Hazards Policy

TAccessiu.

Purpose and Scope

Access4u is committed to providing a safe and healthy environment for staff, volunteers, visitors, and
clients. It will provide a workplace which is safe for all and will comply with all Work Health & Safety
legislation and regulations. As part of this, the organisation will actively manage hazards in the

workplace.

Responsibilities and delegations

This policy applies to

Governing body/staff/volunteers

Specific responsibilities

The Board has responsibility and accountability to ensure hazard
are effectively identified, investigated and where possible eliminated.
The Board receives information at its monthly board meeting on the
incident risk register and hazard register and need to satisfy
themselves that the hazard policy and procedure has been followed
and that necessary steps have been taken to identify, manage,
report and resolve any hazard.

The CEO has accountability to the Board for ensuring Access4u has
effective systems for identifying and managing hazards, reviewing
data on hazards in order to inform improvement activities. To ensure
the hazard management system is reviewed and improved and that
staff have assured the hazard has been eliminated, controlled or
mitigated.

The Staff have responsibility to understand the system of reporting
and report all hazards on the incident report form.

Comply with all Access4u policies, procedures, regulations and
instructions to protect the health and safety of anyone affected by
Access4u’s business.

Policy approval

CEO

Policy context — this policy relates to:

Standards NDIS Quality and Safeguarding Framework
National Standards for Disability Services
Legislation ¢ National Disability Insurance Scheme Act 2013

e National Disability Insurance Scheme (Incident Management
and Reportable Incidents) Rules 2018

o Work Health & Safety Act 2012 (SA)

o Work Health & Safety Regulations 2012 (SA)

Contractual obligations

Organisation policies

Incident Management Policy
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Forms, record keeping, other Incident Register
documents Incident / Hazard Forms
Definitions

A hazard is anything that may cause, contribute to or exacerbate disease or injury either on its own or in
combination with other work or non-work risk factors (Safe Work Australia). This includes a variety of
substances, physical agents or working conditions.

The four main categories for potential hazards are:

e Physical hazards that can cause injury. Examples include: Poor lighting or ventilation, excessive
noise, room temperatures, slippery surfaces, lack of clearly marked fire exits, unsafe building
(structurally or hazardous building materials), inappropriate or poorly maintained equipment and
the requirement to lift heavy objects or manually assist people.

e Chemical hazards that can cause injury, illness or disease. Examples include: Exposure to
substances that are flammable, explosive, chemically reactive, poisonous or carcinogenic

e Biological hazards that can cause and aggravate illness. Examples include: bacteria (e.g.
legionella) viruses, insect bites and fungus (e.g. mould).

e Ergonomic/space hazards that can cause physical or mental stress. Examples include: Poor
staff amenities (toilets, washrooms, and kitchen areas), poorly designed office space/
ergonomically unsound computer work spaces.

Workers include staff, contractors and volunteers employed or engaged by Access4u.

Procedures

The CEO and Manager Disability Services will be responsible for the identification and reporting of
hazards or potential hazards in the Access4uworkplaces and for ensuring they are addressed promptly.

The Manager will encourage workers to assist by identifying known hazards, providing input into
checklists and by being personally involved in regular inspections.

The CEO will be responsible for ensuring that:

1. Workers receive training on hazard identification and reporting

e All new workers will receive training on hazard identification and reporting as part of their
orientation

e Hazard identification, reporting and health and safety will be a regular part of team meetings and
worker development

e Workers understand that hazards may lead to incidents that are:

o severe but occur rarely; or
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o minor and occur frequently.

Workers who are not appropriately trained to handle certain situations understand that they must
inform a senior worker before attempting the task/s.

2. Hazards are identified, reported and recorded

Staff will provide relevant hazard checklists to CEO to enable them to monitor and report any
hazards. As part of everyday duties workers are encouraged to note and report any hazards to
CEO / Manager.

CEO/ Manager will:

- nominate qualified workers to undertake regular safety inspections using the home visit
risk assessment checklists and authorise them to submit identified hazards for urgent
attention. These safety checks must be conducted at least every 6 months and more
frequently for high-risk work areas or when onboarding a customer for the first time

- maintain records of hazard assessments in the incident / hazard register.

- ensure that all equipment is regularly checked in line with manufacturers specification.
If workers are working offsite (including working from home or in client homes) hazard
identification and risk assessments will be conducted wherever practicable. It is the
responsibility of the Manager to ensure these assessments are conducted prior to workers
commencing work at the site.

In the case of a severe incident the CEO will report the incident to the relevant external body
within the expected timeframe of the external body.

3. Risks are assessed and controlled

Once a hazard is identified in the workplace, immediate action will be taken by CEO / Manager.
They will be responsible for conducting an evaluation of the risks and ensuring that any hazard is
addressed and controlled in a timely manner.

4. Risks continue to be monitored

Once a hazard has been identified, assessed, controlled and appropriate steps taken, the
identified hazard, evaluation and response will be documented in Incident / Hazard register.

A report will be submitted by CEO to the Board as part of a review of the risk management plan
on an annual basis.
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