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	Occupational Health, Safety and Welfare



Policy

Burnett Respite Services is committed to ensuring a safe and supportive work environment for its staff, thus acknowledging that good health and well-being is a critical factor in enabling them to carry out their duties to the best of their abilities.

Aims:
The aim of this policy is to:

· Support the provision and maintenance of safe workplaces and practices;

· Provide all staff with information and guidance regarding their responsibilities in regard to health and safety, risk management and hazard identification

Responsibilities:
The Board of Management is responsible for:

· Monitoring and reviewing all organisational policies and procedures; and

· Auditing compliance with policy provisions, record keeping and training.

The General Manager is responsible for: 

· Ensuring the requirements of all Occupational Health, Safety and Welfare and other applicable legislation is adhered to and employees and others are not exposed to hazards while on or near the premises. These responsibilities include but are not limited to:

· providing or maintaining workplaces, plant and systems or work practices that do not expose employees to hazards;

This obligation refers to the entirety of the work environment and includes but is not limited to premises, machinery and methods of work as well the environmental factors (lighting, ventilation, dust, noise, heat etc), and intellectual factors (stress, fatigue, harassment etc).

· providing the information, instruction, training and supervision in relation to the workplace,  so that employees are not exposed to hazards while working;

· consult and cooperate with appropriate health and safety consultants who have a legal right to review the Service’s policies and practices;

· provide adequate personal protective clothing and safety equipment wherever hazards cannot be avoided; and

· Make arrangements for the safe use, cleaning, maintenance, transportation and disposal of substances and plant used in the workplace.

Employees are responsible for:

· taking reasonable care to protect their own health and safety and the health and safety of others in the workplace;

· cooperating with their employer in ensuring that the workplace is safe and healthy and report to the employer any situation in any workplace that could constitute a hazard; and

· following any and all instructions and training provided by the employer, use any and all protective equipment and clothing provided and not interfere with anything provided or set-up in the interests of health and safety in the workplace.

Legislation also recognises that employees have certain rights with regard to health and safety in their workplaces. These include the right to:

· be informed, i.e. to know about potential hazards;

· participate in the setting up of safe standards and practices in their workplace;

· be represented on matters relating to occupational health and safety; and

· Refuse to work if they have reason to believe that they are, or would be, exposed to risk of imminent and serious injury or illness, without losing pay or benefits.

Health and Safety

In accordance with legislative requirements, information and relevant training will be provided to all staff on the causes and prevention of work related illnesses and injuries.

· Furniture and equipment.

Staff will be provided with appropriate training prior to using any equipment.

Burnett Respite Services will purchase only furniture and equipment, which minimises the risk of injury or strain. It is the responsibility of staff to ensure they use equipment appropriately and follow any and all procedures recommended to protect themselves from injury or illness.

· Manual handling techniques.

Manual Handling, through lifting and transferring of service users is seen as a primary cause of workplace injury and compensation claims in the health Care industry. Therefore a Lifting and Transferring Policy specifically covering this are has been developed. Refer to the Lifting and Transferring Policy for further information.

· Stress 

This Service recognises that stress is an occupational hazard and aims to minimise stress for staff by:

· making good staff working conditions a priority;

· clearly defining job responsibilities and accountability structures;

· establishing and funding support systems for all staff; and

· Ensuring work plans and timelines are realistic and collaboratively set.

· Abusive behaviour
Staff are not expected to put up with abusive or violent behaviour from clients, other staff or any other persons accessing or visiting the Service. If staff are having difficulty interacting with any other person they should refer that person to their supervisor or the General Manager for attention.

· Smoking

This Service acknowledges the dangers of passive smoking and has made all buildings, walkways and vehicles no-smoking areas.

· Hazards

Staff will be trained to identify any health or safety hazards in the workplace and should report, in writing, any hazards to their supervisor on the correct form as soon as possible, but definitely prior to completion a shift being worked.

· Accidents
An accident report should be completed by any staff involved in an accident (however minor) at work and given to their supervisor prior to completing their shift.

· Communicable disease

Staff should be trained in and observe all hygiene and infection control measures in their work with clients in order to avoid communicable diseases.

Workplace Rehabilitation following accident or illness:
While prevention of workplace accidents or illness is always the most desired course of action, it is a reality that there will be times when staffs are required to take time off work to recover from an accident or illness.

All staff, when an accident or illness occurs at work are to be referred to WorkCover Queensland for processing.

Where the accident or illness has a potential for psychological harm, the staff member is to be referred to the organisation brokered to provide the current Employee Assistance Program.

Prior to and immediately following an employee’s return to work, the Workplace Rehabilitation Officer will liaise with WorkCover Queensland and/or the brokered organisation providing the Employee Assistance Program to discuss and implement an appropriate rehabilitation program.

	Risk Management 



If there is an unacceptable risk, and effective procedures are not established at the workplace, then there is a contravention of the Workplace Health and Safety Act 1995. 

There are many specific risks to health and safety that must be controlled in the workplace and each workplace has its own inherent hazards and risks. To ensure these risks are controlled, Burnett Respite Services will maintain a process of risk management.

Responsibilities:
The Board of Management is responsible for:

· Monitoring and reviewing all organisational policies and procedures; and

· Auditing compliance with policy provisions, record keeping and training.
The General Manager is responsible for:

· The management of risks associated with the workplace, workplace activities and the plant and equipment associated with the workplace. Therefore, the General Manager will ensure that:

· A Guide for staff will be developed and maintained which outlines processes and responsibilities of all staff;

· A Manual outlining the requirements in relation to health and safety for all activities likely to be undertaken is developed and maintained;

· Consultation occurs between management and employees on workplace hazards and risks;

· Priorities are listed after conducting risk assessments of each identified hazard;

· appropriate methods are used to assess the identified hazards;

· Products purchased are specific to the function for which they were purchased and the people using them;

· Furniture and equipment meets relevant standards;

· Staff are trained to recognise hazardous situations in the workplace;

· Staff are trained to assess the risks associated with identified hazards; and

· Procedures on risk management are documented so that defined avenues exist for the identification, assessment and control of risks in the workplace.

Employees are responsible for:

· following procedures and practices developed for recording and reporting hazards;

· reporting injuries, illnesses, dangerous events, electrical incidents and events as well as any identified hazards;

· maintaining and following healthy and safe procedures and practices; and

· Identifying, assessing and managing risks as they are identified.

The Risk Management Process:

Section 22 of the Workplace Health and Safety Act 1995 describes the risk management process as:

· identifying potential hazards;

· assessing risks that could result from the hazards;

· deciding on control measures to prevent or minimise risks;

· implementing control measures; and 

· Monitoring and reviewing the effectiveness of control measure.

Each of the above steps will be reported and recorded.

Why is Risk Management Important?

It is essential that we have an effective process of managing and controlling risks in the workplace. Risks can result in injury, illness or even death, and there can be severe consequences.

These consequences can include:

· legal liability;

· loss of employee work time;

· interrupted work flow;

· dissatisfied clients/carers;

· loss of money;

· increased levels of stress;

· increased Workcover claims; and

· A damaged public image.

Where can I find further information?
To find further information on staff and organisational responsibilities, see the Guide to Risk Management 2009.
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