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MAINTAIN WORKPLACE SAFETY
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LEARNING GUIDE

This Learning Guide has been prepared to help you to understand all the different requirements of Occupational Health and Safety (or workplace safety as it is more commonly known) both as an employee and as a supervisor or employer.
The Learning Guide is separated into four sections:

· Section 1:
OHS Consultation, Laws and Legislation
· Section 2: 
Workplace Safety – everyday issues
· Section 3:
Meetings
· Section 4:
Hazard Identification
By now you should have access to a copy of the document entitled “OHS Consultation” – a free publication from Workcover.  You will need this booklet to complete some of the activities in this Learning Guide.  You should also use any other learning materials available in your classroom or on the internet.  Your supervisor will guide you to these resources.
.
You may already know the answers to some (or all) of these questions, but did you know you have a LEGAL responsibility to ensure that you report all hazards and that you actually DO something about things that may hurt people in the workplace?  It is no longer acceptable to just assume it is someone else’s responsibility to “fix” things that can cause harm to someone.  
It is actually legally the responsibility of ALL employers and employees to make sure the workplace is a safe and healthy place to work.  This includes “consulting” with employees and employers about safety issues and taking practical steps to ensure everyone has access to a safe workplace.
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Think about and discuss the following questions:

· What is “workplace safety”?  
· Isn’t it safe to work in an office? 
· What could possibly happen to you at work 
that could be harmful?  
· Why are there laws about my safety in the workplace? 
· What are those laws and who enforces them? 
· What responsibilities do I have as an employee in my workplace regarding OHS? 
· What responsibilities does my employer have in the workplace with regard to OHS?

What is workplace safety:  When we talk about workplace safety or occupational health and safety (OHS) we are referring to the practical ways we can make a workplace safe for all employees and employers.  It is that simple.
In the past, serious accidents and deaths have occurred simply because some workplaces were not a safe place to be.  Accidents happen every day, but the law says that employers and employees must do everything possible to prevent this from occurring.  Is it safe to work in an office?.  Usually – yes.  Serious accidents rarely occur in office situations, but minor accidents occur every day; minor accidents that could be avoided if practical solutions were found and applied.
Accidents cost business a LOT.  Think for a moment about what happens if someone injures themselves at work?  They are often absent from work for a few days (or even longer).  Who does their work while they are absent?  Can the business afford to employ someone to take their place while they are on leave?  What if they get “sued” for compensation?  
Many businesses have gone bankrupt because of negligence in the workplace and having to pay employees compensation for their injuries.  This then results in other employees losing their jobs also.  The “roll on” effects can be enormous to both the employer and other employees.
What laws say we MUST comply with all the rules?  Two specific laws apply to workplace safety:

· The Occupational Health and Safety Act 2000 (often referred to as the OHS Act); and
· The Occupational Health and Safety Legislation 2001 (OHS Regulation).

The laws are enforced by a government department called the Workcover Authority.  It is useful and helpful to visit the website of this Authority – www.workcover.nsw.gov.au when you may need extra information about workplace safety and workplace safety laws.
In addition to these two laws, there are also a number of other rules known as “Codes of Practice”.  
What is a “code of practice”?  It is a practical guide on how to attain or meet certain standards or requirements that are set out in an Act or Regulation.  It offers practical advice and guidelines for making effective decisions on OHS arrangements.
What is “consultation”?. Simply put, it is where two or more people meet to discuss and “consult” about an issue or issues that affect people in a particular situation.  With regard to workplace safety, “consultation” must occur between employers and employees to discuss and resolve workplace safety issues.  OHS Consultation is an ongoing process, it requires regular meetings between employers, employees and OHS Committees in a particular workplace.
If necessary, you should seek guidance and assistance when completing this learning guide.  The information you gather now will assist you when attempting your assessment tasks for this module.  
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You should use the booklet “OHS Consultation” to answer the following questions.  You may also refer to the Workcover website or alternatively use any of the other resource materials available or on the internet via a search engine.
LAWS AND LEGISLATION

Name the two OH&S laws that are currently in force

DUTY TO CONSULT 

What is the purpose of establishing a code of practice for OHS Consultation? (p8)

What are the three options provided under the OHS Act to assist employers with meeting their duty to consult? (p9)

Read pages 10, 11 and 12 and then write a short statement describing what “consultation” is.

How can open communication between employers and employees be achieved and encouraged?  (p12)

RISK MANAGEMENT
Read the chart on page 18 and then briefly outline your understanding of the essence of a “risk management” process

What does the code of practice set out in regard to emergency procedures (p19)

OHS CONSULTATION ARRANGEMENTS

Under the OHS Act when MUST an OHS Committee be established (p20)
What are the merits of establishing an OHS Committee (p22)

What are the merits of appointing an OHS Representative (p22)
Why should consultative arrangements be monitored and reviewed (p23)

WORKGROUPS

Under the OHS Regulation what is the definition of a workgroup? (p24)
List three factors to be considered when establishing a workgroup (p24)

OHS COMMITTEES

An OHS Committee’s functions include assisting in the development of arrangements for keeping records on workplace hazards and accidents to promote improved OHS.

OHS Committees (like all committees) must also keep records of their meetings.  In particular they must display the minutes prominently in the workplace and they must be stored for future reference.
Prior to all meetings an Agenda must be prepared and circulated by the Chairperson to the OHS Committee members.  Copies of these must also be retained for future reference.

Under the OHS Act what are the three functions of an OHS Committee (p26)

What is the committee’s function in relation to investigating matters? (p27)

What makes an OHS Committee work well? (p30) List at least five points.
What records do OH&S Committees need to keep and what must be done with them

LEGAL REQUIREMENTS

Under the OHS Act, what are an employer’s responsibilities (p54)

Under the OHS Act, what are an employee’s responsibilities (p54)

RECORD KEEPING

All employers are required to have a “Register of Injuries” book where workers must record details of work related injuries and illnesses.  

All employees should be encouraged to report and record any “near misses”.  A “near miss” could be a warning that may indicate a potential problem that could result in a serious injury.  Recording “near misses” provides the OHS representatives with a way of identifying potential problems in the workplace, which can then be investigated.
In the event of an accident or injury, an “Accident/Incident Report” MUST be filled out.  This document will be used in the event of a claim for worker’s compensation.  Even if the injury is not serious, it may later become a problem, and the Accident Report Form will assist with any future claim.  Copies of Accident Reports Forms must be kept for a minimum of five years.

If an employee has an accident or injury at work, what forms need to be filled in

How long do these records need to be kept

Why is it necessary/helpful to record “near misses”?

OHS CONSULTATION STATEMENT
An OHS Consultation Statement is a written statement by an employer, that outlines a company’s commitment to consultation arrangements.  It provides details of representatives and their functions.  It also outlines the functions of a particular OHS Committee.
A sample Consultation Statement can be found on page 65.  Read the statement and answer the following questions.

Briefly outline their commitment to OHS (p65)

The Occupational Health and Safety Committee consists of how many employee and how many employer representatives (p65)

Who makes up their workgroup? (p65)

WORKPLACE SAFETY – EVERYDAY ISSUES
Make a list of as many items of Personal Protective Equipment (PPE) that you can think of

Why is it necessary to have an Emergency Evacuation Procedure in place in a workplace
Why is it important to ensure all staff are fully trained in how to use the equipment available in your workplace

What is an OHS audit

What would be involved in a workplace safety inspection
Briefly describe your understanding of the following three terms:

Coaching: _________________________________________________________

Mentoring:  ________________________________________________________

Supervising: _______________________________________________________

What is your understanding of “first aid” and what is it’s purpose in the workplace

MEETINGS

What is the purpose of a meeting?
Meetings have become an important part of our business and personal lives.  They range from small gatherings to large scale meetings of professionals.

In business, it is necessary to organize and attend meetings with colleagues, management and other business people, often from outside your business.  In our personal lives, we meet with local residents, sport and school groups and other special interest groups.

A meeting is a gathering of people for the following purposes:

· To address issues





· [image: image4.emf]To consider responses

· To reach decisions

· To take action




· To generate ideas

· To obtain opinions

· To give instructions

· To solve problems

Why do organisations have meetings?
Apart from the reasons above, the following are some more reasons for having meetings in business:

· Boost staff morale and increase staff effectiveness

· Create policies and procedures

· To report on the progress of projects

· To meet legal requirements

· To discuss matters before decisions are made

· To involve staff in decision making 

· To gain feedback from staff

· To plan an event

What benefits can you gain from a meeting?

· Evaluate your own performance

· Clarify thoughts

· Express opinions

· Develop or exchange ideas

· Support one another

· Put rest to any rumours around the office

What decisions to make

When you have meeting it should always have a purpose.  Some things to consider are:

· What type of meeting is it, eg, General meeting, OHS Meeting, 
· How will it be structured

· Who will be invited

· Where and when it will be held

· How a record of the meeting will be taken
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Advantages of meetings
Meetings are a valuable place for face to face communication among a number of people.  They provide an environment for immediate reaction and response, and for instant feedback.  They also provide the following:

· Help you and others make valuable contacts through networking with other people

· Allows imaginative communication to take place

· Promotes varied opinions and provides talents from a cross section of people in a safe environment

· It gives you the feeling that you have been involved in decision-making and problem-solving

· Makes you aware of how others are feeling about a particular issue
As part of your assessment, you will be required to conduct meetings with other members in your group to determine OHS training needs. Information on Agendas, Minutes and tips on how to conduct an OHS meeting are on pages 67 -71 inclusive of the OHS Consultation Manual.  You should read these and use them. These are only a guide and should be adjusted to suit your needs.

From the checklist on page 67, effective meetings rely on what basic procedures (p67)

JOB SAFETY ANALYSIS
What Is a Job Safety Analysis?
A Job Safety Analysis (JSA) is the process of breaking a particular job down into steps and then looking at the hazards that may exist in each step.  From this analysis, better ways of ensuring safety can be developed and implemented to avoid any injury.
All jobs within an organisation should have a regular Job Safety Analysis.

Attached is an example of a Job Safety Analysis for the position of Administration Assistant in Swaggies.

 JOB SAFETY ANALYSIS

	 Name of organisation:   SWAGGIES

	Task/Job Title   Administration Assistant
	 Job Location:   Head Office, Manly

	Date the JSA was prepared and by who:   Prepared by Debbie Ferguson on 
                                                 2 August 200x
	Number of pages in this JSA:  One


	This JSA has been reviewed by:       Janet Parker, Administration Manager
	Employee signature/

Date

	Work activity
	Hazard
	Risk control

	Break the job down into steps
	What could harm someone
	What can be done to make the job safe

	Operate a computer to produce workplace documents
	Eye strain; neck strain; repetitive strain injury; back ache
	Ensure adjustable furniture is being used; take regular breaks; ensure adequate lighting is installed.

	Operate a range of office equipment

	Injuries from incorrect use of equipment
	Make sure adequate training is undertaken in all aspects of use of office equipment

	Carry out routine maintenance on office equipment
	Injuries from incorrectly handling office equipment, eg burns from touching drum on photocopier


	Make sure adequate training is undertaking in the maintenance of office equipment.

	Sort and distribute incoming mail
	Injuries from removing staples, paper cuts

Injuries from lifting heavier parcels
	Ensure staple removers and letter openers are used correctly and at all times

Ensure correct manual handling techniques are used at all times  


HAZARD IDENTIFICATION
How To Identify and Reduce Hazards in

the workplace
A Hazard Identification Checklist is a quick and effective way to establish any potential hazards in the workplace.  Different workplaces will require different “checklists”.  A checklist should be developed specifically for your workplace and will therefore ensure all existing and potential hazards can be identified.

Perform an inspection of your classroom and complete the “checklist” below in order to identify any existing or potential hazards.

	WORK ENVIRONMENT
	YES
	NO

	Is the general lighting adequate – not too bright or dim
	
	

	Are all work areas free from glare
	
	

	Is the noise at an acceptable level
	
	

	Is the room temperature acceptable
	
	

	Are the walkways and doorways free of obstacles
	
	

	WORKSTATIONS
	
	

	Are all the chairs height and backrest adjustable
	
	

	Do the chairs have a “five star” base
	
	

	Is the desktop high enough to allow the worker’s legs to fit beneath comfortably
	
	

	Are the desk large enough to accommodate all equipment and materials
	
	

	Are the keyboards placed directly in front of the workers
	
	

	Are all the keys on the keyboards functioning correctly
	
	

	Can the monitor be tilted to adjust screen angle
	
	

	Is the screen image free of glare
	
	

	Is the screen image clean and free of dust
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Swaggies Pty Ltd is a simulated company used for training purposes only
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