to the carrying position and turn the entire body including the feet. Avoid twisting the body. 

Team Lifting 
· When two or more people carry one object, adjust the load so that it rides level. 
· When team lifting, designate one person to give the signal when to lift. 
· When team lifting make sure that you and your lifting partner are of similar strength

Handling of Odd Shapes 

Kegs 
It is recommended that a hand truck or other type of material handling equipment be used for lifting and transporting kegs. If it is necessary to roll keg, push against the sides with both hands. To change directions, stop the keg and change direction by grabbing the upper and lower rim seams. When up righting a full keg, use the six steps to safe lifting.

Compressed gas cylinders and other odd-shaped objects
Gas cylinders may be rolled on the bottom edge for short distances, but never dragged. Ideally, use two people to move the cylinder and be very careful not to knock the cylinder against anything.

Please Remember:
· Avoid twisting your body while turning with a load. 
· Watch for narrow places when moving anything 
· Avoid high reaching and high lifting. A suitable, sturdy platform shall be used to get up to load.
· Never jump with a load. 
· Do not catch or throw loads. 
· Check the materials to be lifted for nails, splinters, rough strapping, or other things that might injure hands.
· Always maintain good visibility-especially on the stairs. 
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Reference: OHS012
Contractors to this Organisation

Purpose

To ensure that all and any contractors to this workplace conduct themselves in a safe and responsible manner.

Scope

This procedure covers all the safety aspects of all the tasks undertaken by contractors to this workplace, including, but not limited to electricians, suppliers and entertainment providers.

Responsibilities


Management

Ultimately, Management are most responsible for ensuring the safety and safe work practices of contractors to this workplace. The following are the key responsibilities of Management:

Procedure

· Request relevant qualifications, safe work method statements and insurance certificates from all contractors before they undertake any work on site. Store all of these records in the ‘Contractor Insurances’ section of the Member Area of Smart OHS using the relevant fields.

· You will be sent an email reminder from Smart OHS every quarter to make sure you have done this and have any new information up to date, but to do this immediately, go to the ‘Contractor Insurances’ section of the Member Area of Smart OHS and fill in all relevant details (before the contractor undertakes any work)

· When the Contractors’ insurances are set to expire, Smart OHS will send you another email reminder to request an update of the relevant documentation from that contractor

· Be sure to liaise with the contractor/s to gain a very good idea of what the contractors work will involve and just what they will need to complete their job e.g. removal of ceiling tiles etc.

· Explain any key safety issues very clearly to each contractor

· Provide assistance and set up restrictive barriers around the area that work is to be undertaken so that entry to other persons is impossible.

Staff

Staff must observe all safety related direction they receive from both Management and the Contractor relating to the Contractor’s work, including staying well clear of the area of work.

In the absence of Management, Staff must also follow the four key areas of responsibility of Management (see above) with regard to providing a safe working environment for during contractors’ work.




Contractors

Contractors must, upon request, provide Management and his/her representatives with certificates showing qualification and insurance. They must also either provide this workplace with a Safe Work Statement or sign the Safe Work Statement provided by the company. Quite obviously, Contractors must conduct themselves and their associates in a safe and responsible manner.


Accompanying Forms
· Safe Work Method Statement
· Contractor Insurance tool
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Reference: OHS013
Storing of Unused Equipment and Stock

Purpose

To reduce the likelihood of incidents involving falling or moving objects.

Scope

This procedure relates to all the Staff and Management of this business with regard to their responsibility to this business in ensuring the safe method of storing away unused equipment and stock.

Responsibilities 

All Staff and Management are responsible for observing the rules detailed in the following procedure.

Procedure

· Deliveries must be stored in the appropriate areas as soon as possible.

· Stock must be neatly stacked away from all walkways and thoroughfares.

· If the above is not possible, please make sure that you inform everyone that there is extra stock in the area, and to be cautious. 

· If you are, at any time, unsure as to where an item is to be stored, check with Management or the Manager on Duty.

· NEVER store items in a Fire Exit thoroughfare.

· Do not store anything in an area that is not specifically set aside for that particular item. As with the above, always Check with Management.

· Please refer to OHS011 Manual Handling Procedure on the correct and safe method of lifting and shifting any item. Remember: Always assess the load and make certain in your mind that you are capable of lifting the particular item. If you are not – always ask for help – many hands make light work! 
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Reference: OHS014
Safety Signs 

Purpose
To ensure that the workplace is adequately signposted to reduce OHS hazards.

Scope
This applies to all areas of the workplace.

Responsibilities
Management is responsible for ensuring that all fixed signs are in good repair, and that all portable signs are available when required.

Signs Used at Our workplace
EXIT signs indicate that the door is an access way to an exit from the building. These signs are located above the doors (so they are above head height and can be seen) and they indicate the exit route from the building. They are illuminated and powered by an emergency power source.
Emergency exit signs indicate that the door is used as an emergency exit and should not be blocked. These signs are located on fire escape doors including on external surfaces.
Portable Wet Floor Signs are yellow in colour and must be used when the floor is slippery from mopping, spills, rain or any other reason. They should be stored in the same place for easy access. There should be one on each level of the workplace.
Warning signs are to indicate potential physical hazards in an area. They indicate such things as “Goggles must be worn in this area”.
Authorised Entry Only signs are to prevent entry of unauthorised persons to restricted areas. These signs should be put on all entry doors to restricted areas such as plant rooms.
First Aid Kit signs indicate the location of the first aid kits. They are green and white in colour. They are located above the first aid kit above head height so they can be seen clearly from a distance.
Fire Extinguisher Signs- There are two types of fire extinguisher signs required.  The first says “fire extinguisher” and is to notify people of the location of fire extinguishers. It is located above head height so it can be seen from a distance. The second sign specifies the type of extinguisher and what fires it can be used to fight. It is located just above the fire extinguisher itself to allow for easy reading in an emergency to ensure you have the correct extinguisher.
Fire Hose Reel Signs – These are placed on the outside of the Fire Hose Reel cupboard.
Manual Handling Information Sign – This is placed in the cellar / coolroom to remind staff of safe Manual Handling practises when lifting kegs and other items.


If you are unsure about which signs you need for your workplace, please contact your state WorkCover/Work Safe Authority and ask them where you may find further information and/or contact Standards Australia and request AS/NZ 1319 Signs for the Occupational Environment.
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Reference: OHS015
Appliance Testing

Purpose

To significantly reduce the risks associated with electrical appliances malfunctioning. We understand that these risks may include fire and electrocution and we want to make certain that we have done everything we can to prevent this from happening.

Scope

This procedure covers all of the electrical appliances used in this workplace.

Responsibilities

Management

Management is responsible for ensuring that, in accordance with the following Australian Standards:

1 AS/NZ 3760 - In Service Safety Inspection and Testing of Electrical Equipment Standard (Tagging).
2 AS/NZ 2293 - Emergency Evacuation Lighting Standard (Part 2) – Inspection and Maintenance Code.
3 AS/NZ 1851 - Maintenance of Fire Extinguishers Standard (Part 1). 


That he/she has

1. All stationary electrical appliances (e.g. fridges, desktop pc) tested and tagged every 12 months and
All moveable electrical appliances (drills, laptops) tested and tagged every 6 months
By a qualified electrician

2. All Emergency Exit Lights are tested every six months
By a qualified electrician or Fire Safety Consultant

3. All fire extinguishers tested and tagged every 12 months
By the NSW Fire Service or a qualified Fire Consultant

It is up to the Management to keep a printed copy record of all completed testing and tagging work in the OHS Folder under the category: Appliance Testing and/or also in the ‘Our OHS Documentation and Records’ section of your Member Area in Smart OHS.
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Reference: OHS016
Hazardous Substances

Purpose

· To ensure that safe and responsible conduct is observed at all times around hazardous substances/chemicals, both hazardous and non-hazardous, and 
· That incidents can be avoided or, if an incident occurs, its effects are minimised. 

Scope

This procedure applies to every person in this workplace.

Responsibilities

The supplier of a hazardous substance must provide us with an MSDS (Material Safety Data Sheet) relating to the substance when supplying that substance. The MSDS will describe the composition of the hazardous substance/chemical, storage recommendations, First Aid information etc. 

Hazardous substances/chemicals used in our workplace may include bleach, detergent, soap, beer line cleaner, polish, glass/chrome spray, disinfectant, insect spray and butane. For every hazardous substance/chemical on site there is an MSDS. If it is discovered that the MSDS is missing, Management must immediately contact the supplier/manufacturer (contact details are usually on the label) and ask for an MSDS to be faxed to the hotel.

When receiving chemicals please use the following procedure:

1.	If there is no MSDS on the premises already for this chemical, check that the delivery comes with an MSDS. If not, do not accept the delivery.
2.	Refer to the MSDS and check to see if you are required to wear Personal Protective Equipment whilst handling the Hazardous Substance. If so, wear it.
3.	Check the MSDS for any further instructions. Make sure you follow those instructions.
4.	Check with the Manager on duty as to the exact location for chemical storage.
5.	Be very careful in transporting the chemical.
6.	Take a copy of the MSDS and fill in the details of the substance on the form provided in the Hazardous Substance Register in the Member Area of Smart OHS.
7.	Make sure the hazardous substance/chemical is stored well away from areas that the general public may have access to.
8.	Do not store the chemical in any areas of extreme heat, damp or cold.
9.	Even if you regularly use the chemical e.g. for cleaning, only decant the exact quantity you require for your immediate task. Leave the remainder in its original packaging. 

Never ‘store’ anything in an unlabelled container. You may order labels for spray/squeezy bottles from the supplier/manufacturer of the chemical.

Please refer to OHS020: Emergency Preparedness and Evacuation Procedure for details on what to do in the event of an incident involving hazardous substances.

Accompanying Form: Hazardous Substances Register
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Reference: OHS017
Storeroom Procedures 

Purpose
To ensure that every precaution is taken in the Storeroom area of our workplace to ensure the Occupational Health and Safety of all employees. 

Scope

This procedure encompasses all storeroom issues in our workplace.

Responsibilities

The Management is responsible for monitoring the structural safety of the storeroom area, displaying safety signs, providing Personal Protective equipment and instructing and training staff in these procedures.

Procedure

When working in the cellar, employees should take all safety precautions to prevent injury to themselves and others. A clearly legible copy of the following instructions are posted in the area:

1. When moving any supplies or equipment, make sure you have you have control of the object at all times.  Use correct lifting procedures (Bend those legs and keep your back straight).

2. Use two people when lifting heavy objects

3. Do not stack items too high – keep them stored at shoulder height at the maximum

4. Make sure there is a clear passage to all areas of the cellar area.

6. Tidy as you go.

7. Use ear protectors and safety goggles when emptying bins with mixed waste

8. Clean up any spills immediately. Keep area free of broken glass. If area is wet, use portable wet floor signs.

9. Don’t ever attempt to lift or fix anything unless you are completely confident you are able to. Just ask for help. 
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Reference: OHS018a
Housekeeping

Purpose
To ensure that the workplace is kept clean, hygienic and tidy, with clean air, floors and work surfaces. This contributes to the prevention of illness and injury.

Scope
This procedure covers all housekeeping procedures within this workplace.

Responsibilities
It is the responsibility of all staff to ensure that they act in a safe, clean and responsible manner.

General Housekeeping
1 Staff are expected to clean as they go. 
2 In quiet times refer to the Duties List 
3 Bins/ashtrays are emptied regularly and before they get too full. 
4 Any trip hazards are picked up immediately. 
5 Spills/wet floors are to be cleaned up immediately.
6 All surfaces are to be cleaned using the correct cleaning materials. 
7 Non-slip floor mats and ice wells are to be disinfected daily.

Cleaning Contractors
Our workplace engages the services of a Cleaning Contractor. They are under instruction to do the following:
1 Educate all their staff about proper use of cleaning materials, cleaning schedules, purchasing, materials storage and trash disposal.
2 Remove all rubbish nightly and place in the designated bins.
3 Clean the hotel according to agreed schedule. 
4 Purchase the safest available housekeeping products that meet cleaning needs.
5 Store chemicals safely and refer to MSDS (Material Safety Data Sheet) for proper use.
  
Rubbish Collections
Rubbish bins are emptied into wheelie bins, which are kept in a designated area and collected on a regular basis from the hotel. 

Laundry
Tea towels, cleaning cloths, aprons, bar mats are regularly cleaned and sanitized either by a contractor or at the hotel.

Heating, Ventilating and Air Conditioning
Our HVAC maintenance provider includes monitoring, inspecting and cleaning HVAC components such as outside air intakes, outside air dampers, air filters, drain pans, heating and cooling coils, the interior of air handling units, fan motors and belts, air humidification, controls and cooling towers on a monthly basis. 

Environmental Tobacco Smoke
Smoking is not permitted on the premises.
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Reference: OHS018b
Food Safety

Purpose
To ensure the correct and safe handling of food and cleaning of food areas, to prevent illness.

Scope
This applies to all staff who handle or work around food. This procedure should be given to all Food Preparation Contractors and all/any other staff within the workplace whom handle food AT Any stage.

Responsibilities
Management is responsible for ensuring that training, information, protective clothing and/or equipment is provided to all staff/contractors who handle or work around food. Staff are responsible for following instructions in this procedure, and adhering to their training. They are responsible for wearing protective clothing and using protective equipment.

Safe Handling of Food 
Safe steps in food handling, cooking, and storage are essential to avoiding food borne illness. You can't see, smell, or taste bacteria which may be on any food. 

PLASTIC/LATEX GLOVES SHOULD ALWAYS BE WORN WHEN HANDLING FOOD.

Food delivery and storage
· Check packaging for tears and leaks, ensure frozen food is still frozen and check sell-by dates. 
· Keep food in the fridge or freezer until required. 
· Check the temperature of the fridge (max 6°C) and freezer (max 0°C) regularly.
· Cook or freeze fresh poultry, fish, ground meats, and variety meats within 2 days; other beef, veal, lamb, or pork, within 3 to 5 days. 

Food Preparation 
· Keep everything clean and wash hands before and after handling all food. 
· Sanitize cutting boards daily in a solution of 1 teaspoon chlorine bleach in 1 quart of water. Wash kitchen towels and cloths often in hot water in washing machine each day. 
· Don't cross-contaminate. Keep raw meat, poultry, fish, and their juices away from other food. After cutting raw meats, wash hands, cutting board, knife, and counter tops with hot, soapy water. 
· Marinate meat and poultry in a covered dish in the refrigerator. 

Thawing and Refreezing 
· Refrigerator: Allows slow, safe thawing. Make sure thawing juices do not drip on other foods. 
· Cold Water: For faster thawing, place food in a leak-proof plastic bag and submerge in cold water. 
· Microwave: Cook meat and poultry immediately after microwave thawing. 
· Meat and poultry defrosted in the refrigerator may be refrozen before OR after cooking. If thawed by other methods, cook before refreezing.

Safe Cooking 
Cook ground meats to 160 °F; ground poultry to 165 °F. Beef, veal and lamb steaks, roasts, and chops may be cooked to 145 °F; all cuts of fresh pork, 160 °F. Whole poultry should reach 180 °F in the thigh; breasts, 170 °F. 

Serving Food Safely 
· Never leave it out over 2 hours. (1 hour in temperatures above 90 °F).
· Keep hot food hot! Cold food cold! When serving food at a buffet, keep hot food over a heat source and keep cold food on ice. Keep platters of food refrigerated until time to serve or heat them. 
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Reference: OHS019
First Aid

Purpose

To ensure that minor injuries to individuals are properly treated where they require First Aid.

Scope

This procedure encompasses all minor injuries sustained to staff in this workplace. This procedure does not cover minor injuries sustained to individuals other than staff. 

Responsibilities

It is the responsibility of Management to ensure that there are enough staff trained in First Aid at the workplace. 

Management must be satisfied that all staff know what to do in the event of minor injuries. This can be done by informing them where to find the First Aid Kit, but to inform all those in the workplace that only trained first-aiders are to give first aid. If an incident occurs and no first-aiders are present, inform staff to contact the ambulance service immediately on 000 or 112.

Trained first aid staff must attend a refresher course every three years. The trained staff are responsible for displaying and distributing vital First Aid-related information to all other staff and management within this workplace where necessary.

Currently, staff trained in First Aid at this workplace are: 


All Staff: If it is noticed that first aid supplies are low, it should be reported to the Manager on Duty so that supplies can be replenished.  Otherwise, First Aid Kits are serviced on a quarterly basis by a contractor. Your workplace will receive an email reminder from Smart OHS to undertake this task.

FIRST AID TREATMENT: All incidents requiring the person to receive first aid will require the person/treating party to fill in the details of First Aid given on the FIRST AID REGISTER (on Smart OHS online system under Standard Forms then choose First Aid Register) and then the INCIDENT REPORT Form must be completed (on the Smart OHS System in the list under the Member Area section). Once the register has been completed online, save this document, then click through to Documentation and Records and upload that document to that section.
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Reference: OHS020
Emergency Preparedness and Evacuation

Purpose
To ensure that all employees and customers are safe and not exposed to hazards in the event of an emergency. Also; to ensure that staff are responsible and capable in the event of an emergency.

Scope
This procedure encompasses this workplaces’ Emergency Preparedness and Evacuation Procedure and applies to all staff. This procedure covers (1) Threatening Individuals (2) Bomb threats (3) Fire evacuation (4) Hazardous chemical spills (5) Natural Gas leaks

Responsibilities
It is the responsibility of all in this workplace to ensure that they act in a safe and responsible manner, ensuring that they do not perform any action that will result in a risk to the health of any other individual or thing in this workplace.

Management and Staff
Management is responsible for ensuring that the Evacuation Plan is clearly displayed in the appropriate areas inside the workplace. 

Both Staff and Management must make them-selves aware of this procedure and ensure that in the event of an emergency, they are capable in their knowledge of the procedure and exactly what they should do.

1. Response to Threatening Individuals
The following steps should be followed to respond to threatening individuals: 

· DO NOT BECOME CONFRONTATIONAL. If they are argumentative, please do not antagonise.
· Observe the person closely, taking note of clothing, method of travel, any weapons displayed or implied.
· Take note of whether the threats are verbal or physical. Record these threats in as much detail as you can remember in the Incident Report Form (in the Member Area of the Smart OHS system).
· Disengage the individual by calmly asking them to leave and call Police on 000 if they refuse. 
· Notify your Manager on Duty and fellow workers.
· Remain as calm and collected as possible, avoiding panic.

2. Response to Bomb Threats
· Keep the person on the phone - ask "When", "Where", "What", and "Why"
· After the call, do not hang up the phone unless you must call for help
· Call Police on 000 immediately (during the call if possible)
· Notify your Manager on Duty and follow his/her guidance
· Do not touch or move any suspicious package.
· Above all, remain calm and avoid creating a panic. 







3. Fire Evacuation

Emergency Response Plan
Emergency response plans are located around the premises on the walls. Please refer to them. They include a floor plan of the workplace and locations of First Aid Kits, Fire Exits, Extinguishers, Hose Reels and Fire Blankets.

It is the responsibility of each staff member to know the location of fire extinguishers, especially those in his or her immediate vicinity. It is also the responsibility of all staff to know their appropriate evacuation route and assembly location. 

Internal Emergency Drills:  Evacuation drills are conducted under the supervision of the Manager or his or her designee. Drills are necessary to train and prepare building occupants for safe evacuation should an internal emergency occur. All fire alarms should be treated as “real” and proper evacuation conducted.

Responsibilities 
· The OHS Managers or his/her designee will supervise the evacuation of the building. 
· The staff will assist in ensuring evacuation and report to the Managers any persons missing or unaccounted for.

IN CASE OF FIRE
· Sound the Alarm
· Call 000 (Police and Fire) to report name, location, description of emergency, 
· If trained, use fire extinguishers to aid in evacuation and to confine the area of the fire
· Remove victims in the immediate area of the fire
· Ensure every area/room including bathrooms, have been checked and cleared. If possible, shut off air handling units.
· Confine fire and smoke by closing doors and windows in vicinity of fire
· Direct persons to assigned exits and the Assembly Point
· Ensure area is completely evacuated.
· Check all persons at Assembly Point and identify missing persons.
· Report missing person(s) presumed to be in the building to Police/Fire Services
· Remain at Assembly Point until further instruction from Police/Fire Services.

4. Chemical and Hazardous Substance Spills
· Notify your Manager on Duty and determine the level of severity 
· Call Fire Service on 000 if the Management ascertains that the problem is very serious. Get the MSDS (Material Safety Data Sheet) for the chemical and make available to emergency response personnel
· Protect yourself and others from exposure to chemicals and vapors 
· Control ignition sources if flammables are involved, i.e. electrical switches 
· Begin evacuation if necessary to preserve health and safety
· Follow Directions from your Manager on Duty 

5.	Response to Natural Gas Leaks 
· Control Ignition Sources
· Call the Police on 000 and Fire Service on 000
· Turn off gas if location of valve is known and it is safe to do so.
· Follow guidance of emergency services.



· If leak is significant, evacuate area and keep people out.
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Reference: OHS021
Standard Forms, Reporting and Recording OHS Information  

Purpose
To establish a clear framework within this workplace with regard to knowing our OHS responsibilities and recording important OHS-related information. Basically, we need to know when and where to record and store important data.

Scope
This procedure covers all the documentation, records and materials related to OHS in this workplace.

Responsibilities
It is the responsibility of Management to ensure that all documentation and recording and reporting of OHS related information is stored and easily accessed by all staff and any one else who requests access.

Please file all information into the OHS Folder and in the ‘Our OHS Documentation and Records’ section in the Member Area of the Smart OHS system. Where there is action needed i.e. procedural change, please make sure you pin the relevant documents to your office notice board and open and complete ‘Task’ in the section of the same name in your Member Area of the Smart OHS system for later follow-up.

Procedure
All OHS-related activities/occurrences must be recorded. This includes, but is not limited to: 
· Servicing/testing of fire equipment/electrical appliances/First Aid Kit
· OHS meetings/discussions
· Safety Inspections/Quarterly Reviews/Audit Reports
· Hazard/Incident reports and Investigations
· Training

Records can be kept in soft copy in your OHS Folder and/or on the Smart OHS system in the method described above. Records may be in the form of written notes, invoices, forms, certificates etc.

Standard Forms List

OHSMS Plan – Filled out over one year- A one-page chart documenting the main activities required during the year for the workplace. Each activity should be signed and dated upon completion. This is sent to your workplace in the form of your first ‘welcome email’ right at the start of the Smart OHS sign on process. This plan can be accessed at a later date in your Member Area.

Quarterly Review – Filled out each quarter - A one-page form used to check that documentation and training are all up-to-date.

Workplace Inspection – Filled out every month - A two-page checklist used in the monthly workplace OHS inspection.

Incident Report Form – Filled out as required - A one-page form used when an incident has occurred, with corrective/preventative actions that need to be actioned and followed through to completion.

Hazardous Substances Register – Filled out as required - A form for listing all the hazardous substances/chemicals used in the workplace.
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Reference: OHS022
Employee Health Monitoring 

Purpose: To ensure that all employees are fit, healthy and able to work free from illness.

Scope: This procedure covers the monitoring of the health and fitness of all employees within this workplace.

Responsibilities

It is the responsibility of Management and Staff to report, record and update all records concerning the health and fitness of all employees in this workplace. In the most cases, this will be in the form of observation only, as only Management will have access to staff files for reasons of confidentiality.

Work-related musculoskeletal disorders (WRMSDs)	 
Work-related musculoskeletal disorders occur when there is a mismatch between the physical requirements of the job and the physical capacity of the human body. Many different injuries can result from repetitive motions that produce wear and tear on the body.  Specific risk factors include repetitive motion, heavy lifting, forceful exertion, contact stress, vibration, awkward posture and rapid hand and wrist movement. 

Prevention 
· Look at injury and illness records to find jobs where problems have occurred. 
· Talk with workers to identify specific tasks that contribute to pain and lost workdays. 
· Ask workers what changes they think will make a difference. 
· Encourage workers to report WMSD symptoms and establish a medical management system to detect problems early. 
· Find ways to reduce repeated motions, forceful hand exertions, prolonged bending or working above shoulder height. 
· Reduce or eliminate vibration and sharp edges or handles that dig into the skin. 
· Rely on equipment-not backs-for heavy or repetitive lifting. 
· Keep physically fit, maintain good muscle tone, exercise and take plenty of breaks.
· Engage the services of a suitably qualified professional (e.g. Occupational Therapist or Physiotherapist) to conduct a Physical Demands Analysis or Ergonomical Assessment on any task that is repeatedly causing an injury

Simple solutions 
Workplace changes to reduce pain and cut the risk of disability need not cost a fortune. For example: 
· Change the height or orientation of the product, such as using knives with curved handles to prevent bending wrists unnaturally for a particular task. 
· Provide lifting equipment to prevent back strain when working alone. 
· Offer workers involved in intensive keyboarding more frequent short breaks to rest muscles. 
· Vary tasks to avoid repeated stress for the same muscles. 
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 Reference: OHS023
Incident Reporting, Injury Management and RTW Program

Purpose: To ensure that every incident is handled in the correct method as outlined in the relevant state Workers Compensation and Return to Work legislation and guidelines. Also; to ensure that injured workers are brought back to full health and fitness and resume duties back at work as soon as possible.

Scope: This procedure encompasses all incidents, accidents and injuries that occur within the workplace.


Responsibilities: It is the responsibility of Management to contact the Return to Work Coordinator and cooperate fully with the process. 

It is the responsibility of every member of Staff to follow the instructions within this procedure.


Procedure: 
· Whenever there is an incident, it must be reported to management
· The incident then MUST be recorded in the Incident Report Form register, found in the Member Area of Smart OHS
· Login to Smart OHS then record ALL details of the incident
· The incident form will ask you to nominate the parties that must be notified and will give you options
· From these options the following people MUST be made aware of the incident: WorkCover ACT, the General Manager, Human Resources Department, Insurer
· The Incident Report will also allow you to fill in dates for follow up and will remind you through email prompts when follow up is due
· Be sure to get the injured person (if there is one) immediate First Aid (see OHS019 First Aid) and medical attention when necessary
· Do not leave the scene until management has arrived and has excused you if you are first to arrive
· For follow up and next steps, please refer  to OHS023B Return to Work Coordinators  handbook (see below for instructions)

All Incidents must be reported to Management or OHS Managers. The incident must also be recorded by you in the INCIDENT REPORT Form found in the Member Area of Smart OHS.

First Aid: Please refer to OHS019 – FIRST AID. All incidents requiring the person to receive first aid will require the person/treating party to fill in the details of First Aid given on the FIRST AID REGISTER (Smart OHS online under Standard Forms then choose First Aid Register). Once the register has been completed online, save the document, then click through to Documentation and Records and upload that document to that section.



Associated document: OHS23B Return to Work Coordinators Handbook
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Reference: OHS024
Purchasing of General and Personal Protective Equipment
Purpose
To describe the process of selection, supply, use, training, instruction, replacement and maintenance of general safety equipment and Personal Protective Clothing and Equipment (PPE).

Responsibilities

Management
· Purchase Personal Protective Equipment, clothing and general safety equipment from a recommended seller
· Ensure all PPE, clothing and general safety equipment conforms to the appropriate Australian/New Zealand Standards (if unsure log into www.standards.org) 
· Ensure employees are issued with suitable PPE
· Keep records of PPE issue and inspection
· Ensure employees are trained in the safe use of their PPE
· Ensure all new tasks and processes are Risk Assessed and new PPE is provided accordingly
· Promptly replace any lost or damaged PPE

Staff
· Observe all direction received with regard to using and maintaining PPE and other safety equipment. 
· Never use faulty or damaged equipment, and report it immediately.

Procedure
· Before PPE is issued, a hazard identification and risk assessment should be carried out to ensure that PPE is the safest control (see OHS010 Hazard Identification and Risk Assessment).
· All employees should be issued with all PPE and relevant clothing and safety equipment before commencing work.
· Equipment and clothing provided is based on the common foreseeable tasks and operator may perform as part of their duties.
· Employees shall be consulted in the selection of PPE to ensure appropriate fit and comfort.
· Items should be used according to the manufacturer’s instructions and maintained and stored in a safe way to reduce the risk of damage.
· Items should be regularly checked for damage and replaced if they are faulty.
· The user of the equipment shall take care to ensure that it is in good condition for the next user. 

Specifications for some PPE in use at this workplace
	Item of PPE
	Relevant Specification
	Requirement Provisions

	Ear Muffs and Ear Plugs
	AS 1270 and provide protection of minimum - 26 dBC (SLC 80).
	Employees who may be exposed to high noise levels in the course of their work.

	Clear Safety Glasses or Overspecs
	AS 1337 (medium impact safety glasses). Overspecs provided for persons who are required to wear spectacles.
	Employees who may be exposed to particles that may enter the eye, e.g when handling rubbish/glass bins.

	Disposable Latex (or other type) Gloves
	May be provided on demand.
	Employees working with detergents and other cleaning chemicals.

	Safety Footwear
	AS 22 10.2 -Type 1 Steel Capped.
	As specified by Management
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Reference: OHS025
OHS Audit and Management Review 

Purpose
To ensure the continual monitoring, updating and improving of the performance of our OHSMS.

Scope
This procedure applies to every element of the workplace’s premise, policies, procedures, and refers to opinion and feedback of Management and staff alike.

Responsibilities

In an Audit, it is the responsibility of Management and the OHS Managers to make available all the information relating to OHS that the Auditor requires to complete the audit. The Manager on Duty will also be required to submit themselves to a 1-1½ hour interview on the specified audit date and likewise, nominate one of their employees for the same.

The Management Review is the sole responsibility of Management, but employees and contractors to this workplace must ensure that they read and understand this procedure as it is their feedback that forms the information that Management will review and act on.

Procedure

This procedure  applies, only where management choose to undergo an external OHS audit.

Management, may instead, choose to ‘self-audit’ through continued strong use of the Smart OHS system, including regular monitoring and ensuring that the Quarterly Documentation and Training Review is done thoroughly.

1. The Audit

An Audit will be performed regularly (either six-monthly or annually) by an Accredited OHS Auditor. The Auditor will send Management an audit plan, detailing times, dates, requirements and contact details so that the auditee will know what is expected of them.

Management may decide to change the date and time, but they must email those suggested changes to the Auditor as soon as it becomes known. The Audit will be conducted on the agreed date and the Auditor will hand back the documentation to the Manager.

In most instances, the Auditor will provide a report to the Management, detailing the results of the Audit and where recommendations for changes are to be made. Management must then coordinate those changes as soon as possible.

2. The Management Review

The Management Review will be carried out annually. Our workplace Management will go through the Audit reports, OHS policy and procedures and any other documents of interest to decide what is relevant and functional and what changes and updates, if any need to be made. The effectiveness of the OHSMS will be discussed and improvements suggested to Smart OHS, who will then upload the changes to the system, where necessary.
	Issue Date: April 16, 2010
	Issued By: Our workplace  
	Document Name: OHS025 OHS Audit and Management Review
	Version: 4.1
	Page 1 of 1



image2.png




image3.jpeg




image1.jpeg
SmartOHS

uuuuuuuuuuuuuuuu




