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Preface

The Community Housing Occupational Health and §afétis an essential guide to OH&S
responsibilities and is tailored to the communibysing environment. This updated kit is
based on our OHS Contractors kit of 2002. This agegrs timely because of the advent of the
Occupational Health and Safety Act 2004 and thetfet community housing providers are
now registered under the Housing Act 1983, andial seed to display their adherence to
OH&S legislation through policy and procedure.

The Kit continues to deal extensively with the OH&spects of engaging contractors.
Contract work is becoming increasingly common i tinodern workplace and has been a
feature of Community Housing employment for somarge Organisations have the same
legal obligation to ensure the health and safetyootractors as they do to their own
employees.

This Kit has been written as a resource for comigurousing in Victoria to assist
organisations to develop their own processes ffitlifig their OHS obligations towards both
employees and contractors.

How to Use this Kit

The Introduction defines OH&S and describes théwuarlegal obligations that Community
Housing Organisations have in this area. The nedegiof the Kit looks at OH&S
management in general and then all the partic@aarls that exist in the community housing
work environment. In each case the Kit providesleh@olicies and Procedures forms and
checklists. Your organisation can then adapt @athese according to your own
circumstances and develop your own set of OH&S Mangent Resources.
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Further Information & Feedback

For further information about the kit or other OKSources contact the CHFV on
03 9654 6077 or email: chfv@chfv.org.au

General Disclaimer

The suggested policy and procedures are not aitsbdor professional advice on specific issuesfg Community Housing organisations.
They are designed to assist organisations plampeeghre for their OHS obligations and as such genaral resource and are not intended to
provide specific legal or other professional advice

Production

This resource was compiled by Helen Kierce and K&ieerry and produced by the Community Housing feide of Victoria in 2009.
CHFV: Level 5, 128 Exhibition St, Melbourne.
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Part 1: Introduction

What is OHS?

Occupational Health and Safety (OHS) refers tdegeslation, policies, procedures and
activities that aim to protect the health, safetg elfare of all people at the workplace.

Every worker has a right to a healthy and safe viéekand to a work environment that
enables them to live a socially and economicalbdpctive life.

What is Significant About the OHS Act 2004?

The OHS Act 2004 is the result of a substantialene\and overhaul of the OHS Act
1985. The current Act extends key themes of tl85 ¥ct, emphasising:
» Responsibilities and duties of employers, employeestractors, manufacturers,
suppliers and installers
Prevention of injuries and illnesses
Elimination of hazards and minimization of risks
Co-operation and consultation between employersamaloyees
Having in place a systematic approach to OHS
Involving employees in OHS through elected OHS Reentatives

The OHS Act 1985 itself came about after many yeaegyitation and lobbying by
workers and community groups. The 1985 Act sed sfatutory framework to encourage
employers to take a proactive approach to workptheszdth and safety, one with a strong
focus on the prevention of work-related injuries @iseases.

The Victorian government was the first in Austrabamplement an Occupational Health
and Safety Act, reflecting a new approach to OHflleion which provided a general
duty of care for employers to maintain good heatitl safety practices in the workplace.
Employers are expected to make use of current letyd and techniques, standards and
compliance codes and guidelines to ensure that@abmwork are safe and free from the
risk of ill health. The OHS Act 1985 focused oey®ntion of injuries and illnesses
through the application of a systematic approachdikplace health and safety and that
also recognised the critical role employees hddentifying hazards and coming up with
solutions.

Much of the impetus for this ‘new’ approach wassdn by unions, workers and
community groups. During the 1960’s and 1970’s ynanrkers took class actions
against employers for injuries and illnesses resyfrom participation in the workforce
(eg, repetitive strain injury was the result of poocupational health and safety practices
in office typing pools and led to compensation pagdo many workers).
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Who Has Responsibilities Under The OHS Act 20047

Employers and Management Committees- in terms of the community housing sector,
management committees have the same responsgbditiduty of care as employers.
This responsibility includes eliminating or mininmg health and safety risks through
finding hazards, assessing risks and fixing prokleiEmployers are expected to consult
with workers on OHS issues and ensure that a syistenplace to manage workplace
health and safety.

Employees(and this includesontractors) must take reasonable care of their own health
and safety and that of others in the workplaceis @hty extends to cooperation with the
employer to comply with health and safety requiretsgreporting potential hazards and
not interfering with anything at the workplace thas been provided for health and
safety.

Volunteers must be given the same training and rights tdewarkplace as employees.

Manufacturers, suppliers andinstallers all have specific duties under the Act when it
comes to the manufacture, supply or installatiogarfds and services.
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The Regulatory ‘Pyramid’

The OHS Act 2004 is also supported by regulatistesydards, compliance codes and

guidelines:

OHS Act 2004

OHS Regulations 2007

1. Preliminary information 4. Hazardous Substar(agcluding

carcinogenic substances and asbestos)

2. General duties and issue resolutions 5. Hamarthdustries:
3. Specific Hazards: e Construction
e Manual Handling * Major Hazard Facilities
* Noise * Mines
e Prevention of falls 6. Licensing and registration
* Confined spaces 7. Administrative matters and exemption
* Plant 8. Saving and transitional provisions

» High risk work where licensing is
required, eg forklifts and scaffolds

Standards, Compliance Codes and Guidelines

Many and various, these are issued from time te tovassist employers and employees
understand their rights and responsibilities, Ugtratelation to specific hazards. For examy
see the Worksafe Guidance Note on the Preventi@ulBing and Workplace Violence.

Useful websites for sourcing these are:
www.workcover.vic.gov.aw Victorian Workcover Authority

www.ascc.gov.aw Australian Safety and Compensation Council Websi

www.standards.com.ad Standards Australia

Note: over time new Compliance Codes will be rededsy the Victorian Workcover

Authority.
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Other Relevant Acts

Accident Compensation Act 1985

Accident Compensation and Transport Accident Aateéndment) Act 2003
Accident Compensation (WorkCover Insurance) Act3199

Accident Compensation (Occupational Health andt@pfect 1996
Dangerous Goods Act 1985

Equipment (Public Safety) Act 1994

Community Housing Standards

Those working in the Community Housing Sector dse anpacted by the health and
safety requirements of tidational Community Housing Standards,in particular:
Standard 6.4- The organisations’ office premises and equipnpeovide a safe, secure
and appropriate work environment for staff and esa

Standard 7.4— Staff and volunteers work in a safe and headthyironment.

Reference to safety and security requirementsemailade irstandards: 2.1.1, 2.2.2,
2.3.1,4.2.2,4.2.6.

Housing Provider Framework

All Community Housing Organisations that managegiterm housing operate under the
Housing Provider Framework (or similar contractaabngements for Housing
Associations). They are therefore contractuallygel to comply with clauses of the
Housing Provider Framework that bear on OH&S. Ehae:

14.5 Storage of Dangerous Goods

The Agency must not store chemicals, inflammalgjeitls or dangerous substances upon
or about the Premises except such chemicals, Bquidlangerous substances that would
reasonably be required to be stored on the Prerfiseteaning.

14.6 Fire Protection and Safety

The Agency must have for the Premises an emergsordyol organisation and
procedures that meAS3745-2002, Emergency Control Organisation and Procedures
for Buildings - Standards Australia.

14.7 Endanger Premises

The Agency must not do or permit anything to beedimnconnection with the Premises
which, in the reasonable opinion of the Directoayrendanger the Premises or be a risk
to any person or property.
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Insurance

Community Housing Organisations are also constdainetheir insurance policies. All
organisations must have property, public liabilapd directors' and officers’ liability
insurance. Such insurances are taken out by éltbeCommunity Housing Organisation
itself or the Office of Housing on their behalfadh Community Housing Organisation
must ensure that OH&S practices do not prejudigeirsurance policies.
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Part 2: Managing Workplace Health and Safety

Developing a Systematic Approach to Workplace Safet vy

The OHS Act 2004 provides a general duty of carefoployers and Committees of
Management to:
» Eliminate risks to health and safety, as far as reasonahbtipable
* Where it is not reasonably practicable to elimiratesk, thenreducethe risk so
far as is reasonably practicable

What is Risk? — the likelihood of iliness, injury or even deaitcurring following
exposure to a hazard.

To meet this duty of care, and the requiremente@Housing Registration Standards,
employers or CoMs should have in place a documesysigmatic approach to OHS,
otherwise known as an OHS management system. Ol8gement systems have these
core elements:

Review and Policy
improvements
WORKPLACE
SAFETY
Measurement and MANAGEMENT Planning
evaluation
SYSTEM

Implementation
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Managing Workplace Hazards

What is a Workplace?- any place where an employee (including a cotdarpconducts
the work of that agency. This includes the offied¢enant’s home, meetings at other
locations, and travelling en route between thecefind meetings or properties.

What is a Hazard?— something with the potential to cause harmngr illness, eg, a
work process, chemical or equipment.

Managing hazards in a workplace involves:

THINKING
1. Hazard identification — knowing what hazards eiighe workplace.
2. Risk assessment — knowing the level of risk assediaith a hazard, that is, high,

medium or low level of risk, by conducting a ridsassment.

DOING
3. Application of Controls — determining what can lmaé to control the risk

associated with the hazard and putting those daritrglace.

REVIEWING
4. Monitoring and reviewing the selected controlsnswee they are having the

desired effect. If the controls are effective tispuld have eliminated or
minimized the risk associated with the hazard.

These steps provide the basic framework for dealitiy workplace hazards and
underpin the approach to the hazards cited irkihis

For Employers andCoMs, Think, Do, Review involves:

Being aware of the hazards that are present inwoukplaces — including having
systematic means of identifying hazards before tta@sge injuries or illnesses

Attending to hazards that are brought to your &tten- for example, when
hazard or incident reports are lodged they shoelddalt with expediently

Assessing the level of risk associated with thehdsz— by carrying out risk
assessments on all identified hazards

Doing all that is reasonably practicable to conth@l hazard — either eliminating it
entirely or minimizing the risk associated with ae

Ensuring that control measures are effective

Consulting staff about the above
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Foremployeeghis includes:

» Reporting hazards when they are identified

» Taking steps to address the hazard if this is yesponsibility, that is, eliminating
the hazard or reducing the level of risk associatid the hazard

» Cooperating with whatever control measures yourleyep has in place to deal

with the hazard, including complying with policiasd procedures and using

safety equipment

Note: a more detailed explanation of the steps involnethink, Do, Review is
contained in Appendix B.

Checklist for Managing Workplace Health and Safety

Yes/No

Action
Required

1)

Does your organisation have an OHS
management system?

2)

Does your organisation have an OHS Policy?

3)

Does the policy make clear the OHS
responsibilities of management and staff?

4)

Have OHS goals or targets been identified?

5)

Have plans been made to meet these goals or

targets?

6)

Are the goals or targets regularly reviewed?

7

Are workplace hazards systematically identifie

d?

8)

Do you have a procedure or means of reportirn
hazards?

g

9)

Is risk assessment undertaken?

10)Are hazard/risk control measures implemente

11)Are there ways of measuring the effectiveness

5 Of

the control measures?
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Part 3: Workplace Hazards

Bullying and Harassment

WorkSafe Victoria defines workplace bullying aseeafed, unreasonable behaviour
directed to an employee or group of employeesdiestes a risk to health and safety.

Unreasonable behaviour means behaviour that arrabksoperson would expect, having
regard to the circumstances, would expect to viegrhumiliate, undermine or threaten.
Examples include:
* Abusive, insulting or offensive language
» Excluding, isolating or marginalising others, deliitely or otherwise
* Behaving in a way that frightens or intimidates
* Humiliating others through sarcasm, belittling somes opinions or unjustified
criticism, including criticism delivered by yellingy screaming
» Spreading misinformation or malicious rumours
» Participating in ‘collective bullying’, that is, ggessive group behaviour as a
deliberate strategy to isolate or drive an indigidwom the workplace
» Setting impossible tasks or deadlines, allocatiegmmngless tasks or unfairly
assigning unpleasant tasks

Responsibilities
Employers andCoMs have the primary legal duty for providing a heglémd safe

workplace under the OHS Act 2004. The duty appbetheir own employees and to
others in their workplace, including contractorsl &olunteers.

Employeeshave a responsibility to abide by safety standandkto co-operate with their
employers actions to ensure a healthy and safeplaar& is maintained.

Worksafe Victoria has developed a Guidance Nottherprevention of Bullying and
Violence at work to assist both employers and eyg#e deal with this issue. The
Guidance note includes advice on the steps to take.

Preventing Bullying and Harassment

Steps to prevent bullying and harassment include:

* Having a no bullying policy — which includes meariglealing with bullying and
harassment incidents

* Prominently displaying the policy at the workplaoe in public areas

» Raising awareness — through training sessionagdattion and including amongst
contractors and volunteers

» Identifying risk factors — for example, throughf6gurveys

» Having reporting procedures and encouraging reppdf incidents

» Treating all reported incidents seriously
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Useful references

* OHS Act 2004

» Bullying and Workplace Violence at www.ohsreps.atgwebsite of the
Victorian Trades Hall Council, accessed May 2008

« “Bullying in the Workplace — A Guide to Preventitor Managers and
Supervisors”, Comcare, Publication no OHS 65, sigld July 2007, accessed at
www.comcare.gov.atay 2008

* “Prevention of Bullying and Violence at Work”, Gaidce Note published by
WorkSafe Victoria, February 2003

Sample policy

ABC Housing Cooperative
Policy on the Prevention and Management of Bullying

ABC Housing Cooperative is committed to providitigeanployees with a healthy and
safe workplace free from bullying and intimidatioBullying is not an acceptable part of
our work culture. Bullying can harm a person’sititeand wellbeing.

Bullying is repeated and unreasonable behavioectéd towards an employee or group
of employees that creates a risk to health andysafecan include behaviour such as:

» Deliberately changing work rosters to victimizetmgardar employees
* Verbal abuse

e Intimidation

» Sabotaging someone else’s work

e Humiliating someone through sarcasm or insults

Anyone who experiences or witnesses bullying shogpart it as soon as possible.
When bullying is reported, it will be investigatgdickly and in accordance with our
procedures. Where necessary, a formal investigatith be undertaken and disciplinary
action may result.

Every manager and employee has responsibility taptp with this policy and to treat
everyone who works here with dignity and respect.

Signed The employer

S:\6 Projects\2007-10-17 CH OHS Kit 2008 Update@HS Kit 2010 Update.doc 13



Hazardous Substances

Unsafe use and handling of hazardous substanad®oricals can cause cancer, skin
disease, poisoning and respiratory illness.

Did you know? “A quarter of all Victorian employeesgularly use hazardous substances
such as chemicals, flammable liquids and gasdseinwork.” WorkSafe Victoria

Hazardous substances are substances that havetéinéigd to harm people’s health.
They can be solids, liquids or gases, and when st workplace, they are often in
the form of fumes, dusts, mists and vapours.

Examples of hazardous substances include:
+ irritants such as ammonia
+ acute toxinssuch as cyanide
« corrosivessuch as sulphuric acid and caustic soda
« carcinogens(cancer causing substances) such as benzenerghdhioride.

Responsibilities
Employers and/or CoMs:Obtain and provide information to employees on the
hazardous substances that are present in your {@edg This means:

+ Be aware of the chemicals or hazardous substahaeare used in your
workplaces — most commonly this will be cleaningrmincals or maintenance
materials eg, paint or solvents

« Obtain current Material Safety Data Sheets (MS@®&ghch hazardous substance

« Keep a register of all hazardous substances suajpyligour workplace — an
MSDS register (an example can be found at Appe@lix

+ Keep the MSDS accessible to employees — so thakiiev what they are
handling and what precautions for use are required

« Provide training where appropriate

« Ensure that containers in which hazardous substaareesupplied are labelled

+ ldentify containers of waste

Manufacturers and suppliers of hazardous substanceare required to determine
whether the substance is hazardous and providematmn, including accurate MSDS's
to users or purchasers.

Employees- Your employer is required to protect you frore tisk of exposure to
hazardous substances in the workplace. Atthe sameyou have a general duty to
take reasonable care for your own health and sadatythat of others who may be
affected by your work, and to cooperate with yaupyer’s efforts to make the
workplace safe.

This may include:
-+ following workplacesafety policiesand procedures
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« usingcontrol measuresprovided, eg, safety gear such as gloves and masks
« attending health and safetaining
+ helping toidentify hazards and risks

Material Safety Data Sheets

A Material Safety Date Sheet (MSDS) is a documieat tlescribes the hazardous
substance and provides vital information to agmsfple with the safe use and storage.

Occupiers are required to obtain from the manufactor supplier the current version of
the MSDS for all hazardous substances held onréraipes. The MSDS must be readily
accessible to all employees, other persons onrraipes and emergency services
personnel. It must be supplied before the hazardabstance is used for the first time at
a workplace.

A sample MSDS register is providedAgipendix C.

To see an example of an MSDS for WDB448 product commonly used in households and
for commercial use, go to www.wd40.com.au/msds/Cheaitch

Useful References

* OHS Act 2004

* OHS Regulations 2007 — Chapter 4 Hazardous Sulesanc

* Your Health and Safety Guide to Hazardous Substaf\WerkSafe Publication —
March, 2006)

Quick Checklist

Yes/No | Action to be taken

1) Are Hazardous Substances used at the
workplace?

2) Are risk assessments of hazardous substanc
conducted?

3) Is information on hazardous substances
provided to employees? That is, are MSDS
available and are containers correctly labelle

4) Is training on hazardous substances provide
available to employees who use hazardous
substances?

5) Is a register of Hazardous Substances and
Material Safety Data Sheets kept?

6) Are results of risk assessments kept?

7) Are chemicals or hazardous substances a
routine part of any workplace inspection?

1 WDA40 is used as a lubricant, corrosion inhibitdir displaces moisture and is used as a cleaner.
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Ergonomics & the Office Environment

A range of hazards may exist in the office envirentrincluding manual handling,
hazardous substances, slips/trips/falls, bullyimg eccupational violence. The hazards
most often associated with the office are thoseahae from the ergonomic design of the
environment.

National Community Housing Standard 6.4.3equires that organizations have
adequate and appropriate office equipment andtiumthat is well-maintained.

What is Ergonomics?

Ergonomics is the art of fitting the task to thege®m. Ergonomists study human
characteristics to determine how the living andkiray environment can be better
designed to suit the needs of people. Poor ergmsaran lead to a range of overuse
injuries known as Occupational Overuse Syndrome§PO

What is OOS?

Ergonomic hazards in offices most often arise fommputer based work, where long
periods in front of the screen can lead to backk@ad shoulder pain. This can manifest
itself as Occupational Overuse Syndrome (OOS) iegusuch as Carpel Tunnel
Syndrome and Tenosynovitis.

OOS injuries are usually caused or aggravated by work processes and unsuitable
working conditions that involve repetitive or fofademovements or the maintenance of
constrained or awkward postures.

OOS is not just found in office environments, ihdamppen anywhere that people are
required to work with poorly designed workstationse the same joints and muscles over
and over again in repetitive movements and workgiaivkward postures or movements
over sustained periods of time.

Early Reporting and | ntervention

A key to dealing with OOS is to early reporting aatdly intervention. Early reporting of
the symptoms allows identification and treatmentievthe condition is still reversible.
Employees should be encouraged to report symptaochsake action at the earliest sign
of discomfort.
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Quick Checklist

Yes/ | Action to be taken
No

1) Is appropriate equipment and workstation provided
for the job, such as ergonomically designed,
adjustable furniture, chairs, desks and computersf?

2) Is the work area is arranged so that materials,
equipment and controls can be easily reached
without stretching or twisting?

3) Are hand tools for repetitive tasks a comfortable
size, shape and weight, are well-balanced with a
comfortable grip and require no more than
reasonable force to operate?

4) Is training and information provided to employees
about safe working practices, for example correct
work methods and postures and the correct use d
tools, machinery and other equipment.

="

5) Is equipment regularly maintained and replaced as
needed and that new equipment is assessed on health
and safety grounds before purchase?

6) Are workers consulted about job design and
organization?

7) Can working positions be changed frequently?

8) Is work organised to mix repetitive and non-
repetitive tasks?

9) Where a job cannot be varied or rotated, are short
rest breaks utilized? 5 to 10 minutes every hsur i
generally suggested, which may be broken up int
half of this time every half-hour.

|}

10)Are workers allowed an adjustment period when
they return to work after an absence for holidays o
illness to allow for a gradual return to a reguiark
pace? This could be achieved by a slower work rate,
more frequent breaks or job rotation.

Useful References

» “Officewise — A Guide to Health and Safety in th#i€®”, Worksafe Publication
no. VWA023/02/12.05

e Checklist — Internal Environment from “Working Sigfén Community Services”,
2" edition, Oct 2006, published by WorkSafe Victoria.
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Manual Handling

Manual Handling is any activity that requires ttse wf force exerted by a person to lift,
lower, push, pull, carry or otherwise move, holdestrain any objett Manual handling

injuries can be exacerbated by work activities thablve awkward postures, repetitive

actions, bending, twisting or overextending theybod

High Risk Work Practices

Seemingly mundane activities can have dire consexpsein terms of the types of
injuries that can arise. Most people are involwvesome form of manual handling most
days of their lives.

Examples of manual handling situations include:
* Moving furniture
» Carrying computers/televisions
* Pushing a trolley
» Lifting a ladder
* Restraining a person
» Typing reports using a notebook computer in an aavkvposture
e Stretching to reach a high shelf
» Separating fighting residents
« Standing on a table and/or chair to pin up notices
* Bending to a bottom shelf to reach a carton
« Lifting 25 litre containers of cleaning chemicalgiwone hand
* Moving rocks, digging etc at a gardening bee
» Poor workstation layout or design

How Much Can a Worker Lift?

There is no legal limit now on how much a worken &# in Victoria. Risk of injury
depends on a number of factors in the task notlgstveight of the load. However, the
following limits are recommended by the Workers kte&entré to avoid injury:

Workers Position Lifting Load
Standing <16 to 20 kg
Seated <4.5Kkg

2 Occupational Health and Safety Regulations 2007 PA.5 Definitions
% From the Workers Health Centre Fact Sheet “Mahiaaldling — Preventing Back Pain and Injury”, 2004
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What Can Employers and CoMs Do To Minimise Manual Handling Risks?

Check injury records to find out the areas andgasgere injuries have occurred
Consult with employees and/or OHS representatilsesitatheir concerns
Monitor the condition of the workplace, lookingfattors such as adequate
lighting, slippery floors and rough ground

Identify the correct posture to be used when parilog particular tasks.

Identify risk factors associated with particulaska

Ensure workers engaged in manual handling taskadaguately trained at
induction

Refresher training and reminders to reinforce tlessage

Possible Means of Minimising Manual Handling Risks

Redesign the task to eliminate or reduce the risk

Change workplace layout, for example provide tahligls an adjustable work
height

Prevent unnecessary handling and use smaller censaio package loads
Provide mechanical aids for lifting and moving heavaterials and loads
Provide the appropriate training and educationetdgom the task

Provide training for proper manual handling andghevention of back injury
Reduce repetitive tasks by introducing variatiomwork patterns

Useful References

Occupational Health and Safety Regulations 2007 arManual Handling
“Manual Handling — Preventing Back Pain and Injufgdct Sheet published by
the Workers Health Centre at www.workershealth.eom.

Code of Practice for Manual Handling, VWAO003/0102.found at
www.worksafe.vic.gov.au

“Manual Handling - Risk Management In A Small Orgation”, a guidance note
from Worksafe found at www.worksafe.vic.gov.au
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Sample Policy and Procedure (1)

Affordable Community Housing Inc
Manual Handling Policy

Purpose: To ensure that safe working methods for lifting amovement of weights are
developed, promoted and implemented.

Method:
1. The relevant statutory requirements concerning miamandling are to be
complied with
2 Site Managers are to ensure that all employeesanbkely to be engaged in lifting
are trained in manual handling procedures. ierpossible, mechanical aids are to
be used when lifting heavy weights
3 Training in lifting procedures is to be a part af@oyee induction and includes
reference to:
* OHS Regulations 2007 Chapter 3 Manual Handling
* Code of Practice for Manual Handling, VWA003/0102.
4. Site supervisors are to ensure compliance wittidl@ving regulations:
* No one under 18 should lift more than 16 kg onrtbein
* ltis advisable not to lift loads above 4.5 kg wheeated
* Wherever possible, use mechanical assistanceftiagli
* No person should be required to lift, lower or gdoads above 55 kg unless
mechanical assistance or team lifting arrangenemetprovided to lower risk of
injury
5. Site Managers are to report any situations in wthielse procedures cannot be
implemented
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Sample Policy and Procedure ( 2)

ABC Housing Cooperative
Manual Handling Policy and Procedure

Purpose and Scope

The purpose of this policy is to set out specif@nmal handling procedures and
performance standards to reduce the risk of actidguary or illness of organisation
employees, volunteers and other unpaid person$viedan organisation business (e.g.
work experience participants).

This policy provides for the:

» Identification of potential risks and hazards tashhemployees may be exposed
in the course of their manual handling duties

* Implementation of appropriate procedures to minenmenual handling work
related accidents, injuries or illness

» Development and delivery of specific training pramgs to educate employees
regarding good manual handling practices

* Investigation and documentation of work-related ovzmandling incidents or
lost hours with a view to future risk minimisation

Policy

ABC is committed to ensuring that all employeedurteers and other unpaid persons
are properly educated and adequately resourcesl tonainimise the risk of iliness,
accident or injury related to manual handling atkwvol his commitment is an integral
part of promoting good occupational health andtggieactices which are consistent with
legislative requirements.

Procedures

The following procedures are to be implementedisuee that the ABC meets its policy
objective of ensuring that all employees are prypeatucated and adequately resourced
so as to minimise the risk of illness, accidenhqiry related to manual handling at
work.

ABC will:

* Provide all organisation employees with appropnatermation about, and
training in, manual handling practices

» Take all reasonable steps to determine the ap@atepmanual handling method
for staff with specific manual handling needdethods will be determined by
appropriate professional consultants (i.e., phizgi@pists, occupational
therapists) in consultation with the staff member

* Ensure employees have access to equipment necéssdigct safe manual
handling practices

* Promptly investigate, remedy and document any eyegl@rievance regarding
any manual handling matter
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Performance Standards
The following performance standards must be menhgure that the procedures specified
in this section are implemented effectively:
» All employees have been provided with a copy ofABE’s Policy on Manual
Handling Procedures and a copy of the policy i kepach service outlet
* All employees and volunteers have attended andesstudly completed approved
training in manual handling (where appropriatehiirt duties)
» All employees have been provided with the approer@uipment necessary for
safe manual handling
* Any grievances that are lodged are addressed or@exece with the manual
handling principles outlined in this policy and tRelicy on Staff Grievances
» All employees and volunteers are made aware ofdhé&ents of the Policy on
Manual Handling Procedures

Review of the Policy

This policy will be reviewed on a two yearly basldowever, if at any time the
legislative, policy or funding environment is steaéd that the policy is no longer
appropriate in its current form, the policy will beviewed immediately and amended
accordingly.
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Sample Manual Hazard Checklist

The following sample checklist is suitable for artial assessment of whether a task or
job is a manual handling risk. Should this assesgrshow that the job or task does
involve manual handling risks then a more extengsleassessment can be conducted
using the Manual Handling Risk Assessment Work Shexvided in the WorkSafe
Victoria Publication “Working Safely in CommunityeBrices”

Generic Manual Handling Checklist

Description of Workplace--------------------
Date of Assessment - - - - - - - - -

Assessed by - - --- s oo

O.H. & S. or Staff RepresentatijBignature) . .. ...,

The existence of any of the following key risk factors indicates the need for further
assessment.

Movements, Postures and Layout

1. Is there frequent or prolonged bending down wltlee hands pass below mid-thigh
height?

2. Is there frequent or prolonged reaching abogesttoulder?

3. Is there frequent or prolonged bending due tereded reach forward?

4. s there frequent or prolonged twisting of tlaeHhs?

5. Are awkward postures assumed or over prolongeddgs (that is, postures that are not
forward facing and upright)?

6. Are work tasks difficult to see with having tesame awkward postures?
7. 1s work performed in sitting or standing postuoaly?
8. Is it difficult for the employee to vary workimgpsture or position during the day?

Manual Handling

9. Is manual handling performed frequently or fard time periods by the employee?

10. Are loads moved or carried over long distances?

11. Is there need to place the load accuratelyemigely?

12. For lifting, carrying or lowering, does the gki/mass of the load exceed mandatory

or recommended limits?

13. For pushing/pulling, are high pushing or pyliorces involved?

14. Is the load difficult to handle due to its weig

15. Is the load difficult or awkward to handle doets size, shape, temperature,
instability or unpredictability?

16. Is it difficult or unsafe to get an adequatig gn the load?

17. Are gloves required during the manual handling?
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18. Does the employee have any other difficultydtiag the load?

Work Environment

19. Is the task performed in a confined space?

20. Is the lighting adequate?

21. Is vibration involved?

22. Is the climate in the workplace particularly bocold?

23. Are the floor surfaces cluttered, uneven, gigmr unsafe in any other way?

Individual Factors

24. Is the employee new to the work or returnirmgrfleave or any period away from
work?

25. Are there age related factors or disabilitreg may affect performance?

26. Does the employee's clothing or personal ptiotequipment interfere with manual
handling performance?
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Motor Vehicles and Driver Safety

Driving a motor vehicle is an essential part of pnpobs. The main risks associated with
driving relate to poor vehicle maintenance and mbting skills.

Responsibilities

Unlike other workplaces, the road is not a closadrenment. Preventing work-related
road crashes requires strategies that combinécteatfety principles and sound safety
management practices. Although employers canndtaaoadway conditions, they can
promote safe driving behaviour by providing saiefprmation to workers and by setting
and enforcing driver safety policies. Crashes atean unavoidable part of doing
business.

Employers can take steps to protect their employees anddhganisations:

» Assign a key member of the management team regplitysand authority to set
and enforce comprehensive driver safety policy

« Enforce mandatory seat belt use

* Do not require workers to drive irregular hourdarbeyond their normal
working hours

* Do not require workers to conduct business on ailsphone while driving

» Develop work schedules that allow employees to apeed limits and to follow
applicable hours-of-service regulations

* Document and investigate accidents

Fleet Management
* Adopt a structured vehicle maintenance program
* Provide company vehicles that offer the highessitdes levels of occupant
protection

Safety Programs
» Teach workers strategies for recognizing and magedyiver fatigue and in-
vehicle distractions

* Provide training to workers operating specializegtanvehicles or equipment.
* Emphasize to workers the need to follow safe dgyractices on and off the job

Driver Performance
* Ensure that workers assigned to drive on the jofe laavalid driver’s license and
one that is appropriate for the type of vehicléeadriven
» Check driving records of prospective employees,@rtbrm periodic rechecks
after hiring
e Maintain complete and accurate records of workanising performance

Employees Responsibilities

At a minimumemployeeshave a responsibility to:
» take all reasonable care when driving
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» carry their driver’s license at all times

* report any faults to the responsible person
* provide assistance at any accident scene
* wear a seat belt at all times
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Sample Policy and Procedure

Affordable Community Housing Inc
Motor Vehicle and Driver Safety Policy

Purpose and Scope
To establish guidelines that ensure the safe dparaf motor vehicles while on
Affordable Community Housing Inc (ACH) business.

This policy affects and applies to all ACH employ&eno drive agency vehicles or
transport clients.

Policy Statement
To ensure the safe operation of ACH-owned vehigdessonally owned vehicles used for
ACH business, and vehicles rented at ACH expemsployees are to adhere to the
following policy. Failure to do so will result irocrective action, up to and including
termination.
« Staff will abide by all road rules and safe drivimgnciples at all times
» Staff will drive the car in a safe way at all times
» Staff will act in a courteous way towards othewrdrs on the road at all times
» All traffic and parking infringements will be thesponsibility of the driver
e There is to be a limit of four hours driving on amye day for any trip. On long
trips, when possible, two or more people shall sliae driving
* Anincident report form will be kept in the car anmsked to record information
pertaining to any accident or traffic infringemémat may occur
* No staff member shall admit liability for any acerd or infringement to any third
party
» All trips shall be entered in the log book withezord of the date, purpose,
kilometres travelled and the driver
« Employees will be physically fit at all times wheperating any vehicle
* Employees may not operate a vehicle within eighirf@f consuming any
alcohol
* Employees taking a prescription or over-the-countedication, which may
affect their ability to drive, will not drive
* Employees may never take illegal drugs and operaghicle
* Employees who violate this policy will be subjeztcbrrective action, up to and
including termination
» All employees will maintain a current, valid driveticense. All commercial
drivers will maintain a current, valid commercidnse. Proof of valid driver’s
license may be required by ACH
* Employees receiving mileage reimbursement are taimlnd maintain motor
vehicle insurance as required by applicable state IProof of such coverage
must be submitted to ACH every twelve months
* Employees are to conduct visual inspections ofategiprior to operation, in
accordance with the instructions received in thetgdraining courses
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» Each vehicle shall be equipped with the safetymgent listed in the training
material

Administration and Review of the Policy
The Executive Officer will administer this policy.

This policy will be reviewed on a two yearly basldowever, if at any time the
legislative, policy or funding environment is steadd that the policy is no longer
appropriate in its current form, the policy will beviewed immediately and amended
accordingly.
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Sample Vehicle and Driver Safety Checklist’

Workplace Date
Completed by Date for revieagreed actions
Item Yes No | Comment/Action by Date

Employees hold valid driver’s licences for
the class of vehicle they use. Licences gre
recorded and verified annually.

Vehicle records (registration, insurance,
fuel, kilometrage, servicing and parts) are
maintained and checked.

A1%

A roadside assistance scheme is in place
for all vehicles owned by the organization.

Drivers are instructed to check fuel recor
and visually inspect tyres before leaving
base.

(@]

All vehicles owned by the organization at
routinely serviced and a procedure for

reporting faults is in place and known to a
employees.

~

Random checks are conducted at
appropriate periods to check vehicle
condition and safety.

—_

An incident kit is kept in each vehicle, wit
instructions, report form, first aid advice
and emergency phone numbers.

An incident reporting and investigation
system is in place and is implemented
following all car incidents.

Incidents reports are compiled, eg, in a
database.

Crash test ratings and safety devices (eg,
front and side air bags, anti-lock braking
systems) are considered when buying or
leasing new cars.

~

Cargo barrier is in place in station wagoris
and hatchbacks

Consideration given to wiring daytime
running of headlights to ignition.

Policies/Procedures in place regarding
fatigue management, alcohol and drug use,

4 Adapted from “Working Safely in Community Servit@sWorkSafe Victoria publication.
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driver safety.

Hands free mobile kits are installed in
vehicles and employees are instructed that
vehicles must be pulled over and stoppe
before dialling.

|

Consideration is given to equipping
vehicles with first aid kits, safety vests and
triangles, fire extinguishers.

Consideration is given to driving
performance review as part of overall work
performance review.

Occupational Violence

WorkSafe Victoria defines occupational violencé€asy incident where an employee is
physically attacked or threatened in the workplace”

“Physical attack” includes the direct or indireppéication of force by a person to the
body or, or to the clothing or equipment worn bytler person, where that application
creates a risk to health and safety.

“Threat” means a statement or behaviour that caagesson to believe they are in
danger or being physically attacked.

The threat or attack may come from clients or sisl but the term occupational
violence also extends to colleagues and third gmkinown to the organization such as
family members and intruders.

Responsibilities

Employers have a duty under the Victorian Occupatidiealth and Safety Act (2004)
to provide and maintain for employees, as far astprable, a working environment that
is safe and without risks to health. This inclugesviding a safe system of work,
information, training and supervision. The emplolyas the duty to take all reasonable
steps to reduce the risk to employees. The employst consult with the OHS reps and
the workers in these situations. This includeskll practicable measures to reduce
the risk of occupational violence.

The employer's duty of care to employees under comlaw covers more than the work
they are doing and workplace conditions to inclpdeential exposure to risk from the
foreseeable conduct of third parties.

® All definitions are from “Guidance Note on the ®eation of Bullying and Violence at Work”, a
WorkSafe Victoria Publication
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Addressing Occupational Violence

Employers and CoMs should:

» Talk to staff, particularly those who have to watkne for at least some of the
time, as they may be more vulnerable

* Ensure arisk assessment is done to identify astofs such as: lone working on
and off site and other potential hazards

* Investigate if jobs can be re-organised to proddafer system of work,
including ensuring there are adequate numbersafif st

» Conduct aNorkplace Violence Safety Audit

» Encourage and ensure that workers report and doduatiencidents

Employees should:

» Raise any concerns or issues of security with gouployer as soon as possible
* Follow procedures and policies to minimize the p$kccupational violence

* Report and document all incidents

Useful References

“Guidance Note on the Prevention of Bullying an@é¢nce at Work”, WorkSafe
Victoria

« The Australian Nursing Federation - Zero ToleraRoécy at www.anf.asn.au

+ The Australian Education Union's “Your Rights Td&safe Workplace - Guide
For AEU Representatives On Dealing With Violencd e Workplace” at
www.aeuvic.asn.au/ohs/resources.htmi
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Sample Occupational Violence Policy and Procedure

Affordable Community Housing Inc.
Policy and Procedure for the Prevention and
Management of Occupational Violence

Purpose and Scope

This policy aims to prevent the risk of foreseeaisteupational violence, or threats of
violence through the identification, evaluation awatrol of the potential for
occupational violence occurring.

This policy applies to all persons in the workplacel includes employees, visitors,
volunteers, contractors and the organizations conyu

Policy

Affordable Community Housing Inc. (ACH) is committéo ensuring that all employees,
volunteers and others are properly educated amguatkdy resourced so as to minimise

the risk of iliness, accident or injury relatedoimcupational violence. This commitment

is an integral part of promoting good occupatidredlth and safety practices which are

consistent with legislative requirements.

Responsibilities

Executive Officer — It is the responsibility of tB® in consultation with employees to
identify and assess potential situations in whictupational violence may occur. The
EO is responsible for the application of suitalwatcols where a risk has been identified.
The EO will ensure that a system for recordingradidents of occupational violence is
implemented and there is access to support serfiattewing a violent situation.

Employees — Are responsible for promptly reportang incidents involving threats or
physical attack to the EO.

Procedure
ACH will assess the level of risk from occupationialence by:

e Conducting an audit of the workplace

» ldentifying categories of violence that could ocag, aggressive residents,
robbery, etc

* Reviewing incident and injury reports

» Consulting with employees

ACH will implement risk control measures that maglude:

» Training staff at induction and at regular intesvak required. Such training may
include: interpersonal skills to diffuse potentyaliolent situations; dealing with
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difficult or aggressive people; cash handling pdaces; emergency procedures;
reporting procedures

» Restricting or deterring the opportunity for aggiea

* Removing and / or limiting the opportunity for inketion between an aggressor
and employee

» A system for alerting co-workers or police

Risk control measures may include modificationht® workplace including:

» Strong interior lighting and exterior security ltgig

» Personal or fixed duress alarms

« Surveillance, eg, security cameras

* Clearing cash frequently and randomly from caskvdra
» Counting money in a secure area away from pubéwvi
» Clearly documenting emergency contact numbers

Post Incident Response
ACH will ensure that any incident is documented svestigated. Employees will be
provided with support and guidance.

Administration and Review of the Policy

The Executive Officer will administer this policythis policy will be reviewed on a two
yearly basis. However, if at any time the legisitpolicy or funding environment is so
altered that the policy is no longer appropriatésrcurrent form, the policy will be
reviewed immediately and amended accordingly.
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Sample Checklist for Occupational Violence®

Workplace Date
Completed by Date for revieagreed actions
Item Yes No | Comment/Action by Date

Are persons of the organization likely to b
distressed or aggressive?

Could aggressive or difficult persons be
likely to be under the influence of drugs or
alcohol?

Have employees been threatened in the
past?

Have employees received training on hoyw
to deal with aggressive or difficult
behaviour?

(@]

Do employees have appropriate workpla
knowledge and skills to deal with
aggressive behaviour?

Are employees working alone or in isolate
locations?

Is relevant information about difficult or
aggressive persons is appropriately
communicated to relevant staff?

Are services reduced or discontinued for
clients who present a level of risk which
cannot be managed using existing
resources?

Are procedures in place and followed for
referring clients to appropriate services for
treatment of psychiatric, illicit drug and
alcohol issues?

Are residents/tenants rights and obligatic
documented and clearly communicated at
the start of the service?

—

Are inexperienced employees are paired
with experienced employees?

Are procedures in place and followed for
resolution of disputes and grievances
between employees, volunteers and
management?

® This sample checklist has been adapted from tloei@tional Violence Checklist found in “Working
Safely in Community Services”, a WorkSafe publioati
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Are items that could be used as weapons
removed where practicable and without
risk to employees?

Are there procedures in place for handlin
client cash and personal items?

—~

Are procedures in place and followed to
ensure that clients/residents are never given
employees personal telephone numbers (or

home addresses?

Are employees working with high risk
client groups encouraged to consider silent
private telephone numbers?

Are employees/volunteers prohibited fror
sexual or other personal relationship with
clients/residents?

=

Is there a cash handling system in place?

Is limited cash kept on premises?

Is cash stored in secure location out of
sight of public and clients?

Is there a procedure in place for safe
transport of cash when bank deposits or
withdrawals are made?

Are there procedures in place for defusin
threats, back up, reporting, retreat to safe
areas and calling police?

—~

v

Is there a person nominated to take char
in case of any violence related emergengy?

(@]

Are there home visits and emergency ca
out procedures in place?

Is first aid and access to medical care
provided for anyone injured?

Slips, Trips and Falls

As with many other industries, slips, trips andsfalre a significant cause of injury in
community housing services.

Did you know? “While falls occur in all industriéisey are most common in
construction, manufacturing, community serviceslé;, communications, transport anc
storage” Victorian Worksafe Authority website, sced May 2008
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What is the difference between a slip, trip andl&f

» Slips, trips and falls are classified as the “mec$ra of injury”, that is, how an
injury occurred.

» Falls can occur from heights, such as laddersjttus) work platforms, stairs etc

» Falls can occur at the same level, after slippintipping or stumbling. For
example falls up stairs.

* Injuries can occur when stepping, kneeling orrgitton objects.

Responsibilities
Employers and CoMshave a duty of care to ensure a safe work enviesnrand that
includes prevention of falls.

Persons whonanageor control workplaces must ensure, so far as reasonably
practicable, that the workplace, including the nseainentering and leaving it is safe and
without risk to health.

Manufacturers, suppliers and installersmust ensure any equipment, such as a ladder or
work platform, is designed, constructed and tegiezhsure it is safe when used for the
purpose it was designed, manufactured or supplied.

Installers or persons who erect plant or equipmenteg scaffolding or work platforms,
must ensure the equipment is erected or instatied®n used properly it can be used
safely.

Employeesare responsible for carrying out work accordinghe information,

instruction and training provided by their emploged for using any safety precautions
put in place.

Basic Stepsto Prevent Slips, Tripsand Falls

Identifying the hazards includes considering all possiblecgsuof information about
how employees may be exposed to slip, trip orfallards.

Consultation with employees is critical, to idept#ny ‘hot spots’ within the organization
and to gain information about any ‘near misses’

Workplace inspections will help to identify ‘hotag’ as floors, stairs, lighting, tasks, etc
are inspected.

Information sources such as injury records wilbdigghlight any potential problem
areas.

Eliminating or controlling the risks involves a ganof measures that may include:
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» Keeping hallways and corridors clear of obstrucisuch as equipment, cords
and rubbish.

* Repairing or replacing damaged steps

« Storing items at suitable heights so that thermiseed to climb to reach them

All the above are examples of elimination. Risttuetion strategies include:

» Cordoning off areas while cleaning is in progress

* Replacing loose mats with secured slip-free cogsrin

* Applying non-slip coatings or edge strips to stairs

* Ensuring a stepladder is available and used wiugriresl

» Having a policy of cleaning up spills immediatefiea they have happened
* Providing adequate lighting, particularly in sta@ii and over exits

Useful References

“Basic Steps to Preventing Falls from Height&etlition, June 2005. Published by the
Victorian Worksafe Authority

“Guide to Preventing Slips, Trips and Falls” psbéd January, 2002 by Comcare and
accessed atww.comcare.gov.ayMay 2008

Fallsfrom Heights

Prevention of falls from heights both above anatetiwvo metres is the responsibility of
everyone in the workplace; however, specific resgnlities differ, depending on the
specifics of the situation.

Responsibilities
Responsibility rests witemployers (and CoMs) persons who manage or control

workplaces; manufacturers, importers and supptieegjuipment; anyone who erects or
installs plant for use at a workplace.

Employeesare responsible for carrying out work accordinghformation, instruction,
and training provided by their employer and fomgsany safety precautions that are put
in place.

How to Manage Fall Hazards

Employ