Occupational Health, Safety and Welfare Policy and Procedure

Rationale:

Disability Advocacy and Complaints Service is committed to ensure, so far as is reasonably practicable, that all employees are safe from injury and risk to their health whilst at work.

The primary focus of all activities within the organisation will be the delivery of disability advocacy assistance, whilst equally maintaining a position of excellence, beyond legislative requirements, in the management of occupational health safety and welfare for all staff.  

The goal for management in Occupational Health, Safety and Welfare is the pro-active prevention of work-related injuries/illness and the promotion of safe work practices, procedures, and a healthy work-life balance.

1. Policy

The organisation acknowledges that active co-operation of all employees is required in ensuring a safe and healthy working environment. Consequently, the management is committed to a consultative approach in Occupational Health, Safety and Welfare where all people within the group have responsibility for their own and other employee's health and safety at the work place.

2. Overview

The first part of the policy outlines specific roles and responsibilities assigned to:

· Occupational Health, Safety and Welfare Officer

· Occupational Health, Safety and Welfare Representative

· Employees and Volunteers.

The second part of the policy includes specific Occupational Health, Safety and Welfare issues, such as disclosure of health issues, pregnancy, or impairments, noise reduction, manual handling, exposure to chemicals, alcohol and drug use, and stress management. 

3.  Roles and Responsibilities

The planning and management of Occupational Health, Safety and Welfare procedures and practices require clear lines of communication, specific roles with assigned responsibilities and cooperation between all involved.

Specific Roles and Responsibilities are assigned to:

· the Occupational Health, Safety and Welfare Officer,

· the Occupational Health, Safety and Welfare Representative,

· Employees and volunteers.

These responsibilities will constitute part of their position performance appraisal.

3.1  The Occupational Health, Safety and Welfare Officer

The key requirement in achieving excellence in Occupational Heath, Safety and Welfare for the organisation is the commitment and involvement of management.  To reflect this commitment the senior employee of Disability Advocacy and Complaints Service of South Australia is usually assigned the role as ‘Occupational Health, Safety and Welfare Officer, as defined by the Occupational Health, Safety and Welfare Act, 1986.  

The Occupational Health, Safety and Welfare Officer has an active role in the planning, development, and implementation of health and safety policies and programs.  Additionally, the Occupational Health, Safety and Welfare Officer will consult with any safety consultant appointed, any Occupational Health, Safety and Welfare staff representative elected by the staff, and any employee or volunteer who has Occupational Health, Safety and Welfare concerns.

Responsibilities of the Occupational Health, Safety and Welfare Officer:

The Occupational Health, Safety and Welfare Officer is responsible to:

· Ensure, so far as reasonably practicable, a safe and healthy workplace.

· Plan, develop and implement a program for proactive Occupational Health, Safety and Welfare within the organisation utilising the established consultative systems.

· Ensure that the organisation complies with the legislative requirements of the Occupational Health, Safety and Welfare Act 1986, Regulations, Approved Codes of Practice, and applicable Australian Standards.

· Ensure that adequate resources (time, money and personnel) are provided to effectively manage health and safety in the work place.

· Plan and prepare the Occupational Health, Safety and Welfare Budget and monitor its application.

· Ensure that accurate Occupational Heath, Safety and Welfare information and statistics are maintained in accordance with Australian Standard AS 1885.1(1990) or its equivalent.

· Undertake a full review of the Occupational Health, Safety and Welfare systems operating within the organisation in conjunction with the appropriate consultative group every twelve months.

· Ensure that responsibility is assigned to the relevant groups of employees and that accountability for their performance in Occupational Heath, Safety and Welfare is monitored during performance appraisals.

· Document and investigate any accident, injury and 'near miss' incident within their area.

· Regularly inspect the workplace, monitoring safe work conditions and taking appropriate action where necessary.

· Ensure that purchase orders contain specifications with regard to health and safety considerations.

· Maintain a current copy of material Data Safety Sheets for all hazardous substances in their area.

· Determine priorities for action in consultation with Management Committee.

· Assess hazards by using information contained in organisational policies, procedures and that supplied through consultative systems.

· Ensure through the provision of instruction, ongoing training and supervision, that all employees under their direct control, work in a safe manner by following such instructions, procedures and practices as have been established by the organisation.

· Ensure that all new employees are instructed/trained in their duties during their orientation.

· Ensure the provision, maintenance of and proper use of approved mechanical equipment and personal protective equipment.

· Ensure they are not, by the consumption of alcohol or a drug, in such a state as to endanger their own safety at work or the safety of employees under their control.

The Occupational Health, Safety and Welfare Officer is reminded that penalties exist under the Occupational Health, Safety and Welfare Act for breaches of their responsibilities.

3.2  Occupational Health, Safety and Welfare Representative

From time to time staff members and volunteers may decide that they want to elect an Occupational Health, Safety and Welfare representative from amongst them.  

The Occupational Health, Safety and Welfare representative has the task to discuss issues raised by staff, either address these issues, if they are easy to address, or to inform the Chief Executive Officer about Occupational Health, Safety and Welfare issues staff and volunteers are concerned about.

If the Chief Executive Officer, in his/her role as Occupational Health, Safety and Welfare Officer, is unwilling to address the issues, the Occupational Health, Safety and Welfare representative has the right to raise the issues directly with the Board of Management.

Staff members and volunteers can elect an Occupational Health, Safety and Welfare representative at any of their meetings, and in absence of the Chief Executive Officer.

3.3  Employee and Volunteer Occupational Health, Safety and Welfare Responsibilities

Employees and volunteers have an important role to play in helping the organisation to achieve its desired excellence in health, safety and welfare.

In their own interests, and as a legal obligation, all employees and volunteers therefore have a responsibility to ensure that nothing is done to make health and safety provisions less effective. 

In particular they are responsible to:

· Protect their health and safety at work.

· Ensure that they do not endanger any other person’s health, safety and wellbeing through any act or omission at work.

· Report accidents, injuries and 'near misses' incidents to their supervisors as soon as possible after the event.

· Ensure that correct use is made of all equipment provided for health and safety purposes.

· Obey all instructions, such as policies and procedures issued to protect their own personal health and safety, and the health and safety of others.

· Report or make such recommendations to their supervisors as they deem necessary to avoid eliminate or minimise any hazards of which they are aware regarding working conditions or methods.

· Ensure that they are not, by the consumption of alcohol or a drug, in such a state as to endanger their own safety at work or the safety of any other person at work.

· Keep their work area tidy.

Employees are reminded that penalties exist under the Occupational Health, Safety and Welfare Act for breaches of their responsibilities.

3.4  Contractors, Subcontractors, Clients and the Public

Contractors, subcontractors, clients and members of the public shall:

· Take reasonable care of the health and safety of themselves and of others who may be affected by their acts or omissions.  They shall not recklessly or intentionally interfere with or misuse anything provided in the interests of health and safety.  A failure to comply with legal requirements, specific instructions related to health and safety, or to comply with the organisation's health, safety and welfare policies and procedures will result in immediate removal from the premises, and such other actions as may be appropriate.

· Use supplied equipment (wherever required) and utilise it in the correct manner; maintain their work places in a well kept and orderly condition; report immediately any unsafe conditions or equipment to the responsible officer (or to persons delegated by them), any injury sustained as soon as the injury becomes apparent; ensure that they are not by the consumption of alcohol or a drug, in such a state as to endanger their own safety at work or the safety of any other person at work.

The organisation will ensure that each Contractor or Subcontractor is informed of the organisation's Occupational Health, Safety and Welfare policy and that they have to comply with Disability Advocacy and Complaints Service of South Australia’s Occupational Health, Safety and Welfare policy.  Any breach of the policy will be sufficient for the contract to seize. 

3.5  Management Committee

The specific functions of the Management Committee are to 

1.  Assist the Association in planning integrated, occupational health, safety, and welfare programs by:

· Setting goals and specific objectives to be achieved within defined time frames

· Budget considerations

· Implementing Occupational Heath, Safety and Welfare developments and improving the safety record

· Defining priorities

· Ongoingly monitoring progress towards the achievement of set goals.

2.  Assist in the resolution of Occupational Heath, Safety and Welfare issues in the workplace.

3.  Assist in the formulation, review and circulation to employees of Occupational Heath, Safety and Welfare, policies, practices and procedures that are to be followed in the workplace.

4.  Review developments in the field of Occupational Heath, Safety and Welfare and rehabilitation.

4. Specific Occupational Health, Safety and Welfare Issues

The second part of the policy includes specific Occupational Health, Safety and Welfare issues, such as 

· the disclosure of health issues, pregnancy, or impairments, 

· noise reduction, 

· manual handling, 

· exposure to chemicals, 

· alcohol and drug use, 

· use of medication at work, 

· stress management.

4.1  Disclosure of Health Issues, Pregnancy, and Impairments

Every employee and volunteer has the right to be accommodated in case of recovery from injury, illness, pregnancy and/or impairment.

It is the responsibility of the employee or volunteer to notify the Chief Executive Officer about their circumstances as soon as practicable.

On receipt of notification the Chief Executive Officer shall discuss ongoing employment with the employee concerned.

At this time the Chief Executive Officer shall request that the employee sign a medical clearance document in case of pregnancy or recovery from illness.

The senior employee will write to the medical practitioner notifying him/her of the components of the employee’s Job Description and any manual handling involved in their role.  This will include, in case of pregnancy, maximum weight and frequency of lifting. In other cases it will include any kind of situation arising in the employees or volunteers work which may be of relevance to the health issues and/or impairment (only if needed) disclosed. 

The employee will be seen by the senior employee monthly to ascertain if they are experiencing any difficulties with their performance while they are recovering or during pregnancy.

If the employee reports any difficulties, alternative employment for the same hours at the same rate of pay shall be negotiated with the Chief Executive Officer and where possible, provided.

In case of pregnancy, maternity leave for permanent full or part time employees, who have worked in this capacity for one year, shall be granted in accordance with the award.  The Chief Executive Officer will liaise with the employee before return to work after maternity leave, to ensure an appropriate work program is implemented.

In case of recovery from illness, injury, or if the employee/volunteer experiences ongoing difficulties as a result of an impairment, should Disability Advocacy and Complaints Service of South Australia’s approaches to address the barriers be unsuccessful, appropriate consultations with experts in recovery processes will be supported as long as no additional costs arise for Disability Advocacy and Complaints Service of South Australia Inc. 

4.2  Manual Handling Policy

Disability Advocacy and Complaints Service of South Australia is fully committed to ensuring the safety and health of its employees and volunteers and will maintain policies and procedures which, when followed, minimise the risk of its employees of injury through manual handling practices.

Manual Handling means any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing.

Principles:

Disability Advocacy and Complaints Service of South Australia is committed to assess and control risks, by consultation with the employees and volunteers.

The work environment, as far as is reasonably practicable, is to be designed consistent with safe manual handling activities.

The organisation seeks the co-operation of their employees and volunteers in the identification of manual handling risk factors.

Employees and volunteers are responsible for maintaining their physical health and fitness to further reduce the risk of injury.

Disability Advocacy and Complaints Service of South Australia has prepared a policy on Manual Handling in accordance with the Regulations and Code of Practice as specified under the Occupational Health Safety and Welfare Act 1986.

Weights and Forces of Manual Handling Loads

Weight is not used to prescribe absolute limits for manual handling. The Code of Practice Regulations provide a general guide to weights which is recommended that adults should not handle unaided.  The following is an extract from the regulations:

1.  
The weight of any load, which is manually handled, shall be considered in relation to other key risk factors including, in particular:

a)
frequency and duration;

b)
position of load relative to the body;

c)
distance moved; and

d)
characteristics of the load.

2.  
Where heavier objects are handled, more care is needed in the assessment of risk and in the application of appropriate control measures.

3. 
For lifting, lowering or carrying loads:

a) in seated work, it is advisable not to lift loads in excess of 4.5 kg;

b) some evidence shows that the risk of back injury increases significantly with objects above the range of 16 - 20 kg, therefore, from the standing position, it is advisable to keep the load below or within this range.

c) as weight increases from 16 kg up to 55 kg, the percentage of healthy adults who can safely lift, lower, or carry the weight decreases. Therefore, more care is required for weights above 16 kg and up to 55 kg in the assessment process. Mechanical assistance and/or team lifting arrangements should be provided to reduce the risk of injury associated with these heavier weights; and

d) generally, no person should be required to lift, lower or carry loads above 55 kg, unless mechanical assistance or team lifting arrangements are provided to lower the risk of injury.

Please note: 

It is Disability Advocacy and Complaints Service of South Australia’s policy that no person manually handle weights in excess of 20 kg by themselves. Weights greater than this will be dispersed by means of a team lift.
Lifting which is performed frequently or for prolonged periods of time rapidly diminishes the acceptable weight limit of the load.

4.3  Noise Policy
The aim of the policy on noise is to control the noise at its source, and to maintain employee/volunteer noise exposure at the lowest possible level over an eight-hour day on the A weighted scale.

Disability Advocacy and Complaints Service of South Australia will ensure that the noise level exposure readings will not exceed an eight-hour level of 80 decibels (LA equ 8 h of 80 dB (A)).

Where the risk assessment for the work practice or procedure indicates there is a hazard from noise, a full assessment of the hazard will be undertaken and suitable controls adopted. 

Where noise control measures are implemented, all employees and volunteers will comply with the safety requirements. Failure to do so will be seen as a failure to perform the duties of their positions adequately.

4.4  Chemical Exposure Policy

Disability Advocacy and Complaints Service of South Australia commits itself to keep its workplace as free of chemicals as possible.  

This policy does not only serve as protection to employees or volunteers, who suffer as a result of exposure to chemicals of all kinds, it is also aimed at maintaining accessibility to our service for those suffering from the exposure to environmental pollutants and chemical substances.  These chemicals include gases, fumes, cleaners, photocopier exhausts, and many other forms of chemicals we are used to in our daily life.

Employees and volunteers will avoid the use of perfumes, shaving lotions, shampoos and other personal hygiene items, which through their smell affect people with chemical sensitivities.  Disability Advocacy and Complaints Service of South Australia will use wherever possible organic cleaning agents such as Bicarbonate Soda and vinegar to clean the premises and office equipment, and ensure that exposure to exhaust fumes from cars and office equipment is avoided wherever possible.   

4.5  Drug and Alcohol Policy
No employee or volunteer of Disability Advocacy and Complaints Service of South Australia Inc. will consume, or be under the influence of, alcohol or non-prescribed drugs whilst engaged in Disability Advocacy and Complaints Service of South Australia’s business.  

No employee or volunteer of Disability Advocacy and Complaints Service of South Australia will consume alcohol or drugs whilst driving the Disability Advocacy and Complaints Service of South Australia vehicle.

No employee or volunteer of Disability Advocacy and Complaints Service of South Australia will undertake complaints work or other Disability Advocacy and Complaints Service of South Australia business, whilst affected by the consumption of alcohol or drugs.

Where a reasonable suspicion exists that an employee or volunteer is under the influence of either drugs or alcohol, whilst at work, the organisation has the right to request testing to ascertain the nature and extent of such intoxication.

The Chief Executive Officer will make an appointment to discuss the issue with the employee or volunteer concerned the following day prior to requesting the employee or volunteer to go home, if the employee or volunteer appears to be intoxicated. 

Should the issue relate to the Chief Executive Officer, the matter shall be referred immediately to the Chairperson of the Management Committee.
State of inebriation would be ascertained in accordance with road safety regulations of a reading which does not exceed .05. The Chief Executive Officer will make arrangements for a taxi to return the employee to their home, at employee cost.

An employee who has been identified as a potential drug or alcohol dependant with poor work performance should be offered professional and confidential counselling. Initial counselling and assessment should be financially supported by the organisation through the Employee Assistance Program.

An employee has a responsibility to perform adequately on the job. If the employee fails to accept appropriate support counselling and poor work performance continues, work related counselling will be provided.

Employees who have self identified a drug or alcohol dependency, will be provided with information and assistance to obtain confidential counselling to assist in overcoming the dependency.

Alcohol will only be permitted in any Disability Advocacy and Complaints Service of South Australia premises or any venue hired by Disability Advocacy and Complaints Service of South Australia with the express approval of a quorate meeting of the Executive Committee.  Such approval might be given for a special occasion where it is deemed an appropriate part of celebrations.  The type and quantities of alcohol should also be approved at such a meeting.

Any employee who breaches these guidelines shall be instantly dismissal.

4.6  Stress Avoidance and Stress Management Policy

The aim this policy is it to ensure that measures are taken to avoid stress and to manage stress at the work place, if it is occurs.

Disability Advocacy and Complaints Service of South Australia will always carry a workload, which is too high to manage.  The demand for advocacy services is huge, and there will rarely be enough funding to employ enough staff to meet the needs of all people with disabilities in this State.

Therefore staff and volunteers at Disability Advocacy and Complaints Service of South Australia must take on responsibility to manage their work load as stress free as possible.  The Chief Executive Officer is responsible to observe staff members and volunteers’ stress levels and must ensure that no one is taking on too much.

There will be times when, despite the avoidance of stress, staff or volunteers may become anxious, question their ability, feel insecure, burned out, when everything becomes too much.  This is the time to approach the Chief Executive Officer, or a colleague, and discuss those feelings.

All staff and volunteers at Disability Advocacy and Complaints Service of South Australia are committed to assist each other, without prejudice and by listening and responding non-judgemental.  It is important that staff and volunteers have the opportunity to express feelings and talk to someone about them. 

If staff or volunteers are concerned about their work load they must approach the Chief Executive Officer.  The Chief Executive Officer will discuss the issues and address them in consultation with the employee or volunteer.  If necessary, the Chief Executive Officer will notify the Board of Management and discuss the suggested changes.

4.7  Policy on Home Visits and Meetings out of the Office

Rationale:  

Employees and volunteers are potentially at risk whilst visiting clients outside the office. The Chief Executive Officer has a legal responsibility under Occupational Health, Safety and Welfare and Public Liability legislation to ensure the safety of all employees and members of the organisation, while they are acting on behalf of the organisation.

Policy

When employees, volunteers, Management Committee Members or the Chief Executive Officer are required to see clients outside the office they must:

Write the complaint number in the appointment book on the Administration Officers desk, or if they are seeing a person without an open file, the name and address of the person they are seeing, where the meeting takes place and indicate the estimated time of completion.

Return to the office at the completion of the meeting, or if this is not practical, ring the office to inform the Chief Executive Officer or Administration Officer that the meeting has finished. The Chief Executive Officer must also inform someone at the office that his meeting has finished.

If the meeting appears likely to run significantly overtime, contact the office and notify them when it is likely to finish.

If no contact is made within one hour of the estimated finishing time, the Chief Executive Officer (or the Administration Officer or a Senior Advocate in the Chief Executive Officer’s absence) will attempt to contact the person on a home visit. 

If contact cannot be made the police will be contacted.

 All other absences of employees, volunteers acting as advocates and students on work placements, from the office during work hours must also be entered in the calendar.  

For meetings the organisation, or location where the meeting is to take place, and the purpose of the meeting must be written in the appointments book.  

All employees and volunteers must contact the office if they cannot return to the office at the in the appointment book indicated time. 
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