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OH&S Policy
1. Reference documents
· OHS and Injury Management – a guide for the principal or manager.  Department of Education and Training 2000.

· The Occupational Health and Safety Act 1983
· The Workers Compensation Act 1987
· The Workplace Injury Management and Workers Compensation Act 1998
· The school Supervision Plan
2. Rationale
The principal and staff acknowledge that they have a shared responsibility for keeping the school buildings and grounds safe for all students, staff, cleaners, contractors, parents and visitors.  In acknowledging this responsibility, the principal and staff give the highest priority to health, safety and welfare.

3. Responsibilities
3.1 The principal and supervisors will:
· provide a safe and healthy environment for staff, students and others which is conducive to working and learning

· develop systems and procedures to implement DET policies
· develop guidelines to prevent injuries and to secure a safe and healthy working environment
· provide access to information, education and appropriate training necessary to ensure health and safety at work
· monitor and review the working environment
· ensure that staff maintain high levels of awareness of health, safety and welfare issues
· establish procedures for effective occupational rehabilitation
· foster a working environment which encourages staff to contribute to the development and delivery of occupational rehabilitation programs
· notify workplace accidents as required by DET policies or legislation
3.2 All staff will:
· take reasonable care for the health, safety and welfare of themselves and others at the workplace

· co-operate with their supervisors to ensure a safe and healthy working environment
· report potential and actual health, safety and welfare hazards to the principal and supervisors
· not wilfully interfere with or misuse items or facilities provided in the interests of health, safety and welfare of staff, students, contractors, parents and visitors
· co-operate with the principal in the development and delivery of return-to-work and support programs in occupational rehabilitation.
3.3 The OHS committee will:

· establish policy and procedures for safe work practices

· develop procedures to identify hazards and assess and control risks
· review action taken to reduce hazards identified on the Hazards Register
· establish an employee support program for people returning to work
· bring to the attention of the principal, and investigate, any situation which is reported as unsafe
· develop purchasing procedures which reduce health and safety problems such as quiet mechanical equipment
· develop procedures on key issues in the workplace, such as chemical hazards, accident reporting and smoking
· identify health, safety and welfare problems through a review of injury and illness statistics and regular workplace inspections
· develop priorities and plans for action based on the incidence and severity of injury or illness, such as improved procedures to reduce accidents
· promote occupational health and safety by displaying safety material, distributing minutes of committee meetings and mounting campaigns, such as safe manual handling
· monitor procedures for ensuring the proper use and maintenance of protective equipment, and for ensuring the replacement of protective equipment when needed
· lead the design and development of a workplace program that will relate to all aspects of OHS including:
· duties of the employer and employees

· role of the occupational health and safety committee
· contractors
· identification, assessment and control of hazards
· instruction and training
· communication
· auditing and review
4. Major Hazards

4.1 Stress and morale
Teachers work closely with colleagues, students, visiting support people, parents and visitors.  Effective interpersonal relationships are essential to minimise conflict and to maintain positive morale.

To ensure that staff feel that they are a worthwhile part of an effective team, this school will aim to achieve:

· effective communication procedures and consultative processes

· clear and realistically defined roles and responsibilities
· 
administrative and organisational procedures which ensure that programs run smoothly and efficiently
· well structured professional development programs to ensure that the individual and specific training and development needs of staff are met
· an ongoing learning environment and culture that encourages collegial support, positive feedback and guidance
· appropriate training programs for staff in conflict management, dispute resolution and mediation
· procedures for the management of complaints, where they are acknowledged and incorporated into reviews for workplace improvement.
4.2 Physical hazards:  Buildings and grounds
The elimination or control of hazards will focus on:

· repairing slippery surfaces, broken paving, exposed electrical wiring

· improving techniques in the use of ladders, manual handling, design and purchase of office equipment and furniture

· ensuring the safe storage and handling of chemicals and petroleum products

· using personal protective equipment where necessary (e.g. eye, skin, respiratory protective equipment)

· avoiding exposure to cigarette smoke, UV radiation and chemical fumes

The OHS committee will design and implement a risk management system including:

· hazard identification

· risk assessment

· risk control

· monitoring and review

4.3 Electrical equipment
Under WorkCover, all machinery and equipment must:

· be of commercial or industrial standard and not the domestic/handyman type which may have safety items deleted

· be fitted with all standard and optional safety items provided with that equipment such as guards

· be used in accordance with the manufacturer’s specifications

· be serviced and maintained as prescribed in the documentation

4.4 Safety equipment
The OHS Committee will lead staff in the development of guidelines for safe work practices in each classroom and office.

These guidelines will cover the safe handling of chemicals and equipment; the requirements for using personal protective equipment; and the training of staff to use fire extinguishers.  The guidelines will be issued to each employee and displayed in the workplace.

4.5 Power tools
The school will use appropriate hazard identification procedures for all power tools.  Power tools can include chain saws, lawn mowers, edgers, shredders, garden vacuum cleaners and various kitchen appliances.

In particular, we will ensure that:

· students do not use power tools unless the Principal has given approval for their use under teacher supervision; Note:  Primary school students will not use power tools under any circumstances.

· risk management processes cover the range of power tools in the workplace
· supervisors develop work instructions for all potentially hazardous machinery under their control that are followed by all employees, students and voluntary workers
· all permanent and casual employees have adequate training in each power tool related to their work.  Special attention must be given to the use of power tools by voluntary workers.
4.6 Hazardous substances and chemicals
Chemical safety is based on the three key OHS principles of hazard identification, risk management and risk control.

Prior to use, staff will always seek technical information from material safety data sheets that relates to the correct use and disposal of chemicals and substances.

The general assistant and cleaners will ensure that areas where hazardous substances and chemicals are stored, are locked at all times when they are not present.

4.7 Emergency situations
The Principal will ensure that emergency and evacuation procedures are developed and regularly reviewed.

Trial emergency evacuations will be held to assess the effectiveness of procedures.  When the procedures have proved to be effective, ongoing practice will be held on a six-monthly basis.

5. Review
This Policy will be regularly reviewed in light of legislative and school changes.
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Sample hazard reporting form

	Hazard identification

	Date:







Time:

	Location of hazard:

	Description of hazard:

	Reported by:






Signature:

	Reported to (name):


	Risk assessment

(By the person making the report and the supervisor, as soon as practicable but certainly on the day the supervisor is informed)

	Severity
	Permanent or kill
	Long Term
	Medical attention
	First aid needed



	Likelihood
	Very likely
	Likely
	Unlikely
	Very unlikely



	Priority Number


[         ]  (1 to 6 as per Hazpak  Assessment Table


	Risk Control

(The supervisor is responsible for controlling the hazard in the first instance)

Short-term action:  (e.g. process ceased until the hazard has been fixed)

Target date:

Long –term action:

Target date:


	
	Problem fixed:

Date:




Name:





Signature:

	
	Problem referred to:



for further action:

Date:

	
	Risk assessed and no long-term action considered necessary because:



	Supervisor’s comments:



	Principal’s or manager’s comments:


When complete, return to the principal or manager for filing with OHS records
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TO BE PLACED IN A PROMINENT OBSERVABLE POSITION IN THE CLASSROOM/ROOM

1.
Standing on Chairs  


When placing material on walls, teachers are advised that they are not to use chairs to stand on and where it is above arm height, they should call the General Assistant.

2.
Power Cords

These should not be placed where the power cord could cause a staff member or student to fall.  All care must be taken with power cords at all times.  The General Assistant should be called to ensure power cords are taped on carpet (if permanent) and away from floor where they could become a trip hazard.

3.
Classroom Organisation

Care must be taken to stack books carefully on shelves to avoid any furniture falling or books falling on people.  Student tables/chairs should be organised to allow children easy/safe access to the work places.

4.
Unstable Book Shelves

Books must be stacked carefully and equally on shelves to avoid the thinner book shelves from falling forward.  Book Shelves should not be over-stacked

5.
Storerooms

These must be organised well at all times and all materials placed in an orderly fashion.  It is not advisable for any items to be left on the floor as they could cause a staff member or student to trip/fall.

6.
Power Points and Cords

It is the teacher’s role to switch off power points and remove power cords at all times.  Students must not handle any electrical item.

7.
Student Bags

Bags must be well organised in entrance areas to rooms to reduce the possibility of falling.  Where hooks are available they are to be used or bags must be organised neatly in the entry areas to rooms if no hooks are available.

8.
Locking of Rooms

Teachers should lock rooms at all times when they are not present.

9.
Scissors

Extreme care needs to be maintained with the use of scissors.  Children must be closely supervised when using scissors.

10.
Lifting

Care needs to be taken by all staff members and students when lifting.  Heavy items must be lifted with extreme care and should not be lifted if you have a back problem.  In these cases, please call for the G.A.

11.
Wet Floors

In extremely wet weather, care needs to be taken on wet floors at all times.  No running should be permitted by students.  Where the floor is extremely wet, please call for the G.A. who will dry it.

12.
Silver Strips in Demountables

At times, these are loosened and the Principal needs to be notified immediately.

13.
Kitchen Utensils 


Students must not handle knives except under strict supervision.  Cooking utensils (stoves, frypans etc) must be used with utmost care under strict supervision.
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 Calendar for periodic OHS checks

	Term
	Action Area
	Frequency (times/yr)
	Responsibility
	√          If done

	1
	Routine hazard identification and assessment.
	4
	OH&S committee
	

	
	Staff induction and training
	Various
	Executive
	

	
	OH&S Meeting
	4
	OH&S committee
	

	
	Fire extinguishers inspection
	2
	Executive
	

	
	Emergency procedures
	2
	Executive
	

	
	Meet with cleaners to discuss OH&S issues
	2
	Principal
	

	
	Safety audit
	1
	OH&S committee
	

	
	Inspection by maintenance contractor
	1
	Principal
	

	
	Safety information on all chemicals
	1
	OH&S committee
	

	2
	Routine hazard identification and assessment
	4
	OH&S committee
	

	
	OH&S meeting
	4
	OH&S committee
	

	
	Staff induction and training
	1
	Executive
	

	
	Gas bottle inspection
	1
	Executive
	

	
	Chemical stocktake
	1
	Principal
	

	
	Storage complies with dangerous goods legislation
	1
	OH&S committee
	

	3
	Routine hazard identification and assessment.
	4
	OH&S committee
	

	
	OH&S meeting
	4
	OH&S committee
	

	
	Chemical register
	1
	Principal
	

	
	Fire extinguishers inspection
	2
	Executive
	

	
	Emergency procedures
	2
	Executive
	

	
	Meet with cleaners to discuss OH&S issues
	2
	Principal
	

	4
	Routine hazard identification and assessment
	4
	OH&S committee
	

	
	OH&S meeting
	4
	OH&S committee
	

	
	Form and train the OH&S committee (employee representatives are elected for a period of 2 years)
	4

Once every 2 years
	OH&S committee

Principal or manager, staff and District Office
	

	
	Review OH&S issues
	1
	OH&S committee
	

	
	Pest inspections and treatment
	1
	Executive
	

	
	Label and colour code chemical containers
	1
	OH&S committee
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