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Work Health and Safety Policy
1. Scope

1.1. This Work Heath and Safety (WH&S) Policy applies to:

(a) all Team Members (including permanent team members and casual and temporary team members); and
(b) contractors and visitors who attend the Company’s offices.
1.2. This Policy demonstrates the Company’s commitment to providing a safe and healthy work environment in accordance with the Work Health and Safety Act 2011 (Cth).
2. Policy statement

2.1. The Company is committed to providing its Team Members, contractors and visitors with a healthy and safe working environment.

2.2. The Company’s principal goals are to:

(a) promote the health, safety and welfare of Team Members, contractors and visitors at work;

(b) protect Team Members, contractors and visitors at work against risks to health or safety arising out of the activities of Team Members, contractors and visitors at work;

(c) promote a safe and healthy work environment for, contractors and visitors at work that protects them from injury and illness and that is adapted to their physiological and psychological needs;
(d) provide for consultation and co-operation between the Company and its Team Members in achieving a safe and healthy working environment; and
(e) ensure that risks to health and safety at work are identified, assessed and eliminated or controlled.
2.3. To achieve the goals of this Policy, the Company has established a program to promote the health, safety and welfare of its Team Members, contractors and visitors and will make every reasonable effort in these areas:

(a) hazard identification;

(b) risk assessment and control;

(c) risk management; and

(d) promotion of health, safety and wellbeing in the workplace.

2.4. Health and safety issues will be given top priority in all decisions and business plans affecting the workplace and the conduct of work at the Company.  The Company will:

(a) prepare, conduct and circulate to its Team Members and contractors, procedures, training programs, rules and regulations on specific health and safety matters; and

(b) have procedures in place to ensure that all of its Team Members, contractors and visitors abide by policies, rules and regulations on specific health and safety matters.

3. WH&S Steering Committee

3.1. The Company has established a WH&S Steering Committee to ensure that:

(a) WH&S issues are promptly addressed;

(b) Team Members and contractors are trained to carry out their tasks in a safe manner;

(c) a mechanism for consultation between Team Members on WH&S matters is available; and

(d) equipment is safe and properly maintained.

3.2. The purpose of the WH&S Steering Committee is to provide a forum in which health, safety and welfare issues can be identified and resolved using a systematic approach to WH&S management.  The WH&S Steering Committee comprises members of the Company who represent different areas of the business.  The WH&S Steering Committee allows Directors and Team Members to consult about matters of health and safety. 

3.3. The WH&S Steering Committee will act as an advisory body to the Directors.  Any decisions about WH&S issues remain the responsibility of the Directors.  However, the WH&S Steering Committee provides important recommendations and advice in order that more informed decisions may be taken.

4. Responsibilities

Each Team Member is responsible for the health and safety of both themselves and those they work with in the workplace.  Specific WH&S responsibilities for Team Members and contractors are as follows:

(a) Directors
It is the responsibility of the Directors to ensure that the goals in this Policy are actively pursued and that they:

(i) administer and support a comprehensive WH&S risk management program;

(ii) conduct regular meetings with Line Managers and supervisors to discuss WH&S matters;

(iii) conduct regular meetings to consult with the WH&S Steering Committee to discuss WH&S matters; and

(iv) take effective action to provide and maintain safe and healthy working conditions for all Team Members, contractors and visitors to the workplace.

(b) Line Managers and Supervisors
Line Managers and supervisors will be held accountable for working conditions under their control and must therefore provide their Team Members and contractors with adequate information, instruction and training, work procedures and supervision on health and safety matters.

(c) Team Members
Team Members and contractors are responsible for their own safety and the safety of their co-workers and any other people affected by work practices.  Team Members must work collectively and co-operatively as a team to ensure the success of a health and safety program in the workplace.

5. Obligations as an employer
General obligations

5.1. As an employer, the Company has obligations to:

(a) ensure the health, safety and welfare at work of its employees; and

(b) ensure that other persons are not exposed to risks to health or safety arising from the Company’s business while they are at the Company’s place of work.

5.2. This requires the Company to:

(a) ensure that any premises controlled by it where the employees work (including the means of access to or exit from such premises (‘the Premises’)) are safe and without risks to health;

(b) ensure that plant or substances used by its employees are safe and without risks to health when properly used;

(c) ensure that its systems of work and the working environment of its employees are safe and without risks to health; 

(d) provide training and supervision to its employees to ensure its employees’ health and safety at work;

(e) provide adequate facilities for the welfare of its employees at work.

5.3. Where work is undertaken by employees in areas which the Company does not control, it may have an obligation to ensure that plant or substances, systems of work, or training and supervision are appropriate.  

5.4. Risk management is critical to the discharge of these obligations.  The WH&S laws make provision for the way in which an employer must undertake risk management of work health and safety.  This policy is intended to guide the Company’s risk management activity in relation to occupational health and safety.

5.5. The Directors are currently responsible for compliance with WH&S laws, under the direction and supervision of the Company’s Board.  The Directors will delegate tasks relevant to compliance with WH&S laws to staff at the Company’s Premises.  The Directors may also engage consultants to undertake such tasks.

Unless the context indicates otherwise, where this policy refers to the Company taking action, it is the Directors, through appropriate delegation, who will take action.

5.6. The Company will be assisted in discharging its obligations by the contributions of its employees through consultation.

Duty to consult

5.7. The Company must consult with its employees to enable its employees to contribute to the making of decisions affecting their health, safety and welfare at work.

5.8. This consultation requires:
(a) the sharing of relevant information;

(b) giving employees an opportunity to express their views and to contribute to the resolution of issues concerning occupational health and safety; and

(c) taking into consideration the views of employees.

5.9. The Company must consult with its employees:

(a) when changes that may affect health, safety or welfare are proposed to the:

(i) Premises where persons work;
(ii) systems or methods of work;
(iii) plant used for work; or
(iv) substances used for work.

(b) when risks to health and safety arising from work are assessed or when the assessment of those risks is reviewed.

(c) when decisions are made about the measures to be taken to eliminate or control risks.

(d) when introducing or altering the procedures for monitoring risks (including health surveillance procedures).

(e) when decisions are made about the adequacy of facilities for the welfare of employees.

5.10. Consultation may be undertaken by the Company by any one or more of the following means in accordance with Schedule 1:

(a) consultation with a WH&S committee established by the employer and the employees for the place of work;

(b) consultation with a WH&S representative or representatives elected by the employees to represent them; or

(c) consultation in accordance with other arrangements agreed by the employer and the employees.

5.11. The Company recognises its obligations to re-evaluate the method of consultation should circumstances change.

Hazard identification

5.12. The Company has obligations under WH&S laws to identify any foreseeable hazard that may arise from the conduct of its business and that has the potential to harm any of its employees or any other person at the Company’s place of work.

5.13. The Company must undertake hazard identification:

(a) before using premises as a place of work;
(b) when new plant is commissioned;
(c) before changes to work practices occur;
(d) before hazardous substances are introduced to a place of work.

Risk assessment

5.14. The Company must assess the risk of harm from hazards which have been identified.

5.15. To assess the risks of a hazard, the Company should:

(a) identify factors that may be contributing to the risk;
(b) review health and safety information that is reasonably available from an authoritative source and is relevant to the particular hazard;
(c) evaluate the likelihood of an injury occurring and the likely severity of an injury or illness that may occur;
(d) identify the actions necessary to eliminate or control the risk; and
(e) identify records that it is necessary to keep to ensure that risks are eliminated or controlled.

5.16. WH&S laws require the Company to undertake consultation with the employees when risks to health and safety arising from work are assessed.  Such consultation should be undertaken with those employees who are directly involved with the risk which is being assessed.  The Company should adopt a systematic approach to risk assessment that includes:

(a) reviewing any available information about the hazard;

(b) considering the factors that contribute to the risk.  The factors contributing to the risk might include the work premises and the work environment (including their layout and condition), the capability, skill, experiences and age of the people undertaking the work, the systems of work being used, and the range of reasonably foreseeable conditions; and

(c) deciding what records need to be kept.

Elimination or control of risks

5.17. The Company must eliminate any foreseeable risk to the health and safety of its employees and any other person at the Company’s place of work that arises from the Company’s business.

5.18. If it is not reasonably practicable to eliminate a risk, the Company must control it.

5.19. The Company must ensure that occupational health and safety measures are properly used and maintained.

Review of risks assessment and control measures

5.20. The Company must review a risk assessment when:

(a) evidence indicates that the risk assessment is no longer valid;
(b) illness results from exposure to a hazard to which the risk assessment relates; or

(c) a significant change is proposed in the place of work to which the assessment relates.

Specific obligations of employers

5.21. WH&S laws impose obligations on the Company:

(a) to properly supervise employees;

(b) to provide personal protective equipment to its employees;

(c) to provide for emergencies;

(d) to provide amenities;

(e) provide first aid facilities and personnel;

(f) to establish WH&S consultation processes;

(g) to provide sufficient and safe working space;

(h) to ensure that adequate lighting is provided which allows employees to work safely;

(i) to ensure in hot working environments that there is adequate ventilation and that appropriate work and rest regimes are implemented;
(j) to ensure in cold working environments that there is adequate access to heating and that appropriate work and rest regimes are implemented;

(k) to control levels of noise;

(l) to control atmospheric contaminants and ensure proper ventilation;

(m) to control falls from heights and falling objects;

(n) to control risks associated with building maintenance, including window cleaning;

(o) to control the risk of fire and explosion;

(p) to control risk of injury from electricity;

(q) to control the risk in confined spaces; and
(r) to control risks in manual handling.

Consequences of a breach

5.22. An employer who breaches WH&S laws is liable to a penalty.
5.23. A director who aids and abets a breach of WH&S laws is taken to have committed that offence and is liable to a penalty.
6. Obligations of directors, managers and supervisors

6.1. Although the WH&S laws place the ultimate responsibility for the health, safety and welfare of all workers on the employer, the responsibility of the employer under WH&S laws is extended to the Company’s directors, managers and supervisors.

6.2. If the Company contravenes WH&S laws, each director and person concerned in the management is taken to have contravened the provision unless that person can satisfy a Court that:

(a) that person was not in a position to influence, by advice or decision making, the conduct of the Company in relation to the contravention of the provision;

(b) that person, being in such a position, used all due diligence to prevent the contravention by the Company.

6.3. It is a defence to proceedings commenced against a director, manager or supervisor if they can prove that:

(a) it was not reasonably practical to comply with the provision; or
(b) the breach was due to causes over which they had no control and it was impractical for that person to make provision.
7. Obligations of employees

7.1. The Company’s employees must:

(a) take reasonable care for the health and safety of their co-workers and other persons within the areas controlled by the Company who may be affected by their actions;

(b) co-operate with the Company to enable compliance with WH&S laws and to ensure a safe workplace.

7.2. The Company expects its employees to:

(a) report incidents and hazards (both actual and potential) to the WH&S representative;
(b) carry out work in a safe manner so that their actions do not put others at risk;

(c) follow instructions relevant to safety, including instructions relevant to the wearing of safety equipment and taking notice of signs; and
(d) participate in safety training.
7.3. Further, the WH&S laws state that every person at the workplace must not:

(a) intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare

(b) intentionally hinder or obstruct the giving or receiving of any form of aid when a person is injured at work, or any act to avoid or prevent a serious risk to the health and safety of a person.

8. Obligations as a controller of premises

General obligations

8.1. As a controller of premises used as a place of work, the Company has obligations to ensure that the Premises are safe and without risks to health.  Premises include the means of access to and from the Premises such as doorways, stairways, walkways and lifts to and from the Premises.
Specific obligations

8.2. The Company’s obligations as a controller of premises are no greater than its obligations as an employer.  For that reason, no separate consideration of its obligations as a controller premises is necessary.
9. Safe lifting techniques

9.1. Preparing to lift:  Assess the situation.  Size up the load.  Know your limits.  Do not pick up more than you can carry.  If it is too heavy ask for help.  Take care.
9.2. Bending:  Brace stomach muscles.  Straight back.  Squat down slowly over the item with both feet flat on the ground.  Keep your head up, shoulders back, butt out and back straight.
9.3. Lifting the load:   Feet apart.  Bend knees.  Straight back.  Brace stomach muscles.  Take a Company grip of the object.  Push up with your legs.
9.4. Carrying the load:  Hug the load.  Look ahead.  Keep your back straight when carrying a load.  Move smoothly.  Turn by moving feet.
9.5. Turning:  Watch where you are walking.  Turn with your feet; not with your back.  Turn using your inside foot first.  Keep upright posture.
9.6. Putting down the load:  Feet apart.  Straight back.  Brace stomach muscles.  Bend the knees.  Squat down slowly.  Put down gently.
9.7. Reaching:  Raise yourself to level of object.  Access load weight.  Company grip.  Brace stomach muscles.  Bring object to your body.
10. Handling 

10.1. To help reduce accidents, injuries or potential hazards for Team Members handling bulky items:

(a) when lifting a bulky item a team member must ensure they bend down with their knees, lifting with their legs and pushing through their heels.  Team Members are not to bend with their backs.  Team Members must hold a bulky item close to their body when lifting it.  Holding a bulky item away from the body increases the weight of the item and causes potential injury;
(b) bulky items must not be placed in a position where Team Members may trip, fall or walk into or over it.  All bulky items should be out of main thoroughfares and high traffic areas; 
(c) when bulky items are being moved from one location to another a trolley should be used where available.  If a trolley is unavailable, please contact a Line Manager or Supervisor for assistance.
10.2. In accordance with the Company’s First Aid Policy, if an injury occurs because of the handling of a bulky item, Team Members have a legal obligation to report it by lodging an Incident and Injury Report Form.  Incident and Injury Reports serve as a record for future reference, should there be any subsequent complication.
11. The Company’s Commitment

11.1. Reducing work place injury and illness assists in keeping insurance costs down and helps create an open and inclusive culture as well as allowing the Company to remain competitive within the marketplace.

11.2. The Company is committed to taking all reasonable steps to identify and eliminate any risks which may impact upon the health and safety of all Team Members, contractors and visitors while at their place of work. 
12. Duration of this policy

This policy was made in 1/10/13

It must be reviewed on a regular basis to ensure that it remains relevant and appropriate to the Company.  This is a continuing process.

13. Authority

To confirm the Company’s commitment to this policy, it has been signed by its most senior officer.

Signed:
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