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Introduction:

This policy in accordance with The Occupational Health and Safety Act 2004,
outlines the Occupational Health and Safety (OH&S) responsibilities for various
organisational levels within Foundation Learning Centre's (FLC) influence and
control.

Each responsibility statement is based on the responsibilities outlined in state
legislation relating OH&S. The Board of Management has a legal and moral
responsibility under the legislation to protect the health and safety of its workers,
volunteers and participants.

Failure to provide a safe and healthy environment can prove to be costly in terms of
staffing, finance, time, and damage to community goodwiill.

Purpose:
The purpose of this policy is to ensure that adequate, up to date information
regarding OH&S is readily available to all people it may effect.

Responsibilities:

The Board of Management is responsible for:
a) Formally approving the OH&S Policy and procedures
b) Reviewing OH&S performance of the organisation
c) Reviewing details of serious accidents/incidents
d) Reviewing OH&S performance of senior management
e) Ensuring FLC meets its legislative requirements relating to OH&S
f) Ensuring adequate resources are allocated to the management of OH&S in
the organisation

Executive Management is responsible for:
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a) Ensuring that appropriate systems are established and actions taken to
implement the

OHA&S Policy and Procedures and to satisfy legislative requirements
b) Promoting and regular monitoring of OH&S performance in their area of
responsibility by visibly showing commitment to OH&S through participation in
formal and informal discussions, workplace visits and hazard inspections
c) Reviewing accident/incident reports
d) Reviewing OH&S reports
e) Ensuring that staff meetings are recognised as OH&S meetings
f) Ensuring ongoing consultation with employees about OH&S
g) Ensuring that all Policy and Procedure Documents are easily located and are
readily accessible to all personnel
h) Initiating actions to improve OH&S performance in the workplace
i) Undertaking regular inspections of the workplace to assist in the identification
of hazards and to initiate action to rectify the hazard
i) Ensure new employees and volunteers receive OH&S training as part of
induction, and specific job training is provided where required
k) Facilitating rehabilitation for injured workers and volunteers
l) Ensure employee and volunteer awareness of OH&S Management Systems
and specific workplace hazards through discussions at regular meetings

Area Managers and Co-ordinators are responsible for:
a) Ensuring all appropriate actions are taken to implement the OH&S policy and
procedures to satisfy legislative requirements
b) Ensuring regular monitoring of OH&S performance in their area of
responsibility
c) Visibly showing commitment to OH&S through participation in formal and
informal discussions, workplace visits, hazard inspections and meetings.
d) Recording and reporting accidents/incidents which have occurred in their area
of management
e) Liaising with OH&S manager in relation to workplace OH&S issues
f) Initiating actions to improve OH&S performance in the workplace
g) Undertaking regular inspections of the workplace to assist in the identification
of hazards and to initiate action to rectify the hazard
h) Attending OH&S meetings when required (these are the regular staff
meetings)
i) Ensure new employees & volunteers receive OH&S induction training and
specific job training where required
j) Facilitating rehabilitation for injured employees/volunteers
k) Ensure employee awareness of OH&S management systems and specific
workplace hazards through discussions at regular staff meetings

The OH&S Manager is specifically responsible for:
a) Notifying and advising of all aspects of OH&S and ensuring compliance with
the appropriate legislation
b) Monitoring changes in the field of OH&S
c) Advising the Board of Management, Chief Executive Officer& Principal of
relevant changes, trends & directions in the area of OH&S and relevant laws
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d) Obtaining authorisation from the Board of Management, Chief Executive
Officer or Principal prior to changing or implementing changes to the Policy and
Procedures so they do not conflict with Legislation

e) Recording, publishing, coordinating and implementing the appropriate
changes as soon as approved by the Board of Management, the Chief Executive
Officer and the Principal

f) Maintaining relevant OH&S records

The Employees, volunteers and students are responsible for:
a) Ensuring all work is performed in accordance with requirements of the OH&S
policy, procedures and legislation
b) Taking reasonable care for their own health & safety and for the health &
safety of any person who may be affected by actions in the workplace
c) For knowing the OH&S requirements associated with their employment and
work
d) Reporting all identified hazards, accidents/incidents and near misses in the
prescribed manner
e) Using and maintaining all safety equipment and personal protective
equipment (PPE) in accordance with the relevant standards.
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