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1 Youth Express WHS Policy 

1.1 Work Health and Safety Policy 

A Work health and safety Policy is Youth Express‟ way of communicating its commitment to 
workplace health and safety, and documenting this commitment. 

The WHS Policy contains a few basic essentials: 

1. Our statement of commitment by Management to workplace health and safety and to 
managing the safety processes. 

2. Our responsibilities for WHS are clearly defined in the policy. This includes Senior 

Management, Management and Workers and other workplace participants. 

 
The WHS Policy must be discussed with workers, and agreed upon. 
 
The WHS Policy is to be signed and dated by the head of the Board and the Programme Manager. 
The policy must be reviewed annually or if anything causes the document to become out of date. 
 
Refer to WHS Policy document. 

1.2 Where to find the Policy 

 
The Work Health and Safety Policy is displayed on noticeboards in all work areas and safety 
communication tools such as the shared drive or company intranet and also communicated during 
inductions to all workers.  

The Policy is also made available to other parties upon request. This Policy is reviewed and updated 
as needed and within document review timeframe. 

http://intranet/C6/Policy%20Manual/Document%20Library/01.%20Safety%20Vision%20and%20Policy.pdf
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2 Planning for WHS 

2.1 Why is this Important? 

The successful implementation and operation of a WHS Management System (WHSMS) requires an 
effective planning process with well-defined and measurable outcomes. Planning is essential for 
both the initial implementation of an overall management system and for specific elements that 
make up the system. It is also important once the system is operational and changes may be 
required. The changes which will ultimately improve the operation of the WHSMS will need to be 
planned the same as any other business planning process. 
 
The initial review of the organisation‟s position provides a planning framework for the 
implementation of a WHSMS. O bjectives, targets and performance indicators must be established 
and plans made to achieve them. 
 
The planning process must address the regular identification of hazards, risk assessment and 
control of risks associated with the activities of the organisation as well as any related legal 
requirements. 

2.2 Objectives 

The Board and the Programme Manager must be involved in setting WHS objectives that align WHS 
planning and objective setting to the business‟ strategic plans; develop a proactive approach to 
providing a safer and healthier workplace for workers. 

 
This must be done at least annually. 

2.3 The Process 

Health and safety planning can utilise similar techniques to those used for any other business 
planning process e.g. Gap Analysis. 

Gap Analysis 

This is an assessment of the current status of WHS management for a business. A SWOT analysis 
can be used to assist this process, which will include consideration of the strengths, weaknesses, 
opportunities and threats that impact the current program. Information, which can be used for this 
analysis includes: 

1. Injury and incident statistics including Lost Time Injuries (LTI‟s), Medical Treatment Injuries 
(MTI‟s), first aid injuries, incidents or “near miss”.  

2. Details of the occurrences are valuable, e.g. types of injuries, body parts injured, causes of 
accidents, length of service of injured worker. 

3. Internal and external audit reports. 
4. WHS training records, e.g. who has been trained and when, who must be trained, who needs 

to attend a refresher course. 
5. Legislative requirements, e.g. compliance with current WHS legislation, newly introduced or 

amended Acts, Regulations, Codes of Practice or Standards. 

6. Changes to plant or processes, e.g. new machinery, altered plant layout, introduction of new 
raw materials and/or chemicals. 

7. Changes to organisation, e.g. move towards utilising contract labour, reduction/increase in 
worker numbers, acquisition of a new business, changes in management positions. 

8. Available resources for WHS co-ordination, e.g. Programme Manager and workers with an 
interest in WHS. 

9. Effectiveness of worker involvement, e.g. WHS safety inspections, communication meetings, 
risk assessments, continuous improvement programs. 

  



Issue Date: October 2014  Authorised by Julie Eldridge – CEO 

Next Review Date: October 2016  

This document may contain proprietary and/or confidential information and is a controlled  

document. The controlled document is maintained electronically by Youth Express Page 5 of 70 

2.4 Setting Objectives 

On completion of the gap analysis, deficiencies in the current WHS Management System or the 
status of WHS in the organisation will become apparent. From this, the Programme Manager and the 
Board are in a position to select objectives for the next 12 months and beyond. 

2.5 Planning 

The planning process needs careful attention to ensure the objectives are realistic and measurable. 
Consideration of why, what, how, who, where, when will help to ensure there are no gaps in the 
plan that will ultimately be a barrier to implementation. 

 
The following need to be considered: 

a. Actions Required: Consider each step that has to be taken to achieve the objective and how 
this will be accomplished. 

b. Responsibility: A plan cannot succeed unless clear accountabilities are determined so that 
those who are in a position to take the necessary actions know exactly what must be done. 
Current workloads must be considered as well as levels of authority or capability to achieve 
the result when tasks are being allocated. 

c. Time Frames: Setting priorities for each of the objectives will help to determine time frames for 
each step in the implementation plan. Timing must be realistic and consideration must be 
given to availability of people to accomplish the tasks required and to factors which may 
influence implementation such as construction schedules and high demand periods. 

2.6 Communication 

When the objectives and plans have been developed, they must be communicated to all workers. 

2.7 Review Progress 

Review progress with implementation every 2-3 months. The following need to be considered as part 
of the review: 

1. Assess the impact of changed situations, e.g. introduction of new legislation; 

2. Altered business processes; changes to structure and workers. 

3. Modify plans if necessary to meet targets, e.g. allocation of additional resources. 
4. The Programme Manager must report on progress to the Board every quarter. 

5. At least every 2 years a complete review of the WHS management System will be carried out to 
coincide with the business strategic planning cycle. See Section 28 of this Manual. 



Issue Date: October 2014  Authorised by Julie Eldridge – CEO 

Next Review Date: October 2016  

This document may contain proprietary and/or confidential information and is a controlled  

document. The controlled document is maintained electronically by Youth Express Page 6 of 70 

3 Authority, Accountability and Responsibility 
Youth Express ensures that the authority, accountability and responsibility for all workplace activities 
which have the potential to affect health and safety are defined, documented and allocated throughout 
the organisation to enable the organisation to meet its WHSMS requirements and legislative 
responsibilities. 

3.1 Responsibilities 

Senior Management (Officers) 

 Ensuring the development, implementation and maintenance of the Youth Express Work Health 
and Safety Policy and the WHSMS documentation 

 Implementing the duty of care principle, which means planning for the prevention of workplace 
accidents, injuries and illnesses. There is a general duty of care to ensure the health, safety and 
welfare at work of all workers at all premises controlled by the employer. 

 Ensure that all reasonably practicable measures have been taken to control risks against all 
possible injuries arising from the workplace 

 Ensuring WHS is integrated into the organisation‟s corporate planning and implementation 
strategies 

 Reviewing health and safety performance and monitoring the implementation of the WHS 
strategic plan 

 Participate in driving the implementation of the Youth Express WHS strategy 

 Support, communicate and demonstrate the importance of safety through actions and all 
communication methods 

 Ensure the constant promotion of safety as a principle value in each Youth Express location 

 Allocate funds and resources to effectively address health and safety within Youth Express  

 Authorise the Youth Express management team to act on matters relating to WHS 

 Ensuring management have specific, achievable and measurable WHS objectives are outlined 
in Individual Performance Objectives as per the WHS Performance Objectives Inserts  

 Ensuring CEO position descriptions outline WHS objectives as per the WHS Position 
Description Inserts. 

Management 

 Appropriate strategies are implemented to improve the WHS performance of the department 

 Implementing and maintaining the WHS system in their area of responsibility 

 Ensuring workers under their control have specific, achievable and measurable WHS objectives 
are outlined in Individual Performance Objectives as per the WHS Performance Objectives 
Inserts 

 Ensuring workers under their control have WHS objectives as per the WHS Position Description 
Inserts included in their position descriptions 

 Adequate resources are provided to meet the department health and safety objectives, targets 
and WHS plan requirements 

 WHS performance is an integral component of the department‟s operating and financial plans 

 Mechanisms are provided to regularly monitor and report on health and safety performance 
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 Annual WHS plans are developed and implemented to meet health and safety objectives 

 Actively participating in the development of Return-to-Work plans and supporting workers 
returning to suitable duties after an incident 

 Ensuring all workers under their control are: 

 Fully informed about the hazards associated with their work activities 

 Adequately trained and instructed in safety procedures/ risk assessments 

 Appropriately supervised (where practicable) 

 Conducting the following activities (in consultation with WHS Teams): 

 Ensure regular inspections are carried out 

 Identify and report hazards 

 Evaluate risks 

 Develop and implement appropriate control measures 

 Investigate WHS incidents 

 Develop controls to prevent their recurrence 

 Participate where required in the resolution of safety issues 

 Encourage workers and contractors to report all injuries, potential hazards or any 'near misses'. 

Workers 

 Comply with the requirements identified in this document and other WHS related policies, 
procedures, rules and instructions 

 Obey all reasonable WHS instructions and safe working procedures 

 Identify and report any hazards, risks or unsafe practices 

 Participate in drills, training and instruction as deemed necessary by management 

 Participate in evaluation and development of controls or other preventive measures, in relation 
to hazards within their workplaces 

 Actively participate in Return-to-Work programs as agreed upon by the treating medical 
practitioner, rehabilitation coordinator and company. 

Programme Manager 

 Develop and coordinate the implementation and review of a WHSMS that meets legislative and 
best practice standards 

 Provide WHS expertise to resource and support all Youth Express workers 

 Communicate amendments to relevant WHS legislation (including new legislation) to managers 
and workers (as appropriate) 

 Ensure legal requirements relating to WHS are identified 

 Coordinate auditing of the Youth Express WHSMS 

 Report on WHS performance and the performance of the WHSMS, including providing 
recommendations for improvement 

 Represent Youth Express as a point-of-reference for WHS statutory authority inspectors 

 WHS Position Descriptions Inserts and WHS Performance Plan inserts will be reviewed for 
context and on-going suitability on annual basis by the Programme Manager 
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 Providing assistance to Managers to enable them to comply with the policies and procedures set 
out in this and related manuals 

 Consider the hazards and risks when considering the type of WHS training required for that 
person 

 Promoting and encouraging WHS commitment and consultation among the workforce. 
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4  Document Control 

4.1 Responsibilities 

Managers/Key Workers 

 Reviewing and commenting on all draft WHS procedures 

 Developing a local document storage file for WHS documents 

 Filing WHS documentation in the local WHS document storage file. 

Programme Manager 

 Preparing all draft WHS procedures 

 Collating amendment requests and modifying the procedure accordingly 

 Establishing and maintaining document control procedures for all WHS procedures, including 
electronic versions 

 Maintaining a master copy of all Youth Express WHS documentation 

 Maintaining the WHS Document Review Schedule 

Document Control 

All internal controlled documents will be produced with the following: 

 Footer – approved by, issued date, version number, review date, issue date and page number 

 All controlled documents must be controlled electronically with the words „This document may 
contain proprietary and/or confidential information and is a controlled document. The controlled 
document is maintained electronically by Youth Express„ Document Controller and will become 
uncontrolled when printed‟. 

4.2 Document Control Soft Copy  

The original version (master copy) of the approved document is saved in a secure dedicated folder 
on the Youth Express Computer System and backed up on a regular basis; 

 

The accessible document is stored on the commonly accessed computer folder and is also backed 
up on a regular basis and/ or printed and filed in a Controlled Document Folder; Replaced versions 
are archived (see later in this document). 

 
Documents can be downloaded and printed for individual use or copied from the Controlled 
Document Folder, however, once this has happened the paper copy is deemed to be uncontrolled 
and cannot necessarily be relied upon as the latest version of the document. 
 
The version on the computer or in the controlled document folder are the only official versions of the 
document. 

4.3 Document Control Hard Copy 

Document Control for “hard copy” paper documents are managed as follows: 

 The latest version (master copy) of the approved document is kept by the Programme 
Manager in a dedicated folder. 

 Hard copies of the manual (if desired) are distributed to a select number of people who are 
responsible for ensuring the manual is kept in good condition and accessible. 

 The names of these responsible people and the locations of the manuals are kept on a 
Register. 
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 The Programme Manager is responsible for adding any new pages or updating any pages that 
have been replaced as a result of a change in all the manuals. 

 Redundant pages are destroyed (electronic copies) are retained that show a record of 
changes. 

 The manual‟s Document History pages must also be updated. 
 
Note: Hard copies cannot necessarily be relied upon as the latest version of the document. 
 
The version on the computer or in the controlled document folder are the only official versions of the 
document. 

Stakeholders to View Content 

The main stakeholders are to view the content and structure of the document and comment on the 
document for approval. Once completed and approved by the Programme Manager, must finalise the 
document in preparation for sign off by the Senior Management. 

4.4 Authorisation of Document 

The Senior Management is required to review the content of the document and authorise. Once 
authorised the Programme Manager shall update the WHS Document Review Schedule. 

Once the document is approved, it must be converted into „pdf‟ format with the following security 
arrangements: 

 Viewing permitted to all 

 Printing permitted to all 

 Password protected for modification 

4.4 Version Control Principles 

Draft documents start at 0.1 to reflect their draft status and then progress through revisions by 
incrementing the number to the right of the point. The number converts to 1.0 upon the document 
receiving the required approval/s. 
 
Version numbering for authorised and published documents always starts with 1.0, and the number 
will only be modified after the first minor amendment to become 1.1.  
 

The 19th minor amendment without any major revision would appear as 1.19; though this many 
amendments without a full review is unlikely. Each major revision would result in the number to the 
left of the point incrementing by 1 and the number to the right of the dot point returning to zero i.e. 
2.0. 
 
The real benefit of this system of numbering is that it provides a wealth of information at a glance. If 
the version is 1.0 then there have been no changes since the document was authorised and 
promulgated. A version number of 7.4 would reflect six major and four minor revisions since the last 
major revision. In other words this particular document has been kept current and has been 
reviewed regularly. 

 
Each document must show the revision number and the date. 

4.5 Retention of Records 

It is essential that certain records are retained for prescribed periods. Some document retention time 
frames are shown in various pieces of WHS legislation. Others documents have no defined 
legislative time frame for retention and therefore a nominal time frame is indicated. 

 
The periods shown for the following documents and time frames will apply as a minimum: 

 Workers Compensation & Injury Management records = 7 years.  
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 Incident & Investigation reports = 5 years. 

 Superseded Policies & Procedures = 5 years. 

 Induction and Training records = 5 years (or for the duration of a person‟s employment). 

 Hazardous substance risk assessment = 30 years. 

 Risk Management Documents e.g. Risk Assessments, Safe Work Method Statements etc. = 3 
years. 

 Consultation Records = 7 years 

 Inspection records = 2 years. 

 Any document relating to an incident = 2 years from the date of the incident 
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5 WHS Consultation & Communication 

5.1 Responsibilities 

All Managers 

 Ensuring consultative processes are working effectively to resolve WHS issues 

 Supporting the attendance of all scheduled consultation  

 Providing feedback relating to WHS from management meetings to workers 

 Ensuring actions and recommendations are followed through by allocating approval of resources 
and responsibility to individuals 

 Ensuring all persons in consultative roles are adequately trained 

 Promoting worker consultation  

 Promoting the notification and correction of hazards throughout their department 

 Promoting the WHS Program throughout their department 

 Informing workers of WHS Program requirements and initiatives 

 Implementing corrective action of WHS issues in a timely manner. 

Programme Manager 

 Attending (or assigning a delegate to attend on their behalf) main consultative meetings and 
assisting the people in the consultative process with appropriate information and resources 

 Attending at least one „other agreed arrangement‟ for consultation at each workgroup per annum 

 Distribution of completed inspections and audit results as relevant to be presented in 
consultative meetings 

 Presenting for discussion and review injury analysis data during consultative meetings for 
corrective action strategy development 

 Presenting for comment and review all new WHS policies and procedures 

 Involving all workers in the implementation and review of the WHS Program 

 Promoting the notification and correction of hazards throughout each workgroup 

 Promoting the WHS Program throughout each workgroup 

 Consulting workers on the WHS Program requirements and initiatives 

 Implementing corrective action of WHS issues in a timely manner. 

Members of Consultative meetings (including team meetings)  

 Involving workers in the development, implementation and review of the WHS Program 

 Promoting the notification and correction of hazards throughout their area 

 Promoting the WHS Program throughout their area 

 Consulting with others on the WHS Program requirements and initiatives 

 Implementing corrective action of WHS issues in a timely manner. 
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Workers 

 Actively attending and participating in consultative forums and processes 

 Reporting WHS hazards/concerns in their consultative meetings 

 Reporting any ideas, initiatives or suggestions to their manager and in consultative meetings. 

5.2 Team/Workgroup Meetings 

Team Meetings shall be held at least once every three months. WHS must be the first agenda item to 
discuss incidents that may have occurred, raise worker awareness and to discuss and plan for any 
foreseeable hazards. A record of the items discussed in the meetings in the form of minutes must be 
kept. 

Team meetings may be held at any time including when special jobs involving new and hazardous 
conditions and practices are encountered that required termination of safe work practices to be 
followed. 

All workers from the workgroup are required to attend Team Meetings. 

Group interaction is to be encouraged and a record should be kept of items discussed or raised at the 
meeting. A record of the meeting shall be kept at the workplace detailing the subject matter, items 
raised by the group and the names and signatures of the persons present. 

The meeting should be relevant with the activities presently being or to be performed at the workplace. 

5.3 Establishing Consultation Arrangements 

Each work area/ department must undertake an election with workers to determine if a WHS 
committee or other agreed arrangements will occur and agree on the workgroups it will represent. 

5.4 WHS Consultation 

WHS consultation will be carried out directly with the workers in each workgroup. The agreed method 
of consultation will be established at the workgroup level, and can be established using any of the 
following mechanisms for consultation: 

 Health and Safety Representative(s), or 

 Health and Safety Committee, or 

 Other agreed consultation arrangements. 

The mechanism for WHS consultation may vary across the different workgroups in Youth Express. 

Meetings will be held regularly but not more than three months apart. A Pro-Forma agenda for Safety 
Meetings.  Appropriate written minutes and actions should be kept for each meeting. 

The Programme Manager will be responsible for establishing a Consultation Statement on how 
meaningful consultation and communication arrangements within their workgroup that can be used to 
promote positive WHS and injury management outcomes. A Pro-Forma Consultation Statement is 
available. 

Activities for achieving this may include but are not limited to: 

 Reviewing legal obligations with respect to the consultative process 

 Providing up-to-date information to workers so that they are able to give an informed opinion on 
matters affecting them 

 Informing workers about consultative arrangement options such as WHS committees, WHS 
representatives or other agreed arrangements establishing suitable forums for meaningful 
discussion so that workers can decide the consultative arrangements best suited to their 
workplace 

 Consulting with workers in the development of return-to-work programs 

 Workers are provided with meaningful opportunities to express views 
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 Workers are given the opportunity to ask questions, raise concerns and offer recommendations. 

Once consultation arrangements are agreed: 

 Appropriate information is made available on the consultative arrangements established 
including a strategy for informing non-English speakers or workers with poor literacy skills 

 Appropriate documented activities including meetings, action strategies, information 
dissemination, reporting mechanisms, feedback loops, etc are put in  

 Managers will be required to report to the WHS Steering Group on WHS Consultation carried 
out in their department, which includes the reporting of incidents, hazards and other matters 
relating to the WHSMS. 

 An annual review of the WHS consultation arrangements should take place within each 
workgroup. This will include talking with workers about health and safety issues, keeping 
minutes on such discussions, reviewing the results and reporting back to workers. 
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6 WHS Legislation Procedure 

6.1 Responsibilities 

Audit Team 

 Conducting a systematic and planned review of the Youth Express register of WHS legislation to 
ensure its on-going currency and requesting modification when new or updated legislation is 
identified. 

Programme Manager 

 Notification of new or revised legislation each month to the Board of Management 

 Conducting a systematic and planned review of the Youth Express register of WHS legislation to 
ensure its on-going currency and requesting modification when new or updated legislation is 
identified 

 Develop and maintain a database of WHS legislation. 

All Worker 

 Advising the Programme Manager of any changes required to the Youth Express register of 
WHS legislation to ensure its on-going currency and requesting modification where required. 

6.2 Identification and Communication of Relevant Legislation 

The Programme Manager shall liaise with WorkCover and other authorities, by personal contact and 
internet access, to monitor and assess changes to WHS standards and legislation.  

The Programme Manager shall ensure that all changes to WHS standards and legislation which have 
the potential to affect the various sections within Youth Express are identified and passed on to the 
relevant worker. 

Where necessary, the Programme Manager shall ensure that amendments to the WHSMS are carried 
out in accordance with the WHSMS. 
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7 Training Procedure 

7.1 Responsibilities 

Senior Managers 

 Participating in the collation of training needs analysis data 

 Ensuring all workers are covered by the WHS training plan (including casuals, subcontractors 
and new workers) 

 Participating in the planning and budgeting of the WHS training plan within their area of 
responsibility. 

Managers 

 That all workers, subcontractors and contractors are provided with the necessary information, 
instruction and training to effectively and safely carry out their jobs 

 That all workers, subcontractors and contractors have successfully completed the relevant WHS 
induction process prior to beginning work 

 That specific procedural and task related WHS training (including training in work instruction) is 
conducted for all relevant worker, subcontractors and contractors 

 That all training records relating to WHS, are completed and forwarded to the Workers 
Coordinator for recording in training records. 

Receptionist 

 Ensuring that all visitors to a Youth Express site have completed a visitor‟s induction prior to 
entering site. 

Programme Manager 

 Reviewing and documenting the WHS training needs analysis every two years in consultation 
with key worker 

 Displaying the WHS training plan for Youth express  

 Implementing, monitoring and reviewing the WHS training program 

 Filing training attendance and courses in the WHS documentation filing. 
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Consultative meetings  

 Providing a communication link between workers, the Programme Manager and other key 
worker in relation to training matters 

 Ensuring WHS training is an agenda item on each committee meeting including monitoring and 
implementation of the WHS training plan and the effectiveness of the WHS training in the 
workplace. 

Workers 

 Ensuring that they attend and participate in training forums as per the WHS training plan 

 Informing their manager if they are requested to complete duties for which they are not 
trained/inducted 

 Informing their manager of any concerns/issues in relation to the WHS training plan. 

7.2 Procedure 

Training will be provided to all workers to enable them to perform tasks safely and to assist them in 
supporting the WHSMS in accordance with their areas of responsibility. All new workers and 
contractors shall receive appropriate induction training prior to the commencement of work, using the 
Induction Checklist. 

All Managers shall review the training needs of worker and address issues such as when: 

 New skills and skills gaps are identified 

 New workers are inducted 

 Safety requirements have changed 

 Changes occur in the organisational structure which could affect specific worker 

 Responsibilities of workers change. 

WHS training needs of workers will be assessed, as a minimum, in the annual performance appraisal 
of workers. 

Managers shall advise the relevant Senior Manager when the requirements for additional skills training 
arise within their area of responsibility. 

Managers shall arrange for the appropriate training of all workers within their area of responsibility. 

Managers shall maintain all documentation relating to training activities including the Training Register, 
records of course content and course evaluation material, which shall be maintained in the form of a 
database and hard copy filing system. 

At the completion of each course the Manager shall evaluate the suitability of the course. 
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8 Risk Management 

8.1 Responsibilities 

Managers  

 Taking preventative action immediately upon notification of a hazard by addressing any hazard 
that arises in their area of responsibility 

 Conducting a risk assessment on all identified hazards  

 Ensuring all relevant information is collected and reported during the risk assessment process  

 Determining the appropriate control measure(s) for an identified hazard and designating a 
person to implement the specific control measure by a specific date  

 Completing the Risk Assessment/ Work area Hazard Management Form and forwarding a copy 
of the completed form to the Programme Manager  

 Briefing all workers on hazard control measures 

 Documenting verbal hazard reports via the Hazard Report Form and forwarding a copy of the 
completed form to the Programme Manager 

 The effective control of workplace hazards in their area of responsibility 

Programme Manager 

 Assisting worker conduct risk assessments Manager 

 Assisting worker in implementing risk control mechanisms Manager 

 Providing training to all Managers and WHS Representatives in the principals of risk 
assessment and control 

 Forwarding the complete corrective action register to consultative meetings for review 

 Logging hazards and corrective actions on the Corrective Action Register 

 Reviewing the corrective action register for accuracy and completeness. 

WHS Committee/ Consultative meetings 

 Reviewing and monitoring corrective action progress 

 Ensuring that introduced controls reduce the assessed hazard to an acceptable level 

 Reviewing the risks and the corrective action for completeness. 

Workers 

 Reporting hazards to their Manager 

 Participating in risk management activities, such as completion or risk assessments, 
consultation on controls and/or training 

 Adhering to risk controls developed 

8.2 Assessment of Hazards 

The following procedure should be implemented whenever a risk or hazard is identified either verbally, 
via email or raised through the use of a Hazard Notification Form. 

1. Upon notification of the hazard the hazard must be assessed. This will include: 

a. Physical observation of the situation, consultation with workers involved and research of 
the relevant legislative requirements (note: assistance should be sought from the 
Programme Manager where required) 
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b. Evaluation of the probability and consequence of injury and illness arising from exposure 
to the identified hazard using the risk matrix provided and selection of the appropriate risk 
level of the hazard (note: this level will also determine the level of priority that the 
Manager needs to assign to the corrective action). 

Risk Matrix 

 Demonstrates how the overall level of risk is derived  

 Consequence
s  

Likelihood 
1 

Insignificant 
2 

Minor 
3 

Moderate 
4 

Major 
5 

Catastrophic 

A 
Certain 

S S H H H 

B 
Likely 

M S S H H 

C 
Possible 

L M S H H 

D 
Unlikely 

L L M S H 

E 
Rare 

L L M S S 

Criteria for Consequences 
 

1 Insignificant Couldn‟t cause an injury or illness 

 

2 
 

Minor 
 

Could cause first aid injury or illness 

 

3 
 

Moderate 
 

Could cause Medical Treatment injury or illness or several days 
off work 

4 Major Could cause serious injury (major lost time injury) 

 

5 
 

Catastrophic 
 

Could kill or permanently disable 

Criteria for Likelihood: 
 

A  Almost certain to happen (say 1:10 chance) 
 

B  Likely to happen at some point (say 1:10 to 1:100 chance) 
 

C  Possible, heard of it so it might happen (say 1:100 to 1:1,000 chance) D 
 Unlikely, not likely to happen (say 1:1,000 to 1:10,000 chance) 
E  Rare, practically impossible (say 1:10,000 to 100,000 chance or lower) 

Risk Levels and Priorities for Action 
 

As mentioned earlier, the risk levels determine priorities for action. The table below shows the 4 risk 
levels and provides a guideline to the level of action required for each. 
 
 
  



Issue Date: October 2014  Authorised by Julie Eldridge – CEO 

Next Review Date: October 2016  

This document may contain proprietary and/or confidential information and is a controlled  

document. The controlled document is maintained electronically by Youth Express Page 20 of 70 

   Risk Category               Priority for Action 
 

Critical: IMMEDIATE correction required. 
Advise DEST 

 

Significant: URGENT – Requires action as soon as possible. 
Advise DEST 

 

Moderate: Risk must be eliminated or reduced, but not an emergency. 

May be acceptable depending on circumstances. 

 

Low:  Risk must be eliminated or reduced when time permits. May be 
acceptable. 

 

8.3 Corrective Action 

2. Using the „Hierarchy of Controls‟ the site shall identify the most appropriate control measure 
(Hierarchy of Controls are defined on the Risk Assessment/ Work area Hazard Management 
Form). Note: the Manager must ensure that, where possible, the identified hazard is controlled 
at its source rather than trying to make the worker work safely in a dangerous environment or 
having the worker wear unnecessary protective equipment or clothing. 

3. The Manager may select a short term salutation (ie personal protective equipment such as a 
respirator required) as well as a long-term solution (ie engineering control such as investment of 
a ventilation system) as a method of corrective action 

4. The Manager notes the control measures and the person responsible for implementation of the 
corrective action. This should include the date for corrective action to be completed by. 

5. Should the Manager be unable to identify a solution to the problem he or she will discuss the 
problem with the Programme Manager 

6. Upon completion of the Risk Assessment, the Manager shall forward the completed checklist to 
the Programme Manager 

7. The Programme Manager will review the completed form and log the risk rating and corrective 
action the Corrective Action Register forward the completed copy to the CEO for future 
reference. The completed checklist shall then be filed with the site supporting documents for 
future verification. 

8. The Senior Manager shall review all corrective actions and monitor corrective action 
implementation until complete. 

9. Areas that are operating under „other agreed arrangements‟ must have a mechanism to 
communicate hazards and corrective actions to workers. 

8.4 Review of Risk Following Corrective Action Implementation 

One month after implementation of the corrective action a nominated WHS representative will review 
the risk assessment control to ensure corrective action is finalised and the risk is mitigated 
satisfactorily 

Upon completion of re-assessment, this must be documented and the nominated WHS representative 
shall table the finalised item for discussion at the next meeting. During this discussion any concerns or 
issues that remain unresolved shall be noted for further assessment. 

Upon consultative discussions that the identified hazard is appropriately controlled. 

The Programme Manager logs completeness against the outstanding time on the corrective action 
register and files the completed form with the WHS Supporting Documents file for future reference. 
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9 Hazard Management Procedure 

9.1 Responsibilities 

Senior Managers  

 Encouraging all workers to identify and report hazards 

 Promoting, displaying and communicating regularly to workers the principles of hazard 
identification 

 Ensuring Hazard Notification Forms are readily available for all workers (if required) 

 Responding to email requests generated as a result of a hazard notification 

 Close off Workplace Hazard Inspections with defined intervals 

 Ensuring corrective actions are implemented 

 Providing an update of corrective actions completed each month to the Programme Manager 

 Forwarding completed Workplace Hazard Inspections to the Programme Manager. 

Managers 

 Assisting workers in completing the Hazard Notification Form and Workplace Hazard 
Inspections 

 Reporting any urgent hazard(s) immediately to the Manager and Programme Manager using the 
Hazard Notification Form. 

Programme Manager 

 Issuing and conducting training to all workers on hazard management 

 Assisting Managers in encouraging and promoting the hazard identification process 

 Providing all completed Hazard Notification Form and Workplace Hazard Inspections to the 
consultative meetings for review 

 Assisting workers in completing the Hazard Notification Form and Workplace Hazard 
Inspections whenever a worker reports a hazard(s) 

 Following up the Manager of each department to ensure corrective actions are implemented in a 
timely manner 

 Distributing a summary of the completed inspections to the consultative meetings 

 Filing the original inspection on the WHS supporting documents file 

 Ensuring WHS corrective action register is maintained and up to date 

 Monitoring and ensuring corrective action implementation. 

Consultative meetings (including team meetings and committees) must: 

 Review a summary of the hazards reported each month and ensuring the responsible Manager 
completes a risk assessment of the hazard 

 Encourage workers within the workgroup to identify hazards 

 Promote the use of the Hazard Notification Forms and participating Inspections 

 Assist in and ensuring corrective actions identified during the inspection and hazard reports are 
raised and implemented. 
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WHS Representatives 

 Encouraging workers within the workgroup to identify hazards 

 Promote the use of the Hazard Notification Forms and participating in the Workplace Hazard 
Inspections throughout the site 

 Discussing hazards with their Managers to ensure they are rectified in a timely manner and 
resolve hazards which they are able to correct immediately. 

Workers 

 Identifying and reporting hazards to their Manager 

 Completing a Hazard Notification Form in consultation with their Manager 

 Participating in and/or completing Workplace Inspections in line the schedule 

 Assisting in the control of reported hazards, in consultation with their Manager 

 Informing their Manager if they feel a job is too hazardous to complete 

9.2 Hazard Notification and Hazard Inspections 

Documenting identification of hazards using hazard forms and regular work area inspections using the 
Office Inspection Checklist is an important part of controlling hazards within Youth Express. A 
Schedule of Workplace Hazard Inspections shall be developed by the Programme Manager at the 
commencement of each financial year, with a hazard inspection checklist completed every quarter.  

Hard copies of inspection checklists and any corrective actions must be kept for audit purposes and 
for a minimum period of 2 years 

The Manager shall ensure workers are aware of the hazard notification process including: 

 The Manager shall ensure that regular Inspections are conducted as per the schedule every 
quarter for allocated work areas utilising a specific area inspection checklist if required. Any 
corrective actions from these inspections shall be documented within the corrective action 
register. 

 Should a worker identify a hazard, this should be immediately reported to their Manager. The 
worker should participate in the completion of the Hazard Notification Form. Where the Manager 
is not readily available the worker should report the hazard to their Manager or to the 
Programme Manager. 

The Manager upon complementation of short term corrective action will then where required, conduct 
a risk assessment of the hazard to identify corrective action and risk level, and record details on the 
corrective action register and respond to any outstanding actions required. 

The Manager will discuss all reported hazards within consultative meetings and monitor the corrective 
actions register in each consultative meeting to ensure all hazards have been logged and assessed. 

In the consultative meeting the manager shall review progress for the hazard(s) corrective action until 
the hazard has been rectified and escalate if required through the appropriate process. 

9.3 What happens if the Job is too risky? 

In the event that worker(s) finds themselves in a job they believe is too risky to complete, the following 
steps should be taken: 

 Do not continue or commence the job and immediately report the problem to your Manager 

 The Manager, in consultation with affected workers, shall discuss the risk and assess it using 
the risk assessment process 

 The risk must be removed, or if this is not possible, reduced to a safe level, to everyone‟s 
satisfaction prior to the commencement or recommencement of the task. 
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9.4 Hazards Belonging to Others 

In the event that worker identifies a hazard on a non Youth Express site, where Youth Express 
Worker(s) are required to perform work on a regular basis, the following steps shall be taken: 

 Immediately report the problem to the Manager by logging the hazard via a Hazard Report 
Form. If the hazard is too risky follow the procedure “what happens if the job is too risky” section 
of this procedure 

 Upon receipt of the hazard notification Form the Manager shall investigate the hazard using the 
Risk Assessment/ Work area Hazard Management Form 

 Any corrective actions to come out of the investigation/risk assessment will be logged on the 
Corrective Actions Register 

 The Manager or an appropriate Youth Express worker will raise the issue with the 
customer/client for correction. 
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10 Housekeeping and Ergonomics 
The following must be adhered to: 

 Work and storage areas are to be kept neat and tidy. 

 Material stored in open areas shall be stored in a tidy manner and in appropriate containers 
as well as in accordance with any relevant legislation. 

 Ensure all rubbish is cleared away as soon as possible and placed in correct bins. 

 Flammable or hazardous substances spilled must be cleaned up immediately and disposed 
of correctly. 

 Tools and portable equipment are to be replaced in storage areas after use and at the end of 
each day. 

 Walkways and access areas to be kept clear of obstructions. 

 Access to safety and fire fighting equipment shall be unobstructed. 

 Hoses, piping and electrical cords are not to be placed in areas where they may be subjected 
to damage or cause a trip hazard. 

 Personal protective equipment shall be maintained in good working order. When not in use, 
personal protective equipment is to be stored in a clean and hygienic manner. 

 Vehicles shall be parked only in authorised parking places. 

 Aisles, walkways, corridors, staircases, doorways, entrance halls, foyers and exits shall be 
unobstructed, free from tripping (hoses, cables etc) and slipping hazards and the 
accumulation of combustible materials. 

 There shall be arrangements for routine cleaning, tidying and inspection of all areas, including 
amenities. 

 Removal of rubbish, scrap or unwanted material to a designated place shall be an integrated 
part of all tasks. 

 Exit, safety signs must be visible from any defined walkway. 

10.1  Workplace Inspections 

A formal routine workplace inspection, refer to 9 Hazard Management of this document for 
details.  

10.2 Ergonomic Inspections 

Workstations must be set up using appropriate ergonomic furniture and equipment that will enable 
workers working at a screen and keyboard equipment to adopt good practice in relation to work 
posture. 
 
When setting up a workstation, and every two years following this or when there is a change in the 
workplace the Ergonomic Workstation Checklist must be completed. 
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11 Manual Handling 

11.1 Responsibilities 

Managers  

 Completing Manual Handling Risk Assessments for all manual handling tasks where deemed 
necessary, as identified through completion of a risk assessment, incident or hazard notification 
or checklist and all unresolved manual handling issues as reported by workers. 

Programme Manager 

 Assisting in the completion of Manual Handling Risk Assessments where required. 

Consultative meetings 

 Review the Register of Manual Handling Tasks 

 Review the implementation of corrective actions following a Manual Handling Risk Assessment 

 Assist in the completion of Manual Handling Risk Assessments where required. 

Workers 

 Reporting any hazards/issues in relation to manual handling to their Manager 

 Assisting in the completion of Manual Handling Risk Assessments where required 

 Attend manual handling training programs as required 

 Adhering to the requirements of this procedure in completion of their work duties. 

11.2 Manual Handling Risk Assessment 

Risk Assessments shall be conducted by the Manager responsible for the department in consultation 
with workers. Assistance should be sought from the Programme Manager wherever necessary. All 
assessments shall be conducted using the Manual Handling Risk Assessment/ Work area Hazard 
Management Form. 

The Manager shall consider the following matters when conducting the assessment: 

 Actions and movements involved 

 Workplace and workstation layout 

 Postures and positions that must be taken by each person involved in the task 

 The duration and frequency of the manual handling 

 The location of loads and distances that must be moved 

 The weights and forces involved 

 The characteristics of the loads and equipment used 

 Organisation of the work 

 Skill and experience of worker completing the task 

 The personal characteristics of each person involved in the task 

 The clothing that is worn, and 

 Any other relevant factor (as identified by employer, worker or in consultative meetings). 
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The Manager shall assess the overall risk and identify corrective actions to eliminate where possible, 
or reduce the risk. These shall be noted and logged into the corrective action register. Control 
measures may include: 

 Task modification through substitution or engineering controls 

 Work-station layout modification 

 Mechanical handling equipment such as cranes, hoists and vacuum lifts 

 Training of worker in manual handling techniques 

 Swaps or rotation of workers. 

The Manager shall forward the assessment to the Programme Manager for review and filing. Upon 
receipt of the risk assessment the Programme Manager shall: 

 Review corrective actions identified 

 Verify that the assessment, risks and corrective actions have been noted on the WHS Corrective 
Action Register.  

During consultative meetings Managers shall review and monitor corrective actions. Upon completion 
of a corrective action in the consultative meeting, with the assistance of the Manager, shall monitor the 
risk for effectiveness and report the findings or further corrective actions to the Programme Manager. 

The Programme Manager will note any revised risk rating on the corrective actions register where 
necessary and amend the completed Risk Assessment Form, if required, in the WHS supporting 
documents.  
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12 Personal Protective Equipment 

12.1 Responsibilities 

Manager  

 Identifying all areas requiring PPE usage. 

 Ensuring that in the first instance, all hazards are controlled by elimination, engineering and 
administrative measures in preference to PPE. 

 Ensuring all PPE purchased conforms to Australian Standards. 

 Consulting with the Programme Manager and the WHS Committee in the evaluation and 
selection of PPE for specific tasks. 

 Ensuring workers required to use PPE are trained in the use and maintenance of the PPE.  

 Ensuring workers adhere to the proper use of PPE in designated areas. 

 Disciplining workers not adhering to the PPE procedure  

 Ordering and issuing PPE to workers. 

Program Manager 

 Reviewing site risk assessments. 

 Conducting a compliance review of the PPE usage as part of the WHS standard audit and 
workplace inspection. 

 Ensuring high risk tasks risk assessments are established for PPE tasks. 

WHS Committee  

 Ensuring new types/styles of PPE are trailed and the selection is based on feedback from those 
participating in the trial. 

 Monitoring workers' usage and compliance to PPE signposting on site. 

Workers 

 A legal obligation to use any PPE that has been provided for their protection. 

 A responsibility to wear PPE in the areas and at workstations where signs are displayed. 

 Any ongoing failure to wear the appropriate PPE shall result in disciplinary action. 

12.2 Specific Types of PPE 

High visibility Clothing/Garments 

 Approved Hi-Viz clothing and vests are available for use in areas where interaction between 
pedestrian traffic and forklift/vehicle traffic cannot be separated. 

 Signs indicating their use are displayed in these areas. 

Safety Glasses 

 Approved safety glasses shall be worn when operating moving machinery. 

 Approved safety glasses shall be worn when handling hazardous substances. 

 All Workers, Visitors or Contractors entering an area displaying a sign indicating that safety 
glasses must be worn must wear approved safety glasses. 

Safety Footwear 

 Safety shoes/boots (steel caps) must be worn by all workers entering a construction site. 

 For others not working in these areas but have a need to visit or walk through the area, solid 
closed in shoes are strictly required.  Open sandals or thongs are not permitted to be worn in 
these areas and you must only walk through the designated walkways outlined in yellow paint in 
those areas. 
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Hearing Protection 

 Approved earplugs (both disposable and reusable) and earmuffs are available for use in high 
noise areas and for certain high noise work and must be used. 

 Signs indicating their use are displayed in these areas. 

Gloves 

 Appropriate gloves must be worn whenever handling broken glass or any other object with sharp 
edges that can cut or damage your skin. 

 Rubber gloves must be worn when using/decanting chemicals. 

 Specific gloves detailed on Material Safety Data Sheets for handling chemicals will be strictly 
adhered to. 

Respiratory Protection 

 Approved respiratory protection must be worn in areas where fumes, mist, dust or vapours that 
are hazardous to health have been identified. 

 Appropriate respiratory protection will be provided for the specific hazard. 

 Signs indicating their use are displayed in these areas. 

12.3 Existing PPE Tasks and PPE Review 

The management team, with the assistance of the Programme Manager, shall review all areas 
currently using PPE as a control measure.  The PPE requirements of the site should be measured 
against the above detailed standards to ensure adequate mitigation of risks are in place and PPE 
standards are met. 
 
Upon completion of the review and all improvements required shall be noted on the corrective action 
register and reviewed by the Manager, Programme Manager and WHS Committee.  
 
Corrective actions shall be implemented in accordance with agreed time frames. 

12.4 PPE Issue 

All PPE issued to workers shall be recorded (excluding the issue of ear plugs) and acknowledged by 
the worker that he/she has received instruction in how to use PPE, maintain and clean and the 
importance of its usage. 
 
All completed forms shall be filed by the Programme Manager. 
 

12.5 New Tasks Identified for PPE Usage Through Risk Assessments 

 Following completion of a risk assessment identifying the use of PPE as a control measure the 
Manager will forward the completed risk assessment to the Programme Manager for review. 

 The Programme Manager will review the risk assessment to ensure the selected control 
measure is appropriate in reducing the risk and that PPE is being instigated as a „last resort‟ 
control measure or as a short term corrective action measure. 

 The Programme Manager will table the completed Risk Assessment to the next WHS 
Committee Meeting for consultation. 

 The WHS Committee will discuss the appropriate types of PPE necessary for the specific task, 
review relevant legislation requirements and discuss appropriate signage for display in the work 
area.  

 NB. Signage will be in accordance with Australian Standards. 
 

12.6 PPE Storage and Maintenance 

 PPE, when not in use, should be stored in appropriate place to ensure the equipment is 
maintained in a serviceable condition at all times. 
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 Replacement of PPE is to be on an as needs basis and as determined by the Manager. 

 The Manager shall be responsible for ensuring that a limited amount of PPE is kept on site for 
emergencies and ease of supply. 
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13 Chemical Safety 

13.1 Responsibilities 

Managers 

 Chemicals used at Youth Express are identified and noted on the Chemical Register 

 All workers required to work with potential hazardous material or dangerous goods are properly 
trained in its use and are made aware of the potential risks to health and safety 

 Suppliers of hazardous materials forward a Material Safety Data Sheet (MSDS) before it is 
purchased and used on site 

 All hazardous substances and dangerous goods are stored in a safe manner and in accordance 
with legislative requirements and those stated on the MSDS 

 All spills and leakages are cleaned up in accordance with the instructions on the MSDS 

 Emergency Services are provided with relevant information as required by legislation 

 All incidents involving hazardous substances ie spills, exposures, are reported using the Incident 
Notification Form 

 Disposal of hazardous substances and dangerous goods is carried out in accordance with the 
procedures stated in the MSDS 

 Obsolete substances are disposed of with due consideration to the environment. 

Programme Manager 

 Providing information and training to the Managers and workers on hazardous substances and 
dangerous goods and the use of MSDSs 

 Assisting Managers to complete risk assessments on hazardous substances 

 Conducting regular walk through inspections to review the work processes associated with 
hazardous substances usage 

 Reviewing the chemical register, MSDS register and risk assessments to ensure paperwork is 
current and in accordance with legislative and organisational requirements 

Workers  

 Applying this procedure when using or purchasing hazardous substances, and informing 
management of any difficulties/issues in relation to hazardous substances 

 Ensuring that no hazardous substance is used if a current Material Safety Data Sheet is not 
available 

 Wearing and correctly utilising any PPE provided, in line with training and information provided 

 Attend all health surveillance appointments as informed by management 

 Ensuring that no Hazardous substance and/or dangerous goods is used, unless the worker has 
been trained in the handling, storage, transportation, disposal and emergency procedures for 
that substance. 

13.2 Purchasing 

Where an additional material or hazardous substances requirement is identified by the Manager and a 
supplier is identified, the Manager shall request a copy of the MSDS from the supplier prior to 
purchase and review the MSDS for safety considerations prior to purchase. Where necessary the 
Manager shall discuss the purchase and potential replacement substances of lesser risks to the 
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Programme Manager for review. Note: in the event that the MSDS requires health monitoring the 
Manager will advise the Programme Manager. 

Once confirmed that the produce is suitable the Manager shall purchase the hazardous substance or 
dangerous good and upon receipt (and prior to usage) shall issue all workers who shall use the 
hazardous substance with training in the: 

 MSDS requirements 

 PPE requirements and usage 

 Emergency procedures 

 Spill procedures and, 

 Storage and disposal procedures. 

Upon completion of necessary training the Manager shall update the chemical register and file the 
MSDS in the MSDS register. MSDS registers are site-specific. 

Al hazardous substances shall be monitored by the Manager and Programme Manager on a day to 
day basis. 

13.3 Labelling 

The Code of Practice Labelling of Hazardous Substances shall be used as a guide to labelling 
requirements. 

All hazardous substances shall be labelled appropriately (as per legislation) when delivered to the 
workplace. 

If any hazardous substances are decanted into smaller containers then these containers shall be 
sealed as well as labelled prior to being used in the workplace. 

13.4 Risk Assessments 

A Risk Assessment/ Work area Hazard Management Form shall be completed for all tasks involving 
the use of hazardous substances.  

Once the hazards have been identified and the risks assessed, use the Hierarchy of Controls to 
manage the risk of injury or incident, and develop safe operating procedures. 

Risk assessments must be maintained on a document control register by the relevant 
section/department. 

13.5 Health Assessment and Surveillance 

Upon completion of the MSDS Register the Manager will review all existing substances MSDS‟s for 
health assessment and surveillance requirements. This shall form part of the overall review into 
hazardous substances on the site. 

Should a substance require health assessment or surveillance this will be noted on the Chemical 
Register and a schedule implemented to ensure workers are tested in accordance with product 
requirements 

All health assessment and surveillance results will be forwarded to the Programme Manager for 
review, action where required and filing in the site health assessment/surveillance records and on the 
worker‟s workers file. 

This register will be maintained by the Programme Manager for all future health surveillance and will 
be maintained in accordance with confidentiality guidelines. 

13.6 Handling 

Work instructions and signs shall be prepared and implemented to cover at least the following: 

 Incompatibility of substances when mixed (eg mixing may result in fire or explosion) 

 Precautions when pouring, decanting or transferring substances 

http://workcover.nsw.gov.au/formspublications/publications/Pages/labelling-workplace-hazardous-chemicals-code-of-practice.aspx
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 Steps to be taken in the event of a spill or exposure 

 PPE to be used with certain substances. 

Whenever possible, devices to ensure safe pouring of chemicals shall be utilised. Such devices shall 
bear the full weight of the container and allow safe control of the pouring operation, to avoid spills and 
splashes 

In addition, mixing of substances (liquid with liquid, powder with powder, powder within liquid etc) shall 
be carried out, whenever possible, within an enclosed space (container or pipe) to prevent the release 
of fumes or dust. 

13.7 Storage and Transport 

The Manager shall review the storage and transport required of each hazardous substance or 
dangerous goods used on the site to ensure it complies with legislative requirements and the 
requirements noted on the MSDS. All discrepancies shall be noted in the review and corrective action 
identified, logged on the WHS corrective action register and corrective action implemented 

Under no circumstances are hazardous substances to be left uncontrolled in the workplace (ie in office 
areas, print rooms etc). 

13.8 Chemical Register 

A register shall be maintained at each workplace of all hazardous substances and dangerous goods. A 
copy of the manufacturer‟s MSDS is to be filed on this register. 

The register is to be kept up to date. New substances must be added to the register by the Manager as 
they arrive at the workplace, and any substances disposed of or no longer used are to be removed 
from the register. 

The register will include: 

 Types 

 Quantities kept 

 Location used and storage 

 A reference to the relevant MSDS 

 Date of risk assessment (for hazardous substances) and 

 Health surveillance requirements of the product. 

13.9 Training 

All workers who may be exposed to hazardous substances or dangerous goods shall be adequately 
trained in: 

 Hazard identification 

 Handling of hazardous substances and dangerous goods 

 Limits to exposure 

 PPE requirements 

 Symptoms of exposure and incident reporting requirements 

 Emergency procedures 

 First aid and treatment exposure. 

These sessions shall be held for each substance used and shall include re-training.  
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13.10 Spills 

When a spill of any chemical substance occurs in the workplace, the MSDS shall be accessed to 
determine the actions to be taken to clean up and dispose of the spill. 

Only workers with appropriate training are to participate in the clean-up of chemical and hazardous 
substance spills. 

Appropriate personal protective equipment must be used in accordance with the MSDS. 

13.11 Disposal 

Any disposal of unwanted hazardous substances shall be carried out by licensed disposal companies 
and shall be in accordance with applicable legislation. 

Disposal of hazardous substances and dangerous goods down sinks is prohibited. 

13.12 Inspections 

Inspections of hazardous materials and dangerous goods shall be undertaken as part of the workplace 
inspections using the Workplace Inspection Report. 

13.13 Areas with Flammable Gases and Dusts (if applicable) 

All hazardous areas shall be classified, delineated and documented in accordance with relevant 
standards noted in AS2430 Part 1 and Part 2. This classification shall be included as part of the design 
process for new facilities. Following any changes in hazardous substances usage a further review shall 
be conducted against these standards to determine whether the extent of hazardous areas has been 
affected by the change, and where appropriate, corrective action noted and implemented to rectify any 
non-compliances noted. 

All hazardous areas shall be: 

 Documented and detailed on layout drawings, including elevations and areas if necessary 

 Noted in a register of all hazardous areas 

 Be made available to Emergency Services 

 Be clearly signed and marked and 

 Where required, barriered off to prevent inadvertent or unauthorised entry. 

All hazardous areas shall be reviewed to ensure that control measures are in place and adequate to 
prevent the uncontrolled presence of ignition sources in these areas. This shall include: 

 Lighters and matches 

 Electronic equipment 

 Spare and flame-producing equipment (eg welding, drilling, chipping, grinding etc) 

 Portable electrical equipment or electronic equipment (eg electrical power tools, cameras, 
mobile phones etc) 

 Forklifts other than flameproof forklifts 

 And any other item, equipment or activity which may constitute an ignition source. 

All equipment used for transport, handling and storage of powered, potentially combustible materials, 
shall be assessed and if required, fitted with suitable explosion venting, so as to ensure that any 
explosion within the equipment, is vented or contained and does not present a hazard to worker or 
property. 

A Hot Work Permit shall be obtained for any work required in hazardous areas. 
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13.14 Asbestos 

Prior to commencing work on site, a review of the site for asbestos occurs, and an asbestos register is 
completed. All workers are trained in the location of the asbestos and instructions on working in vicinity 
of asbestos. 

If there is believed to be asbestos identified on site, workers are informed of the asbestos and an 
approved asbestos contractor is hired to remove the asbestos. If there is no requirement for the 
asbestos to be removed, the asbestos is clearly labelled, and an asbestos register is updated. 
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14. Isolation and Tagging Procedure 

14.1 Responsibilities 

Managers and Maintenance Workers 

 All workers who need to use tags are trained and aware of proper use of the Isolation and 
Tagging procedure 

 Ensure that worker uses tagging procedures correctly. 

Workers  

 Follow the Isolation and Tagging procedures. These procedures must be adhered to strictly to 
ensure the safety of workers. Disciplinary action will be enforced to anyone found deliberately 
not following these procedures. 

 All workers who perform isolations or working in an area where isolations are required must be 
trained in these procedures 

 Use the appropriate tag where required 

 Identify hazards, assess risks and control the risks 

 Wear protective equipment where required. 

14.2 Danger Tags 

 Danger tags are designed specifically to protect the individual that has placed the tag 

 Danger tags must be attached securely to the main isolating switch/s or valve/s wherever 
danger to persons could arise by the operation of the switch or valve 

 Each person requiring protection by this method must fix their own Danger Tag 

 Danger tags must be filled in completely before use and in a legible manner 

 Danger tags should only be removed by the person who attaches it. However, if that person is 
not available due to injury or illness, then their Manager may remove the tag where it has been 
determined that the dangerous condition no longer exists. 

 A switch or valve must not be operated while a danger tag is attached to it 

 The switch and valve must be in a safe and correct position to allow the safe performance of 
work 

 For electrical isolation, it is safest to consult an electrician to ensure correct switches are 
isolated 

 Electrical switches that are not positively isolating should not be used as isolating switches. 
These include push-button types, emergency stop buttons and switches, and master control and 
control switches. 

 Danger tags must be removed at the completion of the job or if work is incomplete by the end of 
the day. The danger tag should be removed before leaving the work area by the person who 
placed the danger tag on the valve or the switch. If necessary, at the end of the day, and Out-of-
Service tag may be required to prevent other persons from operating the valve or switch. 

14.3 Out-of-Service Tags 

 The Out-of-Service tag is designed specifically to ensure that faulty or unsafe equipment or plant 
will remain out of service so that damage or misuse of the equipment does not occur 
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 An Out-of-Service tag should be attached to any plant, equipment or machinery whose 
operation could cause further damage to the equipment or cause injury to persons 

 The Out-of-Service tag should be completed fully, giving details explaining the reason why the 
equipment is out of service 

 The person that attached the Out-of-Service tag should notify the appropriate person or 
Manager so the equipment can be repaired or replaced 

 Out-of-Service tags may be used in conjunction with Danger tags. The Out-of-Service tag 
should remain until the problem is rectified. Once the problem is rectified and there is no longer 
a risk to persons or equipment, the Out-of-Service tag should be removed by the Manager. 

 Out-of-Service tags have only a life cycle of three months. Once the expiry date is reached, the 
situation should be reassessed and either a new Out-of-Service tag issued or the equipment 
may need to be repaired, replaced or decommissioned. 

14.4 Warning Tags 

 Warning tags should be used to alert worker to equipment or system status changes that alters 
the operational status and may not be reflected in the documentation change. These can be 
used when a Danger or Out-of-Service tag is not relevant. 

 The Warning tag must be completed fully and explain the details and reasons for attaching the 
tag 

 When a Warning tag is placed on a piece of equipment or system, the relevant Manager should 
be notified 

 The Warning tag should be removed by the Manager, the asset controller or by the person who 
originally attached the Warning tag, once the Warning tag is no longer needed. 
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15 Electrical Safety 

15.1 Responsibilities 

Managers 

 Ensuring that workers are aware of these procedures and comply with them 

 Ensuring that workers receive adequate training to enable them to comply with these 
procedures 

 Ensuring all electrical equipment procedures for use in the workplace conforms to statutory 
requirements 

 Ensuring all relevant workers receive instruction in the statutory requirements for the safe use of 
electrical equipment 

 Ensure the maintenance of a register of training and licenses. 

Programme Manager 

 Sighting the Electrical Equipment Register for compliance to the Electrical Safety Procedure 
during WHS audits 

 Assisting the areas in implementation of this procedure. 

Workers 

 Adhering to and working within the requirements of this procedure 

 Informing management of any equipment or process that is not in compliance with this 
procedure. 

 Only working on electrical installations if they are appropriate authorised and licenced. 

15.2 Electrical Hazards 

Risks of injury from electricity can arise from any of the following: 

 Lack of awareness of the dangers on working with electricity 

 Unsafe work practices 

 Defective or dangerous equipment and/or work areas 

 Poor equipment maintenance and/or poor maintenance of installed circuitry 

 Failure to observe safety notices, risk assessments and/or warnings. 

15.3 Electrical Safety – General Precautions 

The following general safety precautions must be followed at all times whilst working on, or with, 
electrically powered equipment: 

 Only authorised and appropriately licensed worker may work on electrical installations 

 A visual inspection of portable electrical equipment, including power cords must be conducted 
prior to use every time 

 Wherever possible risks associated with the supply of electricity must be controlled with the use 
of a residual current device (RCD) 

 Details of all fixed and portable electrical plant and equipment must be noted on a site Electrical 
Equipment Register 
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 Maintenance must be scheduled and completed on all items of electrical equipment noted on 
the site Electrical Equipment Register and must be conducted in accordance with AS 3017, or 
relevant legislation. All maintenance and repairs on electrical equipment shall only be carried out 
by a competent person. 

 A record of all such maintenance performed must be noted on the site Electrical Equipment 
Register 

 Where possible, portable electrical equipment, used either internally or externally, should have 
an operating voltage of no more than 240 volts AC 

 Plant and equipment is not to be used in conditions which could cause electrical hazards 

 Appropriate isolation/lock out must be conducted prior to the commencement of maintenance 
work to avoid inadvertently energising plant and equipment connected to the electricity supply 

 Only fiberglass or timber ladders are to be used while conducting electrical work. Metal ladders 
must not be used under any circumstances. 

15.4 The Register and Testing of Electrical Equipment 

An Electrical Equipment Register shall be developed for the site and shall detail all fixed and portable 
electrical equipment (including RCD‟s, extension cords, appliances and power boards). 

The responsible manager will ensure that all new electrical equipment, testing and maintenance details 
associated with the electrical equipment are noted on the Electrical Equipment Register. 

All electrical equipment noted on the Electrical Equipment Register shall be authorised, inspected and 
tested in accordance with AS 3760. 

Upon completion of all tests, the tester will tag the electrical appliance in accordance with AS 3012and 
will complete the Electrical Equipment Register. A copy of the Electrical Equipment Register shall be 
maintained at the site to enable verification against procedural requirements.  

The responsible manager shall be responsible for ensuring testing is conducted in accordance with the 
requirements noted on the Electrical Equipment Register. 

The Programme Manager shall review the site Electrical Equipment Register at each WHS Audit for 
ongoing compliance. In the event of non-compliance a Corrective Action Request will be raised and 
issued during the WHS Audit. This will be logged on the site WHS Corrective Action Register and 
monitored for completion. 

15.5 Unsafe Equipment 

All frayed and/or worn electrical leads or cables and any unsafe equipment identified during inspection 
or day-to-day work processes shall be reported to the Manager, in consultative meetings or 
Programme Manager for immediate inspection and rectification. Upon report the equipment in question 
will be tagged “Out of Service Do Not Use” and removed from the work process until the hazard can be 
rectified by a qualified and trained person. Immediate inspection and report will be carried out by a 
suitably qualified and licensed person and repair initiated where appropriate. 

Double adaptors are not permitted on Youth Express work areas. 

15.6 Electrical Installation and Servicing 

Only competent workers shall work on electrical installations.  

The Authorised Person must ensure that no electrical installation or service involving electrical wiring is 
performed on live power. 

Only under exceptional circumstances shall work be performed on live equipment. All work performed 
on potentially live electricity must be in accordance with the regulatory electrical guides. 

Prior to commencing work, the Authorised Person shall ensure that all electrical power is isolated 
using an isolating device and that the power is padlocked and tagged. All circuits affecting the task to 
be performed must be isolated before work commences. 
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Prior to commencement of work or installation: 

 The isolation shall be tested by checking conductors for live electricity (eg voltmeter, test lamp, 
buzzer, etc) and/or attempting to start the machine. All testing equipment must be calibrated to 
ensure validity of testing. 

 An assessment of the risks associated with the task is undertaken and reasonable steps 
implemented to control any risks identified 

 The Authorised Person will undertake a visual inspection of the area prior to commencing an 
electrical installation or electrical servicing looking for specific hazards (eg water, exposed or 
hidden wiring) or a test of an installation or appliance 

 In more complicated situations where a formal risk assessment is required (eg working in close 
proximity to a water source that cannot be isolated or near overhead power lines) the Authorised 
Person should refer to the Hazard Identification and Risk Assessment and Control Procedure 
prior to the commencement of the activity 

 Where the potential for electrical risk is unable to be determined, all necessary precautions must 
be followed (eg when drilling where potentially live wires lay). Electrical safety mats, gloves etc 
must be used. The Authorised person or Manager must ensure that the correct testing 
equipment is used to detect wires or other hazards behind the wall prior to the commencement 
of work. 

 If excavation work is to be carried out, all persons at the site are to be informed of the position of 
underground electrical cables. 

If a person is at risk because the performance of work is in proximity to exposed live equipment (being 
equipment designed to be used in that state) then: 

 The supply of electricity to the live equipment must be disconnected, or 

 If disconnection of the electricity supply is not reasonably practicable, reasonable barriers must 
be put in place to protect the safety of the person. 

The Authorised Person must ensure that all new fixed wiring installations (including the installation or 
modification of a new sub-circuit to existing installations) are installed and tested in accordance with 
AS 3000 SAA Wiring Rules and AS 3017 Electrical Installations – Testing Guidelines. 

At all times the Lockout Tag out regulatory guidelines must be followed. 

15.7 Establishment of Risk Assessments  

The Manager, with the assistance of the Programme Manager and the in consultative meetings, shall 
identify all electrical hazards which have the potential to cause death or injury during the course of a 
worker‟s duties and shall: 

 Conduct a risk assessment of each process to identify corrective measures which may be 
implemented to reduce the risks identified. 

15.8 Purchasing and Intended Use 

Purchasing specifications of all electrical equipment shall specify compliance with the relevant 
Australian Standards. 

If equipment is purchased second-hand or brought in from overseas it must be inspected by a 
competent person prior to use to ensure compliance with Australian Standards. Manufacturers 
Operating Instructions should be available with the equipment. 

Electrical equipment shall only be used for the purpose for which it was designed and intended and in 
accordance with manufacturer‟s instruction. 
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15.9 Leasing and Hiring of Equipment 

Any equipment brought in under a hire/lease agreement must comply with Australian Standards. The 
supplier of the equipment is responsible for testing the equipment and training in the use of the 
equipment prior to delivering it to site. 

15.10 Residual Current Devices (RCD’s) 

RCD‟s (to provide earth leakage protection) shall be installed on all circuits where there is a risk of 
persons coming into contact with metal objects. Where appropriate, such devices shall be fitted to 
portable machines with metallic enclosures. Determination of site requirements shall be conducted by 
a licensed and trained person, reviewed on a regular basis and the results of the review documented 
and filed on the WHS Supporting Documents File. 

All corrective actions identified shall be recorded on the WHS Corrective Action Register and 
implemented in accordance with the Hazard Identification and Risk Assessment Procedure. 

Portable generators should have internal RCD‟s, however if not, a portable safety switch should be 
fitted. 

15.11 Electrostatic Earthing 

Electrostatic earthing must be provided for all situations where sparking may present a hazard. 
Determination of site requirements shall be conducted by an appropriately licensed and trained 
person, reviewed on a regular basis and the results of the review documented and filed on the WHS 
Supporting documents file. 

Earthing shall be regularly inspected and if required, repaired. 

All corrective actions identified shall be recorded on the WHS Corrective Action Register and 
implemented. 

15.12 Emergency Procedures specific to Electrical Incidents 

The following emergency procedures shall be used whenever a person has an electrical exposure or 
whenever an electrical incident involving a worker or contractor occurs: 

 Immediately turn off the power supply and call for medical assistance 

 Where it is not possible to turn off the power, the person in contact with the current should be 
released from contact with the power source as soon as possible through the use of some 
insulation source such as dry gloves, a blanket, clothing or a rubber sheet, or rescue hook 

 By no means should the rescuer touch the person(s) in contact with the live source with their 
bare hands 

 Once released from the electrical source check the persons breathing and pulse. If necessary 
begin artificial respiration immediately and continue until qualified medical worker arrive 

 Where a person has suffered electrical burns appropriate professional medical assistance must 
be sought to assist as soon as possible 

 Immediately after seeking medical assistance for the affected worker the Manager should notify 
the Programme Manager. 
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15.13 Electrical Testing Intervals 

AS3760 requires that portable electrical equipment be tested at the following intervals: 

 Portable Equipment Portable Residual 
Current Devices 

Portable Outlet 
Devices and 
Extension Cords 

Mobile 6 months 6 months 6 months 

Office Kitchens 12 months 24 months* 12 months 

Offices 60 months* 24 months* 60 months* 

*if risk assessment supports these intervals 
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16 Working Outdoors or Alone 

16.1  Responsibility 

Managers 

 Ensure the elements of this program are implemented as outlined.  Consult with HSE rep and/or 
others to maximise the effectiveness of this program.  To the extent that it is reasonably 
practical Managers will organise duties to minimise the duration of time spent unprotected in 
sun. 

 Workers being aware of this procedure and follow it 

 Primary points of contact are in place, and hand over procedures are working 

 Documentation is kept for all movements and filed away for future verification 

 Any escalation of personnel being uncontactable is reported to the Senior Management. 

Workers 

 Wear appropriate personal protective equipment (PPE) provided such as sunscreen and hats.   

 Avoid outdoor work during the hotter part of the day, and increase fluids at such times.  

16.2 Working Outdoors Controls 

Factors that should be considered: 

 duration - the longer the exposure to the sun the greater the risk; 

 type of work - the more physically demanding the task the less likely workers are to wear 
protective clothing and sunscreen becomes less effective; 

 timing of work - midday  poses a greater risk than early morning or late afternoon; 

 location of work - the more open the greater exposure; 

 individual skin type and age - fair-skinned persons are at greater risk as are younger workers. 
 
Possible control measures may include: 

 reduce the length of exposure time by changing the work activity; 

 reduce the physical aspect of the job and duration, provide mechanical aids; 

 timetable outdoor tasks early morning or later afternoon; 

 provide adequate shading for an outdoor work area; 

 provide adequate personal protective equipment ensuring practicality and comfort; 

 All new vehicles and items of plant where practicable shall be air conditioned and large areas of 
glass should be tinted to provide UV protection. 

 

The following measures should be implemented in combination; no single measure will usually be 
sufficient to adequately protect outdoor workers from seasonal heat and UV radiation  

Acclimatisation 

Work programs are to be provided which allow people to become acclimatised building up to a full 
work day over a period of several days.  This is most important for people moving from cool climate to 
a hot environment and for people returning from holidays in a cool climate.  

Supply of Water  

Fresh drinking water must be readily available at the work area.  Workers are to be encouraged to take 
frequent, small drinks throughout the shift.  Extra fluid should be drunk before thirst sets in as 
dehydration has started by this time.  Managers should ensure this is done.  
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In very hot temperatures, particularly coupled with high humidity, people engaged in hard, physical 
work, and who perspire excessively, could take one glass of Staminade or similar electrolyte 
replacement drink each day. 

Cooling  

Where applicable, building design should allow for adequate natural ventilation.  Mechanical ventilation 
(air conditioning) and spot cooling (fans) should be used where necessary - particularly where it can 
increase the movement of cool air over workers. 

Rest Periods 

People involved in hard physical work must be allowed short rest breaks in cool areas.  As a general 
rule, the hotter the temperature, the more frequent the rest breaks should be.  For outdoor work, where 
there are no permanent amenities, rest breaks should take place in a shaded area.  Use natural shade 
if available or artificial shade provided by awnings / umbrella‟s.  

The recommended rest break period per hour for average workers performing moderate manual work 
in hot weather is 10 minutes.  For fit, experienced workers who are keeping up their fluid intake, 5 
minutes rest in every hour when doing moderate work is often adequate.  However, if for any reason 
fitness is reduced (eg, if they have a virus infection), workers should go back to 10 minutes rest per 
hour until they feel comfortable taking less.  New or inexperienced workers should be permitted to take 
at least a 10 minute rest break per hour when doing moderate work in hot weather until such time as 
they subjectively feel comfortable taking a shorter break.   

Length of time needed for rest breaks also depends on two other factors which affect the speed at 
which a worker can cool down after working in the heat: 

 if rest breaks can be taken in a cooled or air-conditioned building, shorter rest breaks may be 
adequate; 

 when workers use sunscreens, the speed at which they can cool down is reduced due to 
decreased evaporation of sweat and longer rest breaks may be needed. 

 

Outdoor workers should be permitted to take their hourly rest breaks in a cool place as close as 
possible to the place where they are working.  If they are working some distance from their base, they 
should be permitted to go inside the closest cool building (air-conditioned building if possible) or 
shaded area to take a rest and have cool drinks.  They should not have to walk a long distance nor 
rest in a hot, unshaded location.   

Note: SHORT work periods followed by SHORT rest breaks are better than long work periods 
followed by long rest breaks. 

Clothing 

For indoor and outdoor work, clothing should permit the free flow of cooling air over as much of the 
body surface as possible to enable sweat to be evaporated.  Materials used in clothing should 
preferably be of natural fibre and loose weave.  Long sleeved shirts and trousers are recommended 
where workers are required to work outdoors to provide maximum protection from sun exposure. 

Protection from the Sun 

For outside work, sufficient clothing should be worn as per Cancer Council advice to give protection 
from UVR.  This means long sleeved shirts and trousers, tinted safety glasses and wide brimmed hats 
should be worn.  Where hard hats have to be worn, sun shade extension brims should be supplied.  
Sun screen factor 15+ must be provided and readily available for workers who work outdoors, 
particularly when this includes the hours between 10am and 2pm (or 11am and 3pm during daylight 
saving).  Whenever possible, tasks should be scheduled to minimise working outside during the above 
hours in the summer months.  

Remember that UVR factor is not determined by the day‟s temperature, nor just in summer.  Use of 
sun screen and appropriate clothing should also occur on overcast days, even in spring and autumn.  
As a guide, a UV rating above 10 means a very high risk exists to people from exposure to ultra violet 
radiation.  
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These lists are not exhaustive and other factors and measures may need to be considered. 

Personal Protective Equipment  

In accordance with the recommendations of the various State Cancer Councils, the following Personal 
Protective Equipment (PPE) should be used: 

 long sleeve shirts with collars to protect arms and neck – preferably 50+ UPF; 

 hi-visibility shirts made from a close weave, lightweight, breathable fabric and be loose fitting to 
allow for air circulation and comfort -  preferably 50+ UPF; 

 loose fitting long trousers -  preferably 50+ UPF;  

 broad brimmed hat made from a close weave material; 

 sunglasses or safety glasses which screen out at least 99% of UV light and comply with 
AS1067; 

 a broad spectrum sunscreen with a SPF 30+ or greater. 

16.3 Emergency Procedures 

All workers must be briefed to be able to recognise the symptoms of heat stress, as heat stroke, the 
most serious of the heat illnesses, can be potentially life threatening if undetected and untreated.  First 
Aid workers are to be trained as part of their first aid qualifications to recognise and treat heat illness.  

If workers show signs of heat stress, first aid treatment (cooling, fluids, etc) must be started 
immediately, and they must be transported to the nearest medical centre as quickly as possible.  
People working some distance from medical services must know where the nearest medical centre is 
and arrangements made for emergency transport of people suffering from heat illness. 

16.4 Working Alone or in Isolation 

If a job task is created and it is known that the worker will be exposed to risks and will be working 
alone or in isolation a risk assessment must be conducted and consultation with workers as to how to 
ensure the safety of workers who work alone or in isolation. This must include: 

 Identification of roles of those working alone or in isolation 

 How to ensure workers safety and ongoing communication 

 Procedure to follow if there is an emergency and  

 Escalation reporting requirements 

This must then be communicated to workers. 

 

In all other cases all jobs that are away from the office must be included in the office Outlook calendar 
which is visible to the Office Manager.  If the worker is not expected to return back to the office, they 
are to call their Manager to report that they have safely left the workplace. 

 

If a worker is does not report in, and is uncontactable, the Manager must attempt to make all 
reasonable contact with them.  If this is unsuccessful, they must contact the CEO and escalate as 
advised.  All workers must have their emergency contact details held at head office. 
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17 Worker Behaviour 

17.1 Responsibilities  

Manager 

 Preventing or reducing the risk of aggression and harassment.   

 Management will take all practical steps to ensure that the workplace under their control is safe 
from these risks.   

Workers 

 Adhering to this procedure, and for informing management of any incidents involving actual or 
perceived workplace violence, bullying or harassment.  

17.2  General 

A risk management approach will be taken to the management of bullying and violence in Youth 
Express.  The WHS Committee will be involved in the completion of these activities, using current 
WorkCover guidance materials.   Control measures will focus on eliminating any identified issues in 
relation to bullying, or if not practical, controlling these as far as is reasonably practicable.  

17.3 For incidents of bullying or harassment 

Youth Express encourages the reporting of behaviour that breaches this procedure, but will not 
tolerate vexatious or frivolous complaints.  Reports of bullying or harassment can be made verbally or 
via the completion of an Incident/Injury Form.  

This procedure incorporates the principles of natural justice for all parties involved.  This is designed to 
protect all parties. This means that: 

 The person who is alleged to have committed the bullying should be treated as an innocent 
unless the allegations are proved to be true 

 Allegations should be investigated promptly 

 All allegations need to be put to the person they are made against 

 The person the allegations are made against must be given a chance to explain his or her 
version of events 

 If the compliant is upheld, any disciplinary action that is to be taken needs to be commensurate 
with the seriousness of the matter 

 Right of appeal is explained 

 Mitigating factors should be taken into account when assessing if disciplinary action is 
necessary 

Once reported, procedures for addressing bullying will consist of three approaches.   

 Method One:  The direct approach 

 Method Two:  Mediation/discussion involving an independent third party 

 Method Three:  Investigation  
 

The above approaches can be used in combination, or on their own.  Agreement from the worker 
reporting the situation is sought in determining the best approach to follow, as well as consideration as 
to the seriousness of the situation.  

The direct approach involves a clear and polite request for the behaviour to stop, either when the 
unreasonable behaviour first occurs, or when it is observed by a Manager.  A worker may use the 
direct approach themselves, or request another to act on their behalf.  It should involve a confidential, 
non-confrontational approach, with a view to resolving the issue. Mediation with an independent third 
party is generally utilised when the direct approach has failed. 

When serious allegations are made, investigations will occur in the first instance.  An impartial and 
suitably qualified individual conducts the investigation, who is experienced in the process and 
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unbiased.   Investigations will focus on establishing whether or not a report of bullying is substantiated 
or there is not enough information to decide either way.  Where bullying is substantiated, strategies to 
assist compliant resolution will be documented and followed up on by Youth Express.  

17.4 For incidents of Workplace violence 

No workers, whether they are the Manager or workers are expected to be able to physically defend 
themselves against a violent physical attack, although they are allowed to use a reasonable level of 
force to protect themselves. 

“Reasonable Force” is the amount of force, used by a person, which is considered appropriate for self-
protection or to ensure the safety of others.  It is a matter of judgement, depending on the threat faced. 
The general rule is that the amount of force used must be proportionate to the danger posed. 

The safety of our people is paramount at Youth Express.  At all times, a manager is contactable by 
mobile phone.   

17.5 Physical Aggression 

When confronted by aggressive behaviour: 

 Try to reason with those attacking others or property and ask them to stop 

 Remove others and self from the situation or remove the aggressive person from the situation 

 Alert other workers and contact Manager 

 Leave if all attempts to diffuse the violence have failed and there is a real threat of physical 
damage or lives are at risk.  Call the police 

17.6 Verbal Threats 

Workers who are verbally attacked or threatened should: 

 Assess the emotional/mental state of the aggressor, i.e.: frustrated, disturbed, under influence of 
drugs or alcohol 

 Try to accommodate their needs 

 Use assertive, non-aggressive language 

 Assess the potential for the situation to become physically violent 

 Seek the presence of another worker if able 

 Call the manager for assistance 

 Document the incident  

17.7 Post Incident Procedures 

Major Aggressive Incidents 

Following a major aggressive incident where physical or psychological harm has occurred, the 
following procedure must be followed: 

 First aid and comfort will be sought for those traumatised 

 The ambulance and/or police will be called 

 The scene will be left undisturbed for the police 

 Witnesses will be requested to remain until the police arrive (if this is not possible obtain their 
names and contact details) 

 If necessary the family of worker will be contacted 

 The Manager will document everything that has occurred on the Incident/Injury Report Form 
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17.8 Counselling services 

All workers will be offered counselling following a violent incident. 

17.9 Reporting To WorkCover 

Where there has been an incidence of violence supported by a Workcover medical certificate, or 
where an incident with potential to result in serious risk to health or safety, then the incident must be 
referred to the NSW Workcover Authority. 
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18 Drugs and Alcohol 

18.1 Responsibilities 

Managers 

 Communicate the Drug and Alcohol procedures.   

 Management will also educate and consult with workers to ensure Youth Express maintains a 
drug and alcohol free workplace.   

 Should a manager determine that a worker believed to be affected by drugs or alcohol poses a 
significant risk to either their own safety, or any other person, the Manager must direct that 
worker to cease work immediately.  Management will then follow the procedures outlined below 
in assisting the affected worker.  

Workers 

 Arrive to work unaffected by drugs or alcohol.  Workers will not consume, possess or deal in 
illicit drugs or alcohol while on any Youth Express or client work area.   

 The possession, soliciting, selling and other distribution of illegal drugs may result in an 
immediate dismissal from all Youth Express workplaces. 

 Workers are required to report any medications they are taking, which may impact on their work 
performance, so that safety risks can be assessed.   

18.2 Education 

All workers, including new workers, will be provided with education about the effects of drugs and 
alcohol prior to policy implementation, and on an ongoing basis.  Workers will also receive information 
about the drug and alcohol procedure when initially developed, and following any subsequent revision.  
This will occur during induction, and via team meetings and WHS Committee meeting feedback.  

18.3  Consumption Guidelines 

Part of the above education process will involve informing workers that alcohol and illicit drugs are not 
to be consumed on company or client premises, in company cars, or in any time as paid workers of the 
company.  Any exceptions to this policy (eg at Christmas functions) will be communicated in writing to 
workers prior to the event, along with guidelines for that particular event.  

Workers taking prescription drugs which may impair their ability to safety perform their work duties, are 
to inform their Manager.   

18.4 Problem Identification 

Problems may be identified through: 

 Random testing (if conducted) 

 Self-identification 

 Self-referral to a treatment program 

 Another worker 

 By the Manager 
 

All identifications will be strictly confidential and will not be cause for employment discrimination in the 
future.  

Random drug and alcohol testing may be coordinated by either a client of Youth Express, or by Youth 
Express itself.  
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18.5 Workplace Assessment 

All workers have a responsibility to identify conditions in their work environment that contribute to drug 
and alcohol problems.  If an alcohol issue is noted in the workplace, then normal Workplace health and 
safety procedures should follow.   

Managers will also be responsible for reviewing areas under their control, and identifying any drug or 
alcohol related concerns.  

Some indicators that can suggest the presence of drug and alcohol and other drug misuse include: 

 Near miss incidents 

 Violence 

 Habitual lateness 

 Frequent absences 

 Neglect of personal grooming 

 Interpersonal problems 

 Individual noted to be experiencing poor coordination, poor concentration and/or visual 
disturbance 

18.6 Persons under the influence – steps to take 

Youth Express will deal with any suspected incidents as soon as they happen. Below are some steps 
that can be taken to manage the incident. 

Remove the immediate risk 

If a worker comes to work and demonstrates behaviour that indicates they may be under the influence 
of alcohol or drugs, then Youth Express will take action to ensure the worker‟s safety and the safety of 
others in the workplace.  Such action could include (for example only) standing them down from duty 
until such time as they are fit to perform their duties, or directing them to undertake a drug and / or 
alcohol test.  Suitable transport will be arranged to the person‟s home. If a worker is sent home to 
recover from the effects of drugs or alcohol, they will not be paid for the lost time.  

Investigate the problem 

The issue will be dealt with formally as soon as possible. Workers will be given the opportunity to 
explain the incident/situation and discuss any issues or respond to any allegations. Any disciplinary 
action will be dealt with in accordance with Youth Express‟ Human Resources policies and procedures, 
and will focus on work performance.   

The level of disciplinary action required will depend on the seriousness of the incident. Management 
will offer support such as outside counselling services if this is considered appropriate.  Workers can 
access services via referral from their GP and their local community health centre. Workers can also 
be referred to Youth Express Worker Assistance Program.  

A discussion with other workers is also important. They will be warned that such behaviour is 
unacceptable, and that being intoxicated at work may justify instant dismissal. The focus will be on 
safety risks and work performance issues, not on the moral or legal aspects of the situation. 

Document the situation 

Management will document that the incident occurred and the process used to manage it. A diary note 
or entry in the worker‟s file that the discussion took place and details of any agreement reached, may 
be appropriate, as well as the completion of an incident report. 

Watch for repeated behaviour 

If any subsequent incidents occur, involving repeats of the unacceptable drug or alcohol related 
behaviour, the same process will be followed, with written warning/s being given to workers, and/or 
dismissal.  
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19 Smoke-Free Workplace 

19.1 Worker Handbook 

The issue of smoking is covered in the Youth Express Worker Handbook. The subject will not be re-
covered in this document to avoid any confusion. For further information, refer to the Worker 
Handbook on page 35. 

19.2 No-Smoking Signs 

No-smoking signs must be installed in areas designated as smoke free (see fig. 10 for typical 
examples of signs. These signs must be observed at all times. 

 

 
 

Fig. 10 Typical no-smoking signs 
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20 Purchasing Goods and Services 

20.1 Responsibilities 

Managers 

 Ensuring all WHS hazards associated with Type 3 plant, equipment or materials are identified 
prior to purchase. 

 Consulting with Manager/Purchasers and workers on all identified WHS hazards. 

 Assessing at the design, development and planning stages, all, WHS aspects of Type 3 plant, 
equipment and material usage. 

 Ensuring an WHS assessment is conducted to review the WHS aspects of the intended Type 3 
purchase.  (The composition of the assessment team will be determined by the Responsible 
Manager and will be based on the nature of the purchase and its potential WHS hazards.) 

 Ensuring all Type 3 leased equipment is not used unless it is authorised, inspected and 
determined to be safe. 

Programme Manager 

 Providing assistance to the Responsible Manager when assessing new and existing Type 3 
plant, equipment and materials. 

 Reviewing the use of new and existing Type 3 plant, equipment and materials to ensure it meets 
legislative requirements. 

 Reporting to the Responsible Manager any deficiencies noted regarding the use of Type 3 plant, 
equipment and materials. 

20.2 Purchasing, Lease or Hire of New Plant and Equipment 

The following tasks should be implemented when purchasing, leasing or hiring Type 3 plant and 
equipment. 

1 The Manager or Purchaser shall assess the capability of suppliers to meet safety requirements 
prior to placement of order.   

2 The Responsible Manager and Purchaser will give preference to suppliers either with, or who have 
made substantial progress towards the implementation of an WHS system. 

3 The Responsible Manager shall review all Type 3 plant and equipment proposed for purchase or 
hire for safety requirements prior to its purchase, hire or lease using the WHS Purchasing 
Checklist.  This will include an assessment of the plant/equipment's capability to perform the 
inherent requirements of the job to be performed. 
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4 The Manager/Purchaser (or purchaser) shall complete the WHS Purchasing Checklist as part of 
the capital expenditure approval document requirements. 

5 The Responsible Manager shall review the WHS Purchasing Checklist to ensure the proposed 
Type 3 plant/equipment meets all safety requirements prior to its purchase, lease or hire.  Under 
no circumstance is a request for capital to be approved without the completed WHS Purchasing 
Checklist. 

6 In the event that Youth Express is unsure of the safety requirements inherent with the use of the 
plant or equipment the Responsible Manager will refer the WHS Purchasing Checklist to the 
Programme Manager for review. 

20.3 Receipt of New, Leased or Hired Plant and Equipment 

Upon receipt of the Type 3 plant/equipment the Manager (purchaser) will review the purchased/hired 
plant and equipment against the WHS Purchasing Checklist for compliance. 

In the event of noncompliance to the WHS Purchasing Checklist the Manager(purchaser) will return 
the purchase.  Under no circumstance is the plant or equipment to be used until the supplier rectifies 
the WHS hazards identified. 

If the plant or equipment meets the safety requirements of the organisation the Manager(Purchaser) 
signs the WHS Purchasing Checklist and forwards it to the Programme Manager for filing. 

20.4 Training and Monitoring of Plant and Equipment Usage 

Prior to commencement or use of all types of plant or equipment the Manager/Purchaser provides all 
workers with the necessary information and training to safely operate the plant or equipment.  This will 
include a copy of the risk assessment where available. 

Upon commencement of use the Manager/Purchaser will monitor all workers using the plant or 
equipment.  If problems are identified during this stage by workers or the Manager/Purchaser, the 
Manager/Purchaser will conduct a risk assessment and report the problem to the Responsible 
Manager for corrective. 

The Programme Manager will conduct an audit of the site to ensure all new plant and equipment 
continues to meet safety requirements.  Deficiencies noted during this audit will be reported to the 
Responsible Manager for corrective action. 

20.5 Plant Specifications Prior to Purchase 

All purchasers of Type 2 and 3 equipment, vehicles or plant will ensure that written requirements 
relating to Workplace health and safety are provided by the vendor as part of the contract for sale of 
the equipment, plant or vehicle. 

For larger capital plant, equipment or vehicles (of all Type 3 Plant/Equipment) the specification 
supplied by the vendor must include: 

 A review of risks associated with the plant or equipment. 

 A review of reported incidents or hazards on similar plants or equipment. 

20.6 Sale/ Disposal of Plant and Equipment 

 Prior to the sale/disposal of Type 3 plant and equipment the Responsible Manager will review 
the plant/equipment for safety considerations using the Risk Assessment Form and document 
their findings. 

 Should a deficiency be noted during this review the Responsible Manager will rectify the 
deficiency prior to the sale/disposal. 

 Upon rectification the plant/equipment is sold/disposed of. 
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21 Contractor Management 

21.1 Responsibilities 

Manager  

 Issuing contractors with relevant forms noted in this procedure. 

 Monitoring Contractor compliance whilst performing work. 

 Reviewing the Contractor documentation. 

 Ensuring all workers hold necessary licenses and certificates of competency to perform 
the task. 

 Maintenance and updating of the Contractor details. 

 Reviewing contract specifications against this procedure and evaluating Tenders and 
selecting the best contractor for the task 

 Managing the contractor whilst they are on a Youth Express site or whilst performing 
work for Youth Express  

21.2 Procedure 

The following tasks should be carried out for all contracts identified by Youth Express.  

1. Upon identification of proposed contractors the Manager shall review the following 
documentation issued by the contractor: 

a. Safe work method statement (SWMS)for the work to be conducted by the 
contractor for Youth Express – identifying all foreseeable hazards.  The 
SWMS shall be returned to the contractor for amendment until the Manager is 
satisfied that all foreseeable hazards are included in the SWMS. 

b. Workers compensation insurance certificate (in date) (sole traders are only 
approved by the Managing Director) 

c. Public liability of no less than $10 million certificate (in date) 

2. Following acknowledgement of insurance coverage and return of SWMS the Manager 
sends out a contract which includes the WHS contract clauses, co-ordinates a 
contract start date with the Contractor and arranges for the completion of the 
Contractor induction by all contract personnel who will be performing work.  Work can 
commence once the contractor has signed the contract and completed the contractor 
induction. 

3. Long term projects extending beyond 12 months require annual attendance at the 
Induction by the contractor and a review of the SWMS.  Once completed the Manager 
shall check that the Induction has been completed and the SWMS has been reviewed 
and all insurance documents are up to date.  

21.2 Appointment, Commencement and Ongoing Management of a New 
Contractor 

1. Once all completed forms are received, the Manager shall file all returned documents 
associated with the contract and file and co-ordinate completion of the Contractor 
Induction for all contract personnel. 

2. Once completed the induction date shall be noted on the Contractor Compliance register 
and a start date agreed with the Contractor. 

3. The Manager shall monitor all work performed by the Contractor to ensure the contractor 
performs work in accordance with legislative requirements and the safety procedures 
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they have submitted. Reviews of the contractor‟s performance shall be noted by the 
Manager, filed and non-conformances advised and programmed for correction.  

NB: Monitoring will be determined by the Youth Express Manager and will be 
based on risk, location and task to be performed. 

4. All accidents and incidents involving contractor personnel shall be reported and 
investigated using the Youth Express Incident reporting process and corrective action 
agreed with the Contractor and implemented. 

5. In the event of non-compliance to Youth Express procedure, the safety documentation or 
legislative requirements the Manager shall issue the contractor a non-conformance form 
advise the Contractor of corrective action required and dependent on the severity of the 
breach may cease the activities of the Contractor concerned until the matter is rectified. 

6. The Contractor shall be responsible for rectifying any non-compliances of any 
contractors he/she appoints. 

7. Where a non-compliance is not rectified to Youth Express‟s satisfaction then a note shall 
be recorded in the an incident notification form and a recommendation will be forwarded 
to Senior Management at Youth Express to no longer use the Contractor. Should the 
contractor rectify the non-conformance then the Contract Manager shall update the 
rectification note in the Contractor‟s file until the matter is resolved. 

21.3 Contractor Inductions 

A comprehensive program of induction training (including emergency procedures) shall be 
conducted for all contractor personnel prior to commencing work with Youth Express. Where 
contractors are used for periods longer than one year an annual refresher induction will be 
conducted. 
 

21.4 Equipment, materials and work permits used by contractors 

All equipment, materials and work permits used by contractors shall be supplied by the 
Contractor and shall meet legislative requirements unless otherwise arranged by the 
responsible Youth Express Manager.  

21.2 Contractors undertaking new work 

In the event that an existing Contractor is deemed appropriate to undertake additional/new 
work, prior to any new work tasks taking place the Manager shall request a SWMS and 
determine that insurance details are still current for the life of the new contract and if not 
provide new insurance details. 
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22 Emergency Management 

22.1 Responsibilities 

Managers 

 Ensuring an Emergency Plan is developed and implemented in their location 

 Ensuring all workers under their control are aware of and understand the emergency plan and 
procedures. 

Programme Manager 

 Ensuring the requirements of this procedure are complied with. 

Workers 

 Ensuring they comply with the requirements of this procedure 

 Participating in an emergency drills as required 

 Adhering to the requirements of the emergency plan in the event of an emergency, in line with 
the information and training provided. 

22.2 Site Assessment 

The Manager shall carry out a risk assessment on their location to determine the likely emergency 
risks to which the location may be exposed to. This assessment will consider the following: 

 The identification of critical machinery or processes which could cause a problem if disrupted for 
any reason. The results of this assessment will form the basis for all future site-specific 
emergency procedures and all corrective action will be noted on the corrective action register. 

 A review of all emergency equipment (including but not limited to emergency power, dives and 
lighting, breathing apparatus, emergency showers and stretchers) to ensure it is provided where 
applicable, maintained and adequately meets the site requirements. 

 A review of emergency training records to determine if all workers are adequately trained to 
meet the requirements of the site emergency plan. 

22.3 Liaison with News Media 

If there is any reason for the news media to become interested in any emergency in Youth Express is 
involved, no one may comment on any aspects of the emergency to the news media unless authorised 
by the Senior Management to do so. 

22.4 Review and Maintenance of the Site Evacuation Plan and Emergency 
Response Procedures 

The Manager will schedule and run documented six (6) monthly fire drills for the location. At the 
completion of each drill, the wardens will meet and discuss gaps and room for improvement of the drill 
which will be added to the corrective action register. 

22.5 Emergency Plan 

Youth Express will use the Emergency Plan template and amend as required to ensure it is specific to 
the site. 
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23 Incidents, Investigation and First Aid 

23.1 Responsibilities 

Manager 

 Completing of the Incident Notification Form. 

 Completing an investigation and the implementation of corrective actions (with the assistance of 
the Programme Manager wherever necessary) 

 Logging corrective actions arising from an incident investigation on the WHS Corrective Action 
Register. 

 Reviewing corrective actions and the timeliness of corrective action implementation. 

 Where the Programme Manager is geographically removed from the site, the Manager will notify 
the family in the event of a fatality. 

 Logging corrective actions arising from an incident investigation on the WHS Corrective Action 
Register. 

Programme Manager 

 Organising rehabilitation following receipt of Incident Notification Form. 

 Maintaining a copy of the Incident Notification Form 

 Collating a monthly Injury Register for presentation and discussion at the WHS Committee 
meeting. 

 Verifying that all incident corrective action has been noted on the Corrective Action Register. 

 Ensuring the completion of State Authority Notifications. 

 Notifying the worker's family in the event of a worker's hospitalisation or fatality. (In the instance 
of a fatality this shall be conducted with the most senior Manager. 

First Aider 

 Responsible for monitoring kit and to ensure items are replaced as soon as possible after use 

 undertake regular checks to check contents 

 ensure items are in good working order, within expiry dates and not deteriorated 

 ensure hazardous situations that resulted in requiring first aid have been reported 

 record first aid treatments. 

 The room and equipment is the responsibility of the trained first aider except when it‟s part of a 
medical centre 

 Frequency of inspections of kits and rooms is minimum once a month. 

 Ensure first aid kits have a bodily fluids kit.  

 Incidents and injuries need to be reported, and treatment recorded.  

23.2 Injury, illness or incident occurs 

Injury, illness or incident is reported to the First Aider (or Manager). 

The Incident Notification Form is completed and First aid or medical assistance is sought. 

The Manager completes the accident investigation upon notification (Wherever possible the injured or 
ill worker should be involved in this process). The Manager updates the WHS Corrective Action 
Register to include corrective action identified from the investigation. NB. This must be completed 
within 24 hours. 
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23.3 Authority Requirements 

In addition to the injury, illness or incident reporting procedure outlined it is expected that the State 
Authority Reporting Requirements be undertaken. These are legislative requirements and reporting of 
these will be the responsibility of the Programme Manager. All questions regarding incidents should be 
initially directed to the appropriate Programme Manager. 

23.4 What needs to be reported to the Government Authority? 

All notifiable incidents including death of a person, a serious injury or illness of a person or a 
dangerous incident. 

What is a serious injury or illness? 

 Immediate treatment as an in-patient in the hospital 

 Immediate treatment for: 

o The amputation of any part of his or her body 

o A serious head injury 

o A serious eye injury 

o A serious burn 

o The separation of his or her skin from an underlying tissue (degloving, scalping) 

o A spinal injury 

o A loss of bodily function 

o Serious laceration 

 Medical treatment within 48 hours of exposure to a substance 

What is a dangerous incident? 

 An uncontrolled escape, spillage or leakage of a substance 

 An uncontrolled implosion, explosion or fire 

 An uncontrolled escape of gas or steam 

 An uncontrolled escape of pressurised substance 

 Electric shock 

 The fall or release from height of any plant, substance or thing 

 The collapse, overturning, failure or malfunction of, or damage to, any plant that is required to 
be authorised for use in accordance with the WHS Regulations 

 The collapse or partial collapse of a structure 

 The collapse or failure of an excavation or of any shoring supporting an excavation 

 The inrush of water, mud or gas in workings, in an underground excavation or tunnel 

 The interruption of the main system of ventilation ina n underground excavation or tunnel 

23.5 How and when do you notify the government authorities? 

Immediately after becoming aware of a notifable incident the government authority shall be notified.  If 
by telephone, it must be followed up by notification in writing within 48 hours. 

If a notifable incident occurs, the details of that incident shall be kept for at least 5 years from the date 
of the notice, and safe work method statements and associated risk assessments must be reviewed. 

23.6 Preservation of Site 

If there is a notifiable incident, the site where the incident occurred shall not be disturbed until an 
inspector arrives at the site or any earlier time that in inspector directs.  This includes any plant, 
substance, structure or thing associated with the notifiable incident but it shall not prevent any action to 
assist an injured person, remove a deceased person or take action that is essential to make the site 
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safe or to minimise the risk of a further notifiable incident or associated with a police investigation or for 
which an inspector or the regulator has given permission. . 

23.7 Incident Investigation 

Incident investigation is to focus on „root cause‟ of the incident and not apportion blame. All incidents 
are caused by contributing factors, under which lies the root cause. Typical root causes of an incident 
include: 

 Inadequate or ineffective operating procedures 

 Operating procedures which are not used effectively 

 Operating procedures that are not properly understood 

 Operating procedures that are not properly reinforced or supervised 

 Design of plant which is less than adequate 

 Manufacture or installation which is less than adequate 

 Maintenance which is less than adequate 

 Modifications which are less than adequate 

 Safeguarding which is less than adequate 

 Training which is less than adequate. 

In order to find the root cause the following steps are to be considered when investigating workplace 
incidents. 

Establish the facts - This is not designed to apportion blame but to assist in identifying factors which 
may have caused or contributed to the incident. This can be achieved through observation / inspection 
/ testing / sampling / review of systems, interviewing to discover who, what, when, why, where and 
how. 

Environment - Examination of the work environment will determine factors that may well have 
influenced the behaviour of people who may have contributed to the incident i.e. noise, ventilation, 
lighting, weather conditions, hazardous substances, etc. 

Human Behaviour - In examining people‟s behaviour it is necessary to look not only at the person(s) 
involved in the incident but the actions of other people in the work area i.e.: 

 Lack of knowledge. 

 Information overload / underlaid. 

 Risk taking. 

 Fatigue / stress. 

 Failure to follow safety procedures. 

 Inexperience. 

 Non-compliance with rules. 

Design - The design aspects of the workplace are many and varied and will influence people as to the 
way in which work is carried out i.e. machines, tools and equipment, work methods and practices, etc. 

Safe systems - Safe systems of work are the key to providing a workplace that is free from risks to the 
individual. Breakdown in these systems will generally provide the basis for damage to people, property 
or production i.e. planning, training, purchasing, maintenance, cleaning, storage, monitoring, 
inspections, PPE, etc. 

Draw conclusions - Conclusions are drawn from the established facts i.e. the most likely cause is 
identified. 

Make recommendations - The prime aim of investigation is to identify causes and make 
recommendations for action that will prevent a recurrence in accordance with the hierarchy of controls: 

 Eliminate the hazard; 

 Substitute the hazard with a less hazardous option; 
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 Engineer out the hazard; 

 Administrative controls such as training or signage; 

 Personal Protective Equipment (PPE). 

All reporting and investigations should be carried out within 1 week of the Manager becoming aware 
that an incident has occurred and 24 hours for notifable incidents. 

23.8 First Aid 

The following first aid workers shall be provided to the workplaces as follows: 

The number of first aiders is determined by the first aid risk assessment, as a minimum for offices 1 
first aider for every 50 workers and other workplaces 1 for every 25 workers.  First aiders hold 
nationally recognised statements of attainment issued by an RTO.  Refresher training must occur 
regularly. 

First aid kits 

First aid kit contents will be determined by using the first aid checklist.   

Portable first aid kits 

Portable first aid kits shall be provided to all mobile workers.  First aid kits must be accessible to all 
workers in all work places.  Kits in mobile workplaces such as vehicles are safely located, so as not to 
act as a projectile. A sticker is on the vehicle that either marks the location of the kit or explains where 
it is. 
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24 Injury Management and Rehabilitation 

24.1 Responsibilities 

Worker Obligations 

Statutory obligations: 

 Take reasonable care in the performance of work to prevent work related injuries or illness to 
themselves and others 

 Cooperate with Youth Express to enable injury management obligations imposed by legislation 

 Cooperate with reasonable workplace changes designed to assist the rehabilitation of fellow 
workers. 

Other obligations: 

 Seek medical attention 

 Notify the employer of a workplace injury as soon as possible after the injury happens 

 Record their name, date and cause of the injury in the employers Register of Injuries 

 Sign the WorkCover medical certificate where one is required 

 Participate and cooperate in the establishment of an injury management plan 

 Comply with their obligations under the injury management plan 

 Nominate a treating doctor who will agree to participate in the development of the injury 
management plan 

 Comply with requests made by the insurance company 

 Receive authorisation from the treating doctor to return-to-work with their pre-injury employer, as 
soon as possible having regard to the injury 

 Make all efforts to return the work as soon as possible. 

Employer Obligations 

 Ensure the health, safety and welfare at work of all workers 

 Provide the injured worker with: 

 First aid and transport to medical treatment if required 

 Details of the workers compensation insurance company 

 A workers compensation claim form when requested 

 Keep a register of injuries 

 Participate and cooperate in the establishment of an injury management plan for an injured 
worker and comply with the obligations imposed upon the employer in the injury management 
plan written by the insurer 

 Notify the insurer of the workplace injury within 48 hours where workers compensation is or may 
be payable 

 A serious incident involving a fatality or a serious injury or illness should be reported to 
WorkCover immediately 
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 For other incidents (non-serious) where workers compensation is or may be payable, Youth 
Express should notify the insurer within 48 hours. There is no need to notify WorkCover of non-
serious incidents as the insurer will notify WorkCover of these incidents 

 Forward to the insurer: 

 A WorkCover medical certificate, if provided by the injured worker, within seven days 

 On going medical certificates, receipts and accounts for medical or other treatment, 
within seven days. 

 Provide suitable employment for a worker who has been incapacitated for work and is able to 
return-to-work on a full-time or part-time basis. The Return-to-Work Coordinator is to develop a 
Return-to-Work Plan for the injured worker after discussions with the injured worker and treating 
doctor. The employer will implement and monitor the Return-to-Work Plan for the injured worker. 

Insurer Obligations 

 Ensure Youth Express are aware of their legislative obligations in relation to the insurer‟s injury 
management plan 

 Contact the injured worker and employer within three days, and consult with the treating doctor, 
to ensure that the injured worker receives the necessary assistance to recover and return to 
work 

 Commence provisional liability payments of weekly benefits and medical expenses within seven 
days, unless a reasonable excuse exists 

 Cooperate with its obligations under the injury management plan 

 Consult with the injured worker, employer and nominated treating doctor in the development of 
an injury management plan 

 Provide information to both the employer and injured worker with respect to the injury 
management plan. 

Nominated Treating Doctor Obligations 

 Complete WorkCover medical certificates 

 Arrange and monitor appropriate treatment 

 Provide specific work restriction. 

 Provide information to insurer and employer in relation to the injury management and Return-to-
Work plans. 

24.2 Return-to-Work Program 

A return-to-work program is: 

 An agreed system that an employer must have in place, in readiness for the management of 
workers who suffer a work related injury or illness. 

 An agreed system between employers and worker representatives that is developed before an 
injury or illness occurs. 

 A reflection of the business practices, culture and environment of the workplace. 

The return-to-work program consists of the formal policy and the procedures to help injured workers 
with their recovery and return to the workplace. 

The return-to-work program must not be inconsistent with the injury management program. 

Section 52 of the Workplace Injury Management and Workers Compensation Act 1998 states that: 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+86+1998+cd+0+N
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‘An employer must establish a Return-to-Work program with respect to policies and procedures for the 
rehabilitation (and, if necessary, vocational re-education) of any injured workers of the employer. An 
employer’s Return-to-Work program must not be inconsistent with the injury management program of 
the employer’s insurer and is of no effect to the extent of any such inconsistency.’ 

The return-to-work program covers the following areas: 

 Prevention of workplace injury/illness. 

 Development and implementation of the return-to-work program. 

 Consultation. 

 Injury management and return to work. 

 Provision of suitable duties. 

 Return-to-work not to disadvantage injured workers. 

 Resolution of disputes. 

Prevention of Workplace Injury/Illness 

Youth Express will comply with employer obligations under the Work Health and Safety Act to maintain 
a safe and healthy working environment. 

Youth Express has a systematic approach to the identification, assessment and control of hazards 
which may cause injury or illness (refer to Risk Management and Process Control of the Youth 
Express Workplace Health and Safety Management System). 

Development and Implementation of Return-to-work Program 

Youth Express has developed this return-to-work program to facilitate the return-to-work of injured 
workers. The return-to-work program outlines Youth Express‟ commitment to assist injured workers 
with accessing necessary treatment and rehabilitation, and outlines the steps to be taken to achieve a 
safe, timely and durable return to work. 

The return-to-work program is to be used in conjunction with the return-to-work plan. 

Consultation 

Youth Express is committed to consulting with workers and where applicable any union representing 
them to ensure that the return-to-work program and return-to-work plan operates efficiently. An 
Information Consent form should be signed by the injured worker to assist the consultation process 
between the parties concerned. 

Injury Management and Return to Work 

In order to succeed, injury management requires all parties to follow the procedures adopted. 

When an Injury Occurs 

It is the worker‟s responsibility to notify the employer of any injury as soon as possible (usually within 
24 hours of the injury). Youth Express‟ Incident Notification Report should be filled out and sent to the 
Manager. 

Once the injury is reported, Youth Express will ensure that the injured person receives appropriate first 
aid and/or medical treatment as soon as possible, and conduct an investigation to prevent recurrence. 

Youth Express will use the defined procedure for reporting and investigating injuries which includes 
notifying the insurer within 48 hours where workers compensation is or may be payable. 

The insurer is to contact the employer and worker within three days of notification for all workers with 
significant injuries, and to contact the treating doctor as well if appropriate and reasonably practical. 

Post Injury 
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The Return-to-work Coordinator will coordinate the process of workplace rehabilitation, i.e. returning 
the injured worker to suitable employment as soon as safely possible. 

Youth Express will participate and cooperate in the development of an injury management plan by the 
insurer for every worker with a significant injury (this should be completed no more than 20 working 
days after notification). 

Youth Express is required to select agreed accredited rehabilitation providers who can be called upon 
to assist with rehabilitation cases. A criterion for rehabilitation providers has been developed. 

Accredited rehabilitation providers will have access to the workplace to enable familiarity and assist 
with workplace assessments.  

Note: Injured workers will retain the right to nominate an accredited provider of their own choice; 
however, any proposed program must be approved by Youth Express. 

The injury management process will include the following: 

 Initial assessment. 

 Referral for functional assessment. 

 Referral to appropriate rehabilitation providers. 

 Expected progress with associated time frames. 

 Liaise with treating doctors. 

 Review dates and program modifications. 

 Phased return-to-work including graduated suitable duties. 

 Retraining needs, i.e. external involvement with the insurance company. 

 Job and equipment modifications required to accommodate the worker‟s temporary or 
permanent disability. 

 Final outcome e.g. return to normal duties, redeployment, retirement. 

Provision of Suitable Duties or Phased Return to Work 

Provision of all duties should be on the basis that the worker is given meaningful tasks. Rehabilitation 
should be viewed as part of the normal work scheme and return-to-work in a minimal period should 
become a normal practice and expectation. 

For the purpose of this policy the terms „suitable duties‟ and „phased/graduated return to work‟ include: 

 Temporary placement in an existing position. 

 Temporary placement in a job specifically created to fit a worker‟s current capabilities. 

 Temporarily reduced working hours. 

 Special transport arrangements. 

 Temporary modifications to existing task, equipment or environment. 

Identification and Notification of Suitable Duties 

Maintenance of a viable injury management plan is dependent on the active assistance and 
cooperation of all Managers  and commences with the compilation of a list of duties available within 
each area that could be utilised in a rehabilitation case plan. This data should be passed to the Return-
to-work Coordinator and followed up by regular notification of changes. A pool of alternative duties is 
thus available for the Return-to-work Coordinator to begin selection and liaison with the appropriate 
department. 
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If the worker has sustained a minor injury and is deemed fit for selective work, suitable alternative 
duties or phased return-to-work will be arranged by the Return-to-work Coordinator in conjunction with 
the rehabilitation provider if required. 

Where it is necessary to provide suitable duties, the Return-to-work Coordinator shall, if possible, 
provide suitable duties within the workers pre-injury classification. In determining suitable duties or 
alternate employment, it must be ensured that the worker will not suffer any recurrence or aggravation 
of the injury or illness. 

When the worker resumes on suitable duties or phased return to work, due consideration must be 
given to the provision of „reasonable accommodation‟. Reasonable accommodation is the adaptation 
of employment practices, special services and facilities to enable a person with a physical disability to 
do a job which he/she is qualified for and able to do safely and effectively. 

Where suitable duties or alternate employment are identified and agreed upon, the duties shall be 
specified in writing. 

Where a worker cannot return to their pre-injury position, Youth Express will assist the worker find 
alternate employment by: 

 Undertaking vocational skills assessment. 

 Providing some skills development training appropriate to the worker. 

 Trying to identify alternate positions within the organisation based on the workers transferable 
skills. 

 Placement of workers requiring permanent suitable employment will be coordinated by the 
Return-to-work Coordinator and key parties. 

When a worker returns to work on suitable duties with restrictions, the employer/Return-to-work 
Coordinator or rehabilitation provider must prepare a Return-to-work Plan. 

Injured Workers not to be Disadvantaged 

Youth Express will ensure that injured workers are not disadvantaged while participating in the process 
of return to work. 

Resolution of Disputes 

Every endeavour should be made to resolve any dispute by discussions among the rehabilitation team, 
Managers, the worker, and if necessary, any union representing that worker. The rehabilitation team 
comprises of: 

 The treating doctor. 

 Return-to-work Coordinator 

 External providers (where applicable) 
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25 WHS Management System Measurement and Evaluation 

25.1 Responsibilities 

Programme Manager 

 Reviewing the final report and completing the report 

 On forwarding the WHS report to executive worker for discussion at the board of management 
meetings upon request 

 Completing the WHS report and collating data onto the board report 

 Completes Youth Express scoreboard upon request. 

25.2 Procedure 

All Incident Notification Reports and related reports (for example Incident Investigation Report, Incident 
Witness Report) will be collected centrally by the Programme Manager. These reports will be tabled 
and reviewed at the Board of Management meeting upon request or if an incident has occurred. 

Following a review of all incidents and relevant actions being endorsed, a safety report will be 
submitted to the Board of Board Members. This report will summarise: 

 Total incidents including injuries. 

 Workers compensation claims 

 Audits and inspections 

 Lost time injury frequency rate (LTIFR). 

25.3 Incident Statistics 

The following summary is an example of incident statistics that can be collated and presented to the 
Board Meeting for discussion. 

 

Statistics Current 

Year 

1 Year 

Prior 

2 Years 

Prior 

Number of workers    

Lost Time Incidents (LTI)    

Exposure Hours (hours worked)    

Number of Lost Workdays    

Lost Time Injury Frequency Rate    

 
Note that this table is a guide only and can be adjusted to suit the needs of management in what 
they would like to measure. Due to the small number of workers, management may decide only to 
report injury numbers, types of injuries and any workers compensation information. 

25.4 Definitions 

LTI - Any injury that results in at least one full shift being lost at some time (not necessarily 

immediately) after the shift during which the injury occurred. 

Lost Time Injury Frequency Rate – The number of lost time injuries divided by the number of 
working days lost per 1,000,000 hours worked. (Note frequency rates can also be calculated for 
medical treatments, first aid treatments and incidents if desired). 

Exposure Hours - Number of hours worked by workers during the year. 
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Number of Lost Workdays - Number of days injured or ill workers were scheduled to work but 
could not due to a Lost Time Injury. Note: AS 1885 specifies that 220 lost working days must be 
allocated to a fatality. 

25.5 Audits 

Workplace Health and Safety Audits evaluate the implementation and effectiveness of the business‟ 
Work health and safety Management System. It can be equated to having a regular check-up. 
External consultant auditors or health and safety professionals within a business may conduct the 
audit. Audits may also assist in the identification of hazards in the workplace. 

It is good practice to have periodic audits. The Board of Directors and the Programme Manager will 
decide if and when they require audits of the whole or specific elements of the WHS Management 
System. A decision also needs to be made about how often any auditing will be undertaken. 

Management will also decide if audits are to be performed to any recognised standard e.g. to achieve 
WHS accreditation to a particular standard e.g. to AS 4801 or SafetyMap. It is not necessary to have 
to achieve accreditation; the most important thing is that the WHS Management System does have a 
check-up on a regular basis. 
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26 WHS Management System Review 

26.1 Responsibilities 

Senior Management 

 Reviewing the Board report with the Senior Management 

 Approving any changes made to the WHS Policy 

Auditor  

 Conducting a review of the system in consultation with the Programme Manager, consultative 
meetings and WHS representatives 

 Preparing a report for review 

 Discussing the findings and recommendations of the review with the CEO. 

Programme Manager 

 Actively participating in the review of the WHS management system 

 Providing feedback to the executive team regarding the findings and recommendations. 

26.2 Procedure 

The Programme Manager the Manager shall diarise and program the review date as every two years. 
The Programme Manager and the Manager shall review the WHS management system for 
effectiveness, implementation level and continued suitability to the organisation taking into 
consideration other parties review recommendations. This includes: 

 Policies 

 Procedures 

 Forms and checklists 

 Objectives, targets and KPIs 

 WHS plans 

The Programme Manager and the Manager conducts a review of the WHS Management System 
against the following (note, the following only applies if the audit is not an AS4801 audit): 

 Legislative requirements; 

 The expectations and requirements of interested parties (i.e. Contractors, authorities, etc.); 

 Changes in products and or activities of each department; 

 WHS incidents of the last three (3) years; 

 Market preferences; 

 WHS audits and inspection reports; 

 Feedback and communication received over the past three (3) years about the system; and 

 The proposed future direction of the WHS Management Program within Youth Express  

The Programme Manager and the manager notes all the items reviewed and any findings of the 
review, including recommendations for alteration and reviews them in consultative meetings. 
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Upon completion of the review the Review Team meets with the Executives and other key worker to 
discuss key findings and recommendations and obtain approval to proceed with recommendations. 

Upon approval of the recommendations corrective action is tabled into the WHS Action Plans for 
implementation. 

Where modifications to the system are required the Programme Manager makes these modifications in 
accordance with WHS Document Control Procedure 
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27 Applicable Documents and Forms 
Refer to the Document Register for a list of relevant documents relating to this system. 
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28 Document History 
 

 

The following table shows revisions to the manual and reasons why the revision has been 
undertaken. 

 
Rev 

. 
No. 

Date Claus 
e No. 

Change Reason for Change Reviewer 

1.0 April 07 N/A N/A Initial release of manual - 

2.0 Oct 12 All Reviewed and 
updated all of system 

Legislative changes and 
due for review 

Riskology 
S.O‟Brien 

3 Oct 14 All Reviewed and 
updated system 

Legislative changes and 
due for review 

Riskology 
S.Dunford (OB) 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 


