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OCCUPATIONAL HEALTH AND SAFETY POLICY

1.
Purpose

The OHS policy is a statement of management’s commitment and an accurate reflection of the approach to OHS within Access HR.

2.
Scope

This policy is a statement of intent covering the general approach to the OHS of employees, Temporary Employees, and visitors.

3. References and Related Material

OHS Act 1985

Internal Risk Management Policies
OHS Policy and Procedure Handout (Appendix 1)

Equal Opportunity Policy (Appendix 2)


4. Responsibilities

Director’s Responsibilities

The Director will be responsible for:

· Ensuring the implementation of occupational health and safety strategies, policies and health and safety programs including active hazard identification, risk control, incident reporting and investigation;

· Ensuring consultation take place regarding OHS issues, including any changes made to the work site or work systems that will affect the Health and Safety of employees;

· Reviewing and commenting on all incident investigation reports within their area of responsibility and ensuring that corrective action is identified and taken;

· Participating where required in resolution of safety issues and correcting any unsafe condition immediately;

· Ensuring health and safety education and communication is an ongoing activity within Access HR;

· Ensuring the establishment of an Occupational Rehabilitation Program for injured staff who are seeking to return to work;

· Ensuring that staff are issued with the appropriate protective equipment and clothing when required, and that they are kept in good condition.  Ensure employees are instructed in the correct method or use of protective equipment and clothing;

· Ensuring that in the evaluation of all new equipment, the occupational health and safety effect on employees has been considered and safety standards met; and

· Ensuring that all operations and procedures are documented and understood and observed by all employees. 
Employees’ Responsibilities

Employees have a responsibility under the Occupational Health and Safety Act (2004) to take reasonable care for their own health and safety and others around them, and also to co-operate with the employer with respect to complying with health and safety requirements.

In particular, employees will:

· Set an example to fellow employees in observance of the health and safety program and procedures;

· Correct when possible and report to their manager, any unsafe situation immediately, including “near miss” incidents;

· Operate in a safe manner to prevent injury to self or fellow employees, contactors, visitors and members of the public;

· Follow all verbal or written safety work procedures, practices and directions;

· Report all personal injuries using the Injury/Accident Report Form, immediately when they occur;
· Co-operate with and participate in all programs to make the work environment safer and healthier;
· Maintain good house-keeping standards within the workplace at all times;
· Observe all warning signs and notices;
· Ensure that equipment for which they are responsible is maintained to ensure safe operation;
· Ask for specific instruction regarding the hazards associated with performing tasks with which they may not be completely familiar;
· Contribute ideas to the ongoing development of a safer workplace; and
· Refrain from intentional or reckless interference with or misuse of equipment provided in the interest of safety, health and welfare.

5.  Procedure

1. Management and employees shall develop the OHS policy jointly.
2. The Director and the Senior Recruitment Consultant shall sign and date the procedure in recognition of the joint contributions.
3. The OHS policy shall be made available to all new employees upon induction and to all contracts.
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