(Insert Organisation Name)  
OCCUPATIONAL HEALTH 
AND SAFETY

POLICY
Version 1
COMMITMENT TO HEALTH AND SAFETY

(Insert Organisation Name)  (the Organisation) is committed to:

· Ensuring that staff and volunteers have adequate equipment and procedures to work safely.

· Maintaining a safe and healthy environment for staff, volunteers and members of the public when work is being carried out on behalf of the Organisation
· Maintaining the competency and skill of staff and volunteers in terms of Occupational Health and Safety

· Only using staff and volunteers that are competent in carrying out the relevant activity.

· Complying with all Regulatory requirements.

POLICY STATEMENT
(Insert Organisation Name) (the Organisation) is committed to providing a safe and healthy workplace and to eliminating conditions and incidents that could result in personal injury or ill health to employees, volunteer  workers and other visitors to the Organisation. 
The Officers of (Insert Organisation Name) will exercise due diligence to ensure that the Organisation meets its work health and safety obligations. The Organisation will provide all appropriate safety equipment and safety training to staff and volunteers.  Continual visual audits will be conducted to ensure organisational safety practices are maintained.

SCOPE

It is the responsibility of the Organisation’s Executive Committee, all persons working for the Organisation (including volunteer workers) and visitors to the Organisation to  comply with the Work Health & Safety Act 2011, Electrical Safety Act 2002 and any other associated acts, regulations and standards.  
All activities carried out within the Organisation must be conducted in a safe manner so that persons are not at risk due to an unsafe environment or unsafe work practices.  Staff and Volunteers are encouraged to be innovative and creative in the implementation of Occupational Health and Safety policies and programs to maintain an accident free workplace.

The Committee and Management of the Organisation will exercise due diligence to ensure that the Organisation meets its work health and safety obligations by:
· Ensuring that all staff and volunteers understand their obligations to implement safe systems of work

· Ensuring that all staff and volunteers have access to and are informed of policies and procedures which may affect their health and safety

· Ensuring that the health, safety and welfare of staff and volunteers is monitored, to the extent that monitoring is relevant to the prevention of work related illness or injury
· Providing a suitably trained First Aid Officer, together with first aid facilities to administer first aid treatment

· Maintaining information and records relating to work related injuries and retaining that information for the required amount of time

· Developing operational procedures and providing training to staff and volunteers to ensure that all activities comply with requirements and are carried out in a safe manner

· Ensuring that all electrical items are regularly tested to guarantee they are electrically safe to use

· Installing and maintaining safety devices such as Earth Leakage Circuit Breakers and Surge Protection Devices

· Instructing staff and volunteers in the correct use of equipment so that all persons have the knowledge to work safely 

· Providing and maintaining the appropriate safety management equipment such as a fully stocked first aid kit and an appropriate fire extinguisher, and providing easy access to such equipment

· Conducting regular risk assessments and managing hazards according to the Organisations Risk Management Policy
· Maintaining the appropriate Insurance Policies

Staff and Volunteers will assist the Organisation to meet its work health and safety obligations by:

· Complying with Committee and Management instructions and ensuring that all activities are conducted in a manner to ensure their safety and that of other workers and visitors to the Organisation, 
· Using all equipment and tools in a safe manner and in compliance with legislative requirements,  

· Not wilfully interfering or misusing anything that may create an unsafe situation for themselves and others,
· Informing the (Insert position)  of any factor which may affect their own health or safety  or the health and safety of others, 

· Ensuring that they do not endanger their own health and safety or the health and safety of others through the consumption of alcohol or drugs

· Promptly reporting injuries, accidents or incidences or dangerous occurrences at the Organisation to the (Insert position) 
It is the responsibility of the First Aid Officer to:

· inspect and maintain first aid facilities;
· in the case of a work injury or work-related illness, assess if medical assistance is required;
· administer appropriate first aid in accordance with their training;
· maintain first aid records.
FIRST AID FACILITIES
First Aid Kit

A First Aid Kit is to be located at a point/points convenient throughout the Organisation and where there is a significant risk of an injury occurring. 

The contents of the First Aid Kit must be protected from dust and damage, and be kept in a container which clearly identifies the contents and purpose. The container must be easily recognisable (for example, a white cross on a green background prominently displayed on the outside) and should not be locked.
The following items will be included as a minimum
· emergency services telephone numbers and addresses;

· name and telephone number of First Aid Officers (to be displayed on the outside of kit);

· basic first aid notes;

· individually wrapped sterile adhesive dressing;

· sterile eye pads;

· sterile covering for serious wounds;

· triangular bandages;

· safety pins;

· small, medium and large sterile un-medicated wound dressing;

· adhesive tape;

· elastic or crepe bandages;

· scissors;

· disposable latex gloves;

· approved resuscitation face mask fitted with a 1-way valve;

· eye wash (once-only use container) & guidance notes;

· disposable face masks;

· disposal bags 
The first aid kit must be inspected by the First Aid Officer every month. The first aid facilities checklist must be completed and filed by the First Aid Officer following each inspection.
The First Aid Officer must notify the appropriate person if stock needs to be replenished. 

First aid treatment
If a person requires first aid treatment the First Aid Officer must be contacted to administer such treatment.
The First Aid Officer must record the following information:
· name of person;

· type of injury, if known;

· assistance provided.
The First Aid Officer will attend to the injured or ill person and provide assistance that they consider the most appropriate.
First Aid Officers must only provide assistance in accordance with their training.
Where an injury is of a more serious nature and requires the person to be referred to a doctor or taken to hospital, the First Aid Officer will determine the appropriate transport.

WORK HEALTH AND SAFETY STRATEGIES
Safety Equipment

Staff and Volunteers will use safety and operating equipment relevant to the activity being carried out.  It is the responsibility of every person to regularly examine all items of safety equipment they are using to ensure the equipment is in-test and is in a satisfactory condition for the work being carried out.  

Regular visual audits will be conducted to ensure safety equipment is being used appropriately and is kept in a satisfactory condition. 

General Equipment

Staff and Volunteers will use general equipment only for the purpose for which it is intended. It is the responsibility of every person to ensure that such equipment is used in a safe manner and in a way which reduces the risk of injury. For example: office chairs on rollers are not to be used on concrete floors without the use of protective matting underneath.

Dress Code

It is the responsibility of each staff member and volunteer to ensure that the appropriate dress and footwear is worn pursuant to their designated activity. NB: Under no circumstances are thongs to be worn during the execution of duties on behalf of the Organisation.

Breaks

It is the responsibility of each staff member and volunteer to ensure the appropriate breaks are taken as determined by the nature of the activity being undertaken. 

Risk Assessments

Each staff member and volunteer will be expected to carry out a risk assessment before the commencement of every activity. Characteristics of the activity to be considered should include:

· Is the activity to be completed at a height? Can a stepladder be safely used or should a platform ladder with guardrails be used?

· Does the activity involve lifting weight? Is it light enough to be lifted manually or should a hydraulic platform by used?

· If lifting manually, what are the correct lifting techniques?

· Will the activity create a hazard for other people? 

· Will the activity result in boxes protruding from shelves, creating a trip or injury hazard?

· Are boxes stacked in a safe manner at an appropriate height to reduce the risk of falling down?

· Have all knife blades retractable to reduce the risk of injury to other people?

It is the responsibility of each individual to identify, and implement, the appropriate safety control measure. 

Staff and volunteers will be provided with risk management training.  

Safety Meetings

Safety meetings will be held on a regular basis.  All staff will be required to attend. Volunteers will be informed of safety issues at the first possible opportunity.

Safety Procedures

Annexure A lists the safety procedures used by (Insert Organisation Name) for common activities.  Further documents will be developed when work activities identify situations that require a standard operating or safety procedure.  

Staff and Volunteer Induction

All new staff and volunteers will participate in a site induction.  Organisational policies, safety requirements, operating procedures, obligations, and emergency evacuation procedures will be discussed.  Participants will be required to sign a document acknowledging their attendance at the induction session and that they understand, agree with and will comply with all policies.  Management will keep any signed document that relates to induction.

Staff and Volunteer Supervision 

It is the responsibility of the (insert position) to ensure that all staff and volunteers are working in compliance with Operational Procedures and that:

· All activities are being carried out in a safe manner and that the workplace is safe for all persons.  

· Staff and Volunteers are competent to carry out their allocated duties. 

Accident Reporting and Investigation

Every incident that results in either a person being injured or that could cause injury will be immediately reported to the (Insert position). The accident or incident will be recorded and actioned in accordance with the Organisation’s policy.  

Evacuation Procedures

The Organisation has a documented “Evacuation Plan” which is prominently displayed in conspicuous places throughout the Organisation. All staff and volunteers will be advised of procedures at induction, and on a regular basis.

Fire Extinguisher

A dry powder chemical fire extinguisher is positioned on the wall adjacent to the kitchenette for use in emergency. It is the responsibility of (insert  position) Management to ensure that the extinguisher is checked at least 6 monthly. Extinguishers are not to be used for any other purpose than for an emergency situation.

Entering and Departing the Premises

It is the responsibility of each staff member, worker, volunteer and visitor to the Organisation to ensure that they enter the premises and depart the premises with due care and attention to traffic within the premises car park facility.

Reference Documents

The following documents will be available to all workers for reference purposes.  They maybe in either electronic or hard copy format.  

Work Health and Safety Act 2011
Electrical Safety Act 2002
(Insert Organisation Name) Risk Management Policy
(Insert Organisation Name) Operational Procedures Manual

(Insert Organisation Name) Code of Conduct

Safety Procedures for common activities:

1.
Receiving goods:

· The deliverer is responsible for the unloading of all stock onto trolleys. Staff and Volunteers are not to assist with the unloading of stock from vehicles.

· It is the responsibility of the attending staff/volunteer to ensure that stock loaded onto trolleys is stacked by the deliverer in a suitable manner to avoid the risk of boxes falling, causing injury. Each trolley should be stacked with only enough stock to ensure easy mobility of trolleys
2.
Unpacking goods from boxes

· Boxes must be removed one at a time from the trolley using proper lifting techniques. If a box is heavier than can be lifted without strain, assistance is to be sought from a second person.

· A Stanley Knife is to be used to open all boxes for unpacking. When not in use the blade of the Stanley knife must be contracted to avoid injury.

· Goods must be unpacked in a safe manner and stacked to an appropriate height without the risk of falling.

3.
Packing goods onto shelves
· Boxes must be stacked on shelves in a safe manner to ensure edges are not protruding into walkways, creating a tripping or injury hazard.

· Boxes must be stacked in a manner to reduce the risk of instability and falling

· Preferably, stock should only be stored on those shelves which can be reached easily from ground level but not below knee level

· If necessary, such as when stacking stock onto the upper levels of shelving, available safety equipment such as a platform ladder and a hydraulic trolley are to be used.

4.
Pulling stock for parcels

· If necessary, access to stock at upper shelving levels is to be achieved by using either a stepladder or, when appropriate, a platform ladder. Three points of contact must be maintained at all times. Under no circumstances is shelving to be climbed on.

· Goods are to be safely packed into the appropriate baskets, which should then be stacked neatly on the floor. Care is to be taken that baskets do not create a trip hazard in walkways, or that baskets are stacked at an unsafe height to create a stability risk.

5.
Packing parcels 

· Parcels should be packed in compliance with the appropriate operational procedure.

· Parcels for collection are to be stacked neatly on shelving, giving consideration to parcel weight and size. Bulkier and heavier parcels should be stacked on lower shelves for ease of collection. Care should be taken to ensure parcel edges are not protruding into walkways.

· Parcels for postage should be stacked neatly on the appropriate trolley, ensuring sharp edges are not protruding, and that parcel stacks are not too high, creating instability and a risk of falling.

6.
Postage

· Parcels to be weighed are to be lifted one at a time, using the proper lifting technique.

· Parcels are to be stacked on scales at an appropriate height.

· All parcels are to be stacked on trolleys ready for collection. Trolleys are to hold only enough parcels to ensure easy transportation to the dock area.

· Australia Post is responsible for lifting parcels into the postal van.

7.
Stacking empty boxes in dock area 

· A quantity of boxes is to be stacked neatly against walls at a height not considered at risk of instability. All other boxes are to be collapsed and stacked neatly.

· The area surrounding the electrical switchboard is to be kept clear of obstructions within a 1 metre range at all times.

Back Injury Risk Factors and Lifting Techniques

Risk factors for Back Injury

The following factors have been found to be significant contributors to back injuries sustained within the workplace:

· Lifting with back bowed out
· Bending and reaching with back bowed out
· Slouched sitting

· Twisting or jerking movements

· Lack of proper rest

Tips to avoid back injury

· Never bend you back to pick something up

· Hold the object close to your body

· Don’t twist or bend. If you need to turn, turn in small steps

· Keeping your eyes up helps you to maintain a better position with your spine

Proper Lifting Techniques 

1. Plan ahead before lifting 

2. Lift close to body

3. Hold feet shoulder width apart

4. Bend knees and keep back straight

5. Tighten stomach muscles

6. Lift with legs, not back

7. If straining, get help
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