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1. Workplace Health and Safety Policy Statement

The Workplace Health and Safety Act 1995, Workplace Health and Safety Regulation 1997 and Codes of Practice impose a statutory duty on employers to ensure in so far as is reasonable practicable the health and safety of their employees whilst at work. This duty also extends to others who may be affected by that work, for example contractors, visitors and members of the public.

Employees also have a statutory duty to take care of themselves and others who may be affected by their acts or omissions.

All staff has the responsibility for implementing and maintaining this Policy and must ensure that health and safety considerations are always given priority in planning and day-to-day supervision of work.

Employees and contractors are required to co-operate in carrying out this policy and must ensure that their own work, so far as is reasonable practicable, is carried out without risk to the health and safety of others.

Objective: To provide a healthy and safe working environment for all Queenslanders with Disability Network Inc (QDN) employees, members and external parties involved in the work  of QDN.

Action: To achieve our objective QDN will, as far as reasonably practicable:

· Ensure that adequate resources are available to ensure that proper provision can be made for health and safety;

· Provide and maintain equipment, systems of work and work environments that are safe and without risk to health;

· Provide information, instruction, training and supervision necessary to employees to assist in creating a healthy and safe work environment;

· Report and investigate all accidents, incidents, and injuries to identify causal factors and implement corrective actions; 

· Conduct regular reviews of health and safety issues in the workplace. Evaluate any risks, identify actions to eliminate or minimise the risks and ensure the actions are implemented; and

· Comply with the Workplace Health and Safety Act 1995, Workplace Health and Safety Regulation 1997 and Codes of Practice.

In conjunction with our commitment, all employees have a duty to:

· Take reasonable care for health and safety of themselves and of any other persons who may be affected by their acts or omissions at work;
· Comply with the Occupational Health and Safety Procedures of the Company and relevant legislative requirements.

It is important to recognise that no task is so important as to compromise health and safety and appropriate consideration must be given to determining a safe and healthy work method for each and every activity.

Key Points

(
Health and safety is everybody’s responsibility,

(
Know what to do in case of an emergency: fire/accident,

(
Keep your work area clutter free to protect yourself and others,

(
Report any accidents/incidents/hazards,

(
Keep fire exits and access to fire fighting equipment clear at all times,

(
When using the computer ensure that your workstation is correctly set up,

(
Do not lift any heavy objects, seek assistance, and

(
Read the QDN Workplace Health and Safety Policy and associated Health and Safety Documents

2. Management Organisation and Responsibility

As outlined in the QDN policy statement, management has a responsibility to ensure so far as is reasonably practicable the health, safety and welfare of employees, contractors, and visitors.  All employees have a duty to take care of themselves, and others who may be affected by their acts or omissions.

These duties are reflected in the following Key Responsibilities.
2.1 Key Responsibilities Management Committee
The Management Committee has the responsibility for all QDN activities in relationship to Workplace Health and Safety and will ensure that QDN implements and reviews Workplace Health and Safety requirements to ensure that safe working conditions are provided in accordance with statutory requirements.

2.2 Key Responsibilities Employees (Workers)

A worker or anyone else at a workplace has the following obligations at a workplace—

· To comply with the instructions given for workplace health and safety at the workplace by the employer at the workplace;

· For a worker—to use personal protective equipment if the equipment is provided by the worker’s employer and the worker is properly instructed in its use;

· Not to willfully or recklessly interfere with or misuse anything provided for workplace health and safety at the workplace;

· Not to willfully place at risk the workplace health and safety of any person at the workplace;

· Not to willfully injure himself or herself.

2.3 Key Responsibilities Fire Warden

The Fire Warden’s role is to ensure that the office space is evacuated, persons accounted for, and to liaise with the Centre Chief Warden/Emergency Services.

3. Consultation and Communication

3.1 Approach

QDN has committed to ensuring that consultation on WHS issues is timely, effective and meaningful. To achieve these goals, QDN has adopted a systematic approach to health and safety.
The Workplace Health and Safety Legislation requires that consultation be undertaken in the following circumstances:

· When changes that may affect health, safety or welfare are proposed to the:
· Premises where persons work;
· Systems or methods of work;
· Plant used for work;  
· Substances used for work; or
· Offsite activities.

· When risks to health and safety arising from work are assessed or when the assessment of those risks is reviewed.
· When decisions are made about the measures to be taken to eliminate or control risks.

· When introducing or altering the procedures for monitoring risks (including health surveillance procedures).

· When decisions are made about the adequacy of facilities for the welfare of employees.

QDN is required to consult its employees in relation to these matters to enable employees to contribute to the making of decisions affecting their health, safety and welfare. To ensure that consultation takes place in relation to all these matters, QDN has adopted a systematic or planned approach to WHS.
	Systematic Approach to WHS
	Ad hoc approach to WHS

	WHS responsibilities are defined for everyone

All employees are competent to exercise designated responsibilities

Measures to prevent illness and injury are planned

Potential Hazards are identified before injury, illness or accident

The means for controlling risks are set out in company work procedures

Employees are consulted and participate in the development of the means of controlling risks

The means of controlling risks are monitored

Employer provides necessary knowledge, information, instruction, training and supervision
	OHS responsibilities are not defined or are unclear

Employees are not competent to exercise designated responsibilities

Health and safety actions may happen but are not planned or co-ordinated

Hazards are dealt with reactively after the incident

The control of risks relies on individual foresight

Employees informed but not consulted about safety

Controls are only reviewed in response to incidents

Employer relies on existing skills and knowledge


3.2 Management Committee                 

The Management Committee meets on a monthly basis and includes workplace health and safety as part of the meeting agenda. Responsibilities of the Management Committee will include the following:

· Keep under review the measures taken to ensure health, safety and welfare of persons at the place of work;

· Ensure the recording of hazards and occurrences to promote improved WHS;

· Investigate any matter that may be a risk to health and safety at the place of work;

· Attempt to resolve every matter but, if unable to do so, request assistance or an investigation by external expertise;

· Consider recommendations on the training of employees.

A reasonable period for responding to recommendations will be determined and there may be different time frames depending on the hazard but all issues will always be dealt with promptly. 

Minutes of the meetings will be kept.  

3.3 Risk Management

The prevention of workplace incidents and injuries depends on proactively identifying and eliminating hazards before they can cause harm rather than attending to them after the event in an attempt to prevent recurrences.  If there is something believed to be unsafe or a source of potential danger, it is important that it is reported in a timely manner and ensure it is documented within risk management process as defined in the Quality Management System.

3.4 Workplace Inspections

Inspections are a check on physical conditions existing within a defined work area at the time of the inspection. Inspections shall be conducted methodically, carefully reviewing each item on the checklist, while observing other non-related items. 
The person carrying out the inspection shall clearly and accurately document each condition encountered.
Inspection shall take place on less frequently than 12 months.
Inspection Checklist – Office (example only)
	Workplace Location:




Date:

	Person/s completing inspection:

	Condition
	Comments

	Are passages and walkways clear?
	

	Are emergency exits clear?
	

	Are emergency exits clearly identified?
	

	Are hazardous materials containers labelled and stored correctly?
	

	Are filing cabinets and desk drawers closed when not in use?
	

	Are electrical appliances and leads tagged (current)?
	

	Are sharp objects stored in safe areas?
	

	Are trolleys available to transport heavy objects?
	

	Are cabinet tops free from excess or heavy stored materials?
	

	Does the office furniture and layout appear ergonomically sound?
	

	Is fire equipment accessible?
	

	Are emergency procedures available and displayed?
	

	Is area and workspace lighting in good working order?
	

	Is emergency lighting in good working order?
	

	Are all carpets and floor coverings in good condition? (No trip hazards).
	

	Is a first aid kit available, has it been checked and updated?
	

	Other  (expand in comments)
	


4. Training, Learning and Skills Development

QDN is committed to ensure that all employees have the appropriate level of health and safety training to enable them to perform their daily activities in a safe manner. All employees will undertake First Day Induction training.  Specialist training (see list below) will be provided where appropriate.

4.1 Identification of Training Needs

To assist in the identification of training needs, the following broad topics should be considered essential components in considering training:
· Induction

· Legislation and the application of legal obligations

· QDN H&S System

· Risk Management Principles – Including hazard identification, assessment and control

· Occurrence Reporting and Investigation Processes

· Manual Handling/Muscle Joint Injury Prevention

· Emergency Procedures – Including fire extinguisher training/Fire Warden training

· First Aid

· Workplace Inspections

· Hazardous Substances

· Personal Protective Equipment

· Office Safety

· Communications

· Other needs as required

4.2 Induction

4.2.1 Purpose

The Induction is intended to address the immediate issues of H&S importance to new employees and visitors to QDN offices. 

4.2.2 Scope

The Induction scope includes:

· Evacuation procedures including emergency exits and assembly areas

· Workstation set up

· Manual handling

· Electrical safety

· Accident and injury report

4.2.3 To Whom does it Apply?

All new QDIN employees – on their first day

All visitors to QDN offices who will be at the office for more than three days.

4.2.4 How the Induction Process Will Operate

All new staff will be provided with a First Day Induction by the manager to whom they will report or his/her delegate.

Visitors, who are expected to be in the office for more than three days, will be issued with a copy of the QDN Health and Safety Manual.

Those visiting for less than one day shall be the responsibility of their individual host. Whilst in the office, they do not require a First Day Induction.

5. Office Safety

QDN ensures that its office is designed and maintained to high standards.

Offices are relatively low risk environments, but they do have hazards, which are not always obvious such as poor job design, prolonged repetitive work, moving loads, inadequate lighting and cramped or unsafe work areas.
5.1 Hazards in the Office

Mechanical hazards, such as filing cabinets that tend to tip when heavily laden top drawers are open; shredding machines: hot components of photocopiers.

Physical hazards, such as glare reflections from screens; poorly designed chairs that do not provide the user with adequate back support; poorly designed jobs and tasks that demand prolonged work in a fixed position. 

Chemical hazards, such as vapours in the atmosphere – for example aerosol spray adhesives, glass cleaner, or airborne particulates from photocopier toner.

Psychological hazards, such as the need to perform under pressure, or insufficient variety and repetitive work.

As part of the program to ensure the safety of the office regular formal safety inspections are carried out and any items noted addressed where necessary as a matter of urgency.

General Safety

(
Be tidy. A cluttered workplace can cause accidents.

(
Report all accidents at work, however trivial, and ensure that they are entered into the accident book.

(
If in doubt, always ask.

5.2 Manual Handling in the Office

Manual handling refers to any activity requiring the use of force exerted by a person to lift, push, pull, carry or otherwise move or restrain any animate or inanimate object. Examples of manual handling tasks commonly performed in offices include lifting and carrying boxes of photocopying paper, moving office furniture and equipment such as computers; printers; handling large files, books, and legal documents.
Muscle strain can occur suddenly, and may result from forceful exertion in a bent or twisted posture. QDN has attempted to eliminate all heavy lifting tasks by ensuring deliveries are made to the point of use i.e. photocopying, paper, water bottles to reduce manual handling tasks.

Nobody is expected to perform complex, or major manual handling tasks – professionals, such as furniture movers, will carry these out.

Common sense will prevail in lifting files, etc by using a pragmatic approach.  If an object is unable to be  lifted/moved seek assistance and guidance from a colleague. 
5.3 Smoking in Offices

QDN operates a ‘No Smoking’ policy for all staff and visitors within its offices and surrounds.
5.4  Visitors and Contractors

All visitors and contractors must report to reception upon arrival.

Visitors shall be protected at all times and supervised sufficiently to prevent them from being exposed to any hazard.  Contractors shall only be engaged where they have been deemed to be competent the Manager.

5.5 Electrical Safety

The Network Coordinator  has the responsibility of ensuring the safe management of electrical systems within its offices.

In accordance with the Electrical Safety Regulation 2002 (Qld) the following frequency of electrical testing is to be implemented.

5.5.1 Guidelines for Electrical Equipment in the Office

All cord extension set or flexible cable must be located where it is not likely to suffer damage and is protected against damage.  (Electrical Safety Regulations – Section 85)

All electrical equipment for Office work must be:-

(a) inspected, tested and tagged by competent person at least once every 5 years; or

(b) connected to a type 1 or type 2 safety switch or a type 1 or type 2 portable safety switch.
Portable Safety switches must be tested:-

· using its inbuilt test button; 

· immediately after it is connected to a socket outlet; and

· at least once every 6 months; and

· by a competent person at least once every 2 years.

Fixed Safety Switches must be tested:-

· using its inbuilt test button;

· immediately after it is connected; and

· at least once every 6 months;

· by a competent person at least once every 2 years.

 (Electrical Safety Regulations 2002 – Sections 93 & 94)

5.6 Display Screen Equipment (DSE)

Often referred to as VDUs, legislation places a duty upon QDN to ensure that all employees using this equipment are prevented from any potential harm whilst using it.  Anybody who essentially operates a DSE on a daily basis is deemed to be a user.

5.6.1 Daily Work Routine of Users

All users work patterns need to be periodically interrupted by breaks or changes of activity so as to reduce their work time at the equipment. During the course of most tasks, natural breaks or pauses occur as a consequence of the inherent design of the work. Wherever possible, jobs at DSEs should be a mix of screen based and non-screen based work to prevent fatigue, and to vary visual focus. If it is not possible to design tasks to break up the pattern of work then deliberate breaks or pauses may need to be introduced.

Short, frequent breaks are more satisfactory than occasional longer breaks e.g. a 5-10 minutes break after 50-60 minutes continuous screen and/or keyboard work is likely to be better than a 15 minute break every 2 hours.

5.6.2 Eyes and Eyesight 

There is no reliable evidence that work with DSE causes any permanent damage to eyes or eyesight, but it makes users with pre-existing vision defects more aware of them. This (and/or poor working conditions) may give some users temporary visual fatigue or headaches. Uncorrected vision defects can make work at DSEs more tiring or stressful than it should be and correcting defects can improve comfort, job satisfaction and performance.

6. Injury Management- Injury Management and Return to Work Program
6.1 Definitions

The following subsections contain definitions of terms used for accident/incident reporting as contained in the Workplace Health and Safety Act - 1995.

Statutory Definitions

“Dangerous Event” - “dangerous event” means an event caused by specified high risk plant, or an event at a workplace caused by a workplace activity, if the event involves or could have involved exposure of persons to risk to their health and safety because of—

(a)
collapse, overturning, failure or malfunction of, or damage to, an item of specified high risk plant; or

(b)
collapse or failure of an excavation or of any shoring supporting an excavation; or collapse or partial collapse of any part of a building or other structure; or

(d) 
damage to any load bearing member of, or the failure of any brake, steering device or other control device of, a crane, hoist, conveyor, lift or escalator; or

(e) 
implosion, explosion or fire; or

(f) 
escape, spillage or leakage of any hazardous material or dangerous goods; or

(g) 
fall or release from a height of any plant, substance or object; or

(h)
 damage to a boiler, pressure vessel or refrigeration plant; or

(i) 
uncontrolled explosion, fire or escape of gas or steam.

“Serious Bodily Injury” - means an injury that causes death, or the loss of a distinct part or an organ of the injured persons body, or the injured person is to be absent from the persons voluntary or paid employment for more than four days.

“Work Caused Illness” - means

(a)
an illness by a person to which work, a workplace, a work activity or specified high risk plant was a significant contributing factor; or

(b)
the recurrence, aggravation, acceleration, exacerbation or deterioration in an employee of any existing illness if work, a workplace, a work activity or specified high risk plant was a significant contributing factor to that recurrence, aggravation, acceleration, exacerbation or deterioration.

“Work Injury” - means -

(a) 
an injury to a person that requires first aid or medical treatment if the injury was caused by work, a workplace, a work activity or specified high risk plant; or

(b) 
the recurrence, aggravation, acceleration, exacerbation or deterioration of an existing injury in a person if—

(i) first aid or medical treatment is required for the injury; and

(ii) work, a workplace, a work activity or specified high risk plant caused the recurrence, aggravation, acceleration, exacerbation or deterioration; or

(c) 
any serious bodily injury, if the injury was caused by work, a workplace, a work activity or specified high risk plant.
6.2 When an Injury Occurs

It is all employee’s responsibility to notify their supervisor of any injury as soon as is practicable.

Once an injury is notified, QDN will ensure that the injured person receives appropriate first aid and/or medical treatment as soon as possible and will conduct an investigation to prevent a recurrence.

For a temporary condition, a person who becomes sick at work will be taken to an unoccupied office or meeting room for rest. The first aider will then determine the next course of action:

· Return to work

· Transport that person home; and/or

· Call the injured person’s doctor or take that person to the nearest hospital.

If the employee is incapacitated, unconscious or in need of immediate medical attention:

· Ensure that the person is as comfortable as possible

· Immediately call 000 for ambulance assistance.

An Injury Report Form must be completed by and given to the Network Coordinator  to investigate and to follow up on the action items.
6.3 Statutory Reporting

As an employer and/or an occupier, QDN has responsibility by law to report work-related incidents.

It is a statutory requirement under the Workplace Health and Safety Act - 1995 that injuries/ incidents are reported in a prescribed format, and in some cases notified to Workplace Health and Safety - Queensland.  The following requirements must be adhered to at all times.
· The organisation shall keep a record in the prescribed form showing all particulars in respect of every work injury, work - related illness or dangerous occurrence that occurs at the workplace.

· These particulars shall be recorded no later than three clear days after the work injury, work-related illness or dangerous occurrence.

· It is the responsibility of the First Aid Person to complete the prescribed form for every work injury.
6.4 External Reporting
6.4.1 Notification to Workplace Health and Safety Queensland

When a serious bodily injury, work-related illness or dangerous event occurs, notice on the prescribed form shall be provided to the Workplace Health and Safety Queensland within 24 hours (Note: The 24 hours applies after becoming aware of the event happening).

Such notice shall be completed and signed by the Network Coordinator.

If any of the above cause death then the Network Coordinator or President shall, as quickly as possible, advise by telephone Workplace Health and Safety Queensland all information concerning the serious bodily injury, work-related illness or dangerous event then available.

6.4.2 Notification of Workcover

The company will notify Workcover of any ‘significant injury’ within 24 hours and within seven days for any other type of injury.

6.5 Follow-up After Injury

A return to work co-ordinator will be assigned to the case and will co-operate in developing and complying with an injury management plan for an injured worker. The return to work co-ordinator will maintain a case file and protect the confidentiality of the information on this file.

6.5.1 Finding Suitable Duties

When the injured employee is, according to medical judgement, capable of return to work, an individual return to work plan will be developed offering suitable duties which will be identified after consultation with relevant parties and will be specified in writing.

6.5.2 Involving a Return to Work Provider

Where required, accredited return to work provider(s) are available to assist when required in the return to work of those employees who suffer a workplace injury of illness.

6.6 Incident Investigation Procedure

The purpose of an incident investigation procedure is to:

· Identify incident causes, so that mechanical improvements, better supervision or employee training can prevent similar incidents;

· Determine the change or factors that produced an error that in turn resulted in the incident/accident; and 

· Communicate the particular causes to employees and their supervisors and to direct attention to incident/accident prevention in general.

The following processes will be initiated and co-ordinated by the Network Coordinator following an accident/incident.

6.6.1 Secure the Scene

Notwithstanding the importance of the investigation process, the safety and health of employees, visitors, and the public must be the primary concerns immediately after an accident/incident.  Activities related to the investigation are important, but they are secondary.

Secure the scene safely and isolate area.

Scene not to be interfered with (WHS Regulation 1997 – S54)

(1) This section applies if—

(a) person suffers serious bodily injury or a work caused  illness at a workplace; or

(b) a dangerous event happens at a workplace.

(2) 
A person must not move or otherwise interfere with any plant or other thing    connected with the injury, illness or event without the permission of an inspector or, if an inspector is not available, a police officer.

(3) A person does not commit an offence against subsection (2) if the movement or       interference is necessary—

(a) to save life or relieve suffering; or

(b) to prevent injury to a person or property damage.

6.6.2 Formation of Investigation Team

The composition of the investigation team will depend on the incident’s seriousness or complexity. It could include the Network Coordinator and external expertise, if required, and Management Committee members.

6.6.3 Investigation Process

Activities include taking statements from staff, providing recommendation (s) for corrective action, report writing and follow-up to ensure any appropriate control measures or recommendations have been implemented.

The investigation will always be carried out as soon as possible after the event.

The focus is on identifying the causes rather than apportioning blame.

Interviews will be carried out in private.

6.6.4 Evaluate and Follow Up

Corrective action must be followed up on a regular basis.  This is particularly important in relation to changes to procedures.  It must be confirmed that those changes have been passed on to the employees and are effective in reducing the possibility of injuries. Refer to QMS manual.
7. Emergency Procedures

7.1 Building Alarms

EVACUATION ALARM

ACTION – All Occupants assemble on direction of Wardens. Evacuate floor/area.

7.1.1 Evacuation Procedures

· Assemble as directed by Wardens.

· When instructed to evacuate, leave by the nearest safe emergency exit/s, (Do NOT use lifts)

· Move quietly and calmly to the Assembly Area and remain in the company of staff from your floor/area.

In the Event of a Fire

1.
Raise the alarm – Contact Fire Brigade (000).

2.
Alert other occupants.

3.
Notify your Network Coordinator.

4.
Evacuate the immediate area.

5.
Assemble as directed by Wardens.

6.
When instructed – EVACUATE

7.2 Duties of Wardens

It should be clearly understood that the primary duty of Wardens is not to combat emergencies but to ensure, as far as practicable, the safety of the occupants and their orderly evacuation from the danger zone.

Wardens’ duties may include:

· Assuming control of the affected area.

· Raising the alarm.

· Stopping occupants from evacuating prematurely.

· Notifying all occupants to assemble at the area assembly point near the emergency exits in preparation for evacuation.

· Guiding occupants through the emergency exits to the Assembly Area.

· Assisting people as required.
· Operating first attack fire fighting equipment, for example fire extinguishers and hose reels.

· Ensuring fire or smoke doors are closed properly.

· Searching an area to ensure nobody has been left behind.

· Meeting Emergency Services on arrival at the affected area. 
· Prevent any person from re-entering the area or building, unless authorised to do so by the chief Warden or senior Emergency Services Officer.

· Prevent substances such as food, drinks or lit cigarettes, which could create a hazard, from being taken into the emergency exits.

· Permit only non-bulky personal items, such as purses, wallets or handbags, to be carried into the emergency exits.

7.3 Persons Refusing to Comply with Warden’s Directions
Should a person refuse to comply with the directions given by a Warden, the Warden shall:

Ensure the person has been clearly advised (twice) that they are required to evacuate the building, because of an emergency situation.

Notify the senior Emergency Services Officer who, at their discretion, may take the appropriate action under law to remove the person.
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