
OCCUPATIONAL HEALTH AND SAFETY POLICY  
Mandatory – Quality Area 3 

PURPOSE 
This policy will provide guidelines and procedures to ensure that: 
● all people who attend the premises of Cara Armstrong Kindergarten, including employees, children, 

parents/guardians, students, volunteers, contractors and visitors, are provided with a safe and 
healthy environment 

● all reasonable steps are taken by the Approved Provider, as the employer of staff, to ensure the 
health, safety and wellbeing of employees at the service. 

POLICY STATEMENT 

1. VALUES 
Cara Armstrong Kindergarten has a moral and legal responsibility to provide a safe and healthy 
environment for employees, children, parents/guardians, students, volunteers, contractors and visitors. 
This policy reflects the importance Cara Armstrong Kindergarten places on the wellbeing of 
employees, children, parents/guardians, students, volunteers, contractors and visitors, by 
endeavouring to protect their health, safety and welfare, and integrating this commitment into all of its 
activities. 

Cara Armstrong Kindergarten is committed to ensuring that: 
● the management group, staff and volunteers are aware of their health and safety responsibilities as 

employers, employees and volunteers 
● systematic identification, assessment and control of hazards is undertaken at the service 
● effective communication and consultation form a fundamental part of the management process to 

encourage innovative ways of reducing risk in the service environment 
● training is provided to assist staff to identify health and safety hazards which, when addressed, will 

lead to safer work practices at the service 
● it fulfils its obligations under current and future laws (in particular, the Occupational Health and 

Safety Act 2004), and that all relevant codes of practice are adopted and accepted as a minimum 
standard. 

2. SCOPE 
This policy applies to the Approved Provider, Nominated Supervisor, Certified Supervisor, educators, 
staff, children, parents/guardians, students on placement, volunteers, contractors and visitors 
attending the programs and activities of Cara Armstrong Kindergarten. 

3. BACKGROUND AND LEGISLATION 
Background 
Everyone involved in an early childhood education and care service has a role to play in ensuring the 
service’s operations are safe and without risk to the health and safety of all parties. In Victoria, health 
and safety in the workplace is governed by a system of laws, regulations and compliance codes that 
set out the responsibilities of employers and employees to ensure safety is maintained at work. 

The Occupational Health and Safety Act 2004 (OHS Act) sets out the key principles, duties and rights 
in relation to workplace health and safety. The Occupational Health and Safety Regulations 2007 
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specifies the ways duties imposed by the OHS Act must be undertaken and prescribes 
procedural/administrative matters to support the OHS Act, such as requiring licenses for specific 
activities, or the need to keep records or notify authorities on certain matters. 

 
 
The legal duties of an employer under the OHS Act are: 
● to provide and maintain a workplace that is safe and without risk to the health of employees. This 

responsibility extends to contractors for routine tasks over which the employer has management. 
For contractors completing non-routine tasks, the employer must ensure that the service’s daily 
operations and layout do not pose unreasonable risks 

● to ensure other individuals, such as families and visitors, are not exposed to health and safety risks 
arising from the organisation’s activities 

● to consult with employees about OHS matters that will, or will likely, affect employees directly, 
including identifying hazards and assessing risks, and making decisions about risk control 
measures. 

The OHS Act places the responsibility on employees for: 
● taking care of their own safety and the safety of others who may be affected by their actions 
● co-operating with reasonable OHS actions taken by the employer, including following guidelines, 

attending OHS-related training, reporting incidents, co-operating with OHS investigations, 
encouraging good OHS practice with fellow employees and others at the service, and assisting the 
employer with conducting OHS inspections during operating hours 

● not interfering with safety equipment provided at the service, such as fire extinguishers. 

Legislation and standards 
Relevant legislation and standards include but are not limited to: 
● Accident Compensation Act 1985 (Vic) 
● AS/NZS 4804:2001 and 4801:2001 Occupational health and safety systems 
● Education and Care Services National Law Act 2010 
● Education and Care Services National Regulations 2011 
● National Quality Standard, Quality Area 2: Children’s Health and Safety 

− Standard 2.3: Each child is protected 
− Element 2.3.1: Children are adequately supervised at all times 
− Element 2.3.2: Every reasonable precaution is taken to protect children from harm and any 

hazard likely to cause injury 
● National Quality Standard, Quality Area 3: Physical Environment 

− Standard 3.1: The design and location of the premises is appropriate for the operation of a 
service 
− Element 3.1.1: Outdoor and indoor spaces, buildings, furniture, equipment, facilities and 

resources are suitable for their purpose 
− Element 3.1.2: Premises, furniture and equipment are safe, clean and well maintained 

● National Quality Standard, Quality Area 7: Leadership and Service Management 
− Standard 7.1: Effective leadership promotes a positive organisational culture and builds a 

professional learning community 
● Occupational Health and Safety Act 2004 
● Occupational Health and Safety Regulations 2007 
 
 

 
 

4. DEFINITIONS 
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The terms defined in this section relate specifically to this policy. For commonly used terms e.g. 
Approved Provider, Nominated Supervisor, Regulatory Authority etc. refer to the General Definitions 
section of this manual. 

Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable foreseeable risk of injury. 
In the context of this policy, duty of care refers to the responsibility of education and care services to 
provide children, staff, students, volunteers, contractors and anyone visiting the service with an 
adequate level of care and protection against reasonable foreseeable harm and injury. 

Hazard: An element with the potential to cause death, injury, illness or disease. 

Hazard identification: A process that involves identifying all foreseeable hazards in the workplace 
and understanding the possible harm that each hazard may cause. 

Hazard management: A structured process of hazard identification, risk assessment and control, 
aimed at providing safe and healthy conditions for employees, contractors and visitors while on the 
premises of Cara Armstrong Kindergarten or while engaged in activities endorsed by Cara Armstrong 
Kindergarten. 

Harm: Includes death, or injury, illness (physical or psychological) or disease that may be suffered by 
a person as a consequence of exposure to a hazard. 

Material safety data sheet: Provides employees and emergency personnel with safety procedures for 
working with toxic or dangerous materials. The data sheet includes all relevant information about the 
material such as physical properties (e.g. melting/boiling point, toxicity and reactivity), health effects, 
first aid requirements and safe handling procedures (e.g. personal protective equipment, safe 
storage/disposal and management of spills). 

OHS committee: A committee that facilitates co-operation between an employer and employees in 
instigating, developing and carrying out measures designed to ensure the health and safety of 
employees in the workplace. 

Risk: The chance (likelihood) that a hazard will cause harm to individuals. 

Risk assessment: A process for developing knowledge/understanding about hazards and risks so 
that sound decisions can be made about the control of hazards. Risk assessments assist in 
determining: 
● what levels of harm can occur 
● how harm can occur 
● the likelihood that harm will occur. 

Risk control: A measure, work process or system that eliminates an OHS hazard or risk, or if this is 
not possible, reduces the risk so far as is reasonably practicable. 

5. SOURCES AND RELATED POLICIES 
Sources 
● Early Childhood Management Manual, ELAA 
● Getting into the Act, WorkSafe Victoria 
● Getting help to improve health and safety, WorkSafe Victoria 
● Guide to the OHS Act 2004, WorkSafe Victoria 
● Managing safety in your workplace, WorkSafe Victoria 
● OHS in Early Childhood Services (ELAA): www.ohsinecservices.org.au  
● WorkSafe Victoria: www.worksafe.vic.gov.au  

Service policies 
● Child Safe Environment Policy 
● Code of Conduct Policy  
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● Emergency and Evacuation Policy 
● Incident, Injury, Trauma and Illness Policy 
 
● Participation of Volunteers and Students Policy 
● Privacy and Confidentiality Policy 
● Road Safety and Safe Transport Policy 
● Staffing Policy 

PROCEDURES 
The Approved Provider is responsible for: 
● providing and maintaining a work environment that is safe and without risks to health (OHS Act: 

Section 21). This includes ensuring that: 
− there are safe systems of work 
− all plant and equipment provided for use by staff, including machinery, appliances and tools 

etc., are safe and meet relevant safety standards 
− substances, and plant and equipment, are used, handled, and stored safely 
− material safety data sheets are supplied for all chemicals kept and/or used at the service (refer 

to:  www.ohsinecservices.org.au ) 
− there are adequate welfare facilities e.g. first aid and dining facilities etc. 
− there is appropriate information, instruction, training and supervision for employees 

(Note: This duty of care is owed to all employees, children, parents/guardians, volunteers, students, 
contractors and any members of the public who are at the workplace at any time) 

● ensuring there is a systematic risk management approach (refer to: www.ohsinecservices.org.au ) 
to the management of workplace hazards. This includes ensuring that: 
− hazards and risks to health and safety are identified, assessed and eliminated or, if it is not 

possible to remove the hazard/risk completely, effectively controlled 
− measures employed to eliminate/control hazards and risks to health and safety are monitored 

and evaluated regularly 
● ensuring regular safety audits of the following: 

− indoor and outdoor environments 
− all equipment, including emergency equipment 
− playgrounds and fixed equipment in outdoor environments 
− cleaning services 
− horticultural maintenance 
− pest control 

● monitoring the conditions of the workplace and the health of employees (OHS Act: Section 22) 
● protecting other individuals from risks arising from the service’s activities, including holding a fete or 

a working bee etc., or any activity that is ancillary to the operation of the service e.g. contractors 
cleaning the premises after hours (OHS Act: Section 23) 

● providing adequate instruction to staff in safe working procedures, and informing them of known 
hazards to their health and wellbeing that are associated with the work that they perform at the 
service 

● ensuring that all plant, equipment and furniture are maintained in a safe condition 
● developing procedures to guide the safe use of harmful substances, such as chemicals, in the 

workplace 
● ensuring that OHS accountability is included in all position descriptions 
● allocating adequate resources to implement this policy 
● displaying this policy in a prominent location at the service premises 
● ensuring the physical environment at the service is safe, secure and free from hazards for children 
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(refer to Child Safe Environment Policy) 
● implementing/practising emergency and evacuation procedures (refer to Emergency and 

Evacuation Policy) 
● implementing and reviewing this policy in consultation with the Nominated Supervisor, educators, 

staff, contractors and parents/guardians 
● identifying and providing access to appropriate resources, induction and training to assist 

educators, staff, contractors, visitors, volunteers and students to implement this policy 
● ensuring the Nominated Supervisor, educators, staff, contractors, volunteers and students are kept 

informed of any relevant changes in legislation and practices in relation to this policy 
● consulting appropriately with employees on OHS matters including: 

− identification of hazards 
− making decisions on how to manage and control health and safety risks 
− making decisions on health and safety procedures 
− the need for establishing an OHS committee and determining membership of the committee 
− proposed changes at the service that may impact on health and safety 
− establishing health and safety committees 

● notifying WorkSafe Victoria about serious workplace incidents, and preserving the site of an 
incident (OHS Act: Sections 38–39) 

● holding appropriate licenses, registrations and permits, where required by the OHS Act 
● attempting to resolve OHS issues with employees or their representatives within a reasonable 

timeframe 
● not discriminating against employees who are involved in health and safety negotiations 
● allowing access to an authorised representative of a staff member who is acting within his/her 

powers under the OHS Act 
● producing OHS documentation as required by inspectors and answering any questions that an 

inspector asks 
● not obstructing, misleading or intimidating an inspector who is performing his/her duties. 

 

The Nominated Supervisor is responsible for: 
● ensuring that all educators/staff are aware of this policy, and are supported to implement it at the 

service 
● organising/facilitating regular safety audits of the following: 

− indoor and outdoor environments 
− all equipment, including emergency equipment 
− playgrounds and fixed equipment in outdoor environments 
− cleaning services 
− horticultural maintenance 
− pest control 

● ensuring that all cupboards/rooms are labelled accordingly, including those that contain chemicals 
and first aid kits, and that child-proof locks are installed on doors and cupboards where contents 
may be harmful 

● ensuring the physical environment at the service is safe, secure and free from hazards for children 
(refer to Child Safe Environment Policy) 

● ensuring that all equipment and materials used at the service meet relevant safety standards 
● ensuring the service is up to date with current legislation on child restraints in vehicles if 
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transporting children (refer to Road Safety and Safe Transport Policy) 
● implementing and practising emergency and evacuation procedures (refer to Emergency and 

Evacuation Policy) 
● implementing and reviewing this policy in consultation with the Approved Provider, educators, staff, 

contractors and parents/guardians 
● identifying and providing access to appropriate resources and training to assist educators, staff, 

contractors, visitors, volunteers and students to implement this policy 
● keeping up to date and complying with any relevant changes in legislation and practices in relation 

to this policy. 

Certified Supervisors and other educators/staff are responsible for: 
● taking care of their own safety and the safety of others who may be affected by their actions 
● co-operating with reasonable OHS actions taken by the Approved Provider, including: 

− following OHS rules and guidelines 
− helping to ensure housekeeping is of the standard set out in service policies 
− attending OHS training as required 
− reporting OHS incidents 
− co-operating with OHS investigations 
− encouraging good OHS practices with fellow employees and others attending the service 
− assisting the Approved Provider with tasks relating to OHS, such as conducting OHS 

inspections during working hours 
● not interfering with safety equipment provided by the Approved Provider 
● practising emergency and evacuation procedures (refer to Emergency and Evacuation Policy) 
● ensuring the physical environment at the service is safe, secure and free from hazards for children 

(refer to Child Safe Environment Policy) 
● maintaining a clean environment daily, and removing tripping/slipping hazards as soon as these 

become apparent 
● keeping up to date with current legislation on child restraints in vehicles if transporting children 

(refer to Road Safety and Safe Transport Policy) 
● implementing and reviewing this policy in consultation with the Approved Provider, Nominated 

Supervisor, educators, staff, contractors and parents/guardians. 

Students on placements, volunteers, contractors and parents/guardians at the service are 
responsible for: 
● being familiar with this policy 
● co-operating with reasonable OHS rules implemented by the service 
● not acting recklessly and/or placing the health and safety of other adults or children at the service 

at risk. 

EVALUATION 
In order to assess whether the values and purposes of the policy have been achieved, the Approved 
Provider will: 
● regularly seek feedback from everyone affected by the policy regarding its effectiveness, 

particularly in relation to identifying and responding to occupational health and safety issues 
● monitor the implementation, compliance, complaints and incidents in relation to this policy 
● keep the policy up to date with current legislation, research, policy and best practice 
● revise the policy and procedures as part of the service’s policy review cycle, or as required 
● notify parents/guardians at least 14 days before making any changes to this policy or its 

procedures (Regulation 172(2)). 
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ATTACHMENTS 
Attachment 1: Detailed guidance on hazard management steps 

 

AUTHORISATION 
This policy was adopted by the Approved Provider of Cara Armstrong Kindergarten on 19/6/17. 

REVIEW DATE:     OCTOBER 2019 
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ATTACHMENT 1 

DETAILED GUIDANCE ON HAZARD MANAGEMENT STEPS 
 

HAZARD AND RISK DEFINITIONS  
A ‘hazard’ is defined as anything that could cause harm. Note that ‘harm’ is physical or psychological 
injury or illness. The OHS Act 2004 defines ‘health’ as including psychological health. Below is a list of 
possible hazards. 

Asphyxiation  
Fatigue Shearing 

Burns/heat 
Fire Slipping 

Biological 
Fumes Stabbing 

Chemical effects 
Friction Psychological stress 

Crushing 
Gases Struck by (something) 

Cutting 
Light  Striking against (something) 

Electrical 
Manual handling hazard Suffocation 

Entanglement 
Overcome by (something) Thermal stress 

Ergonomic effects 
Overexertion Tripping  

Explosion 
Noise Vibration 

Falling 
Radiation  

 

We must identify hazards in any given situation by looking for the source of the hazard. For example,  
the source of a manual handling hazard may be lifting a heavy box, and the source of a falling hazard 
may  
be the unsafe use of a portable step ladder or not using a portable step ladder at all. The source of a 
burn hazard may be an oven, steam or flammable substances. The source of a fire hazard may be a 
match, an overloaded electrical power board or a faulty electrical appliance. There are sometimes 
multiple hazards associated with a hazard source, and we should try and be rigorous about 
considering all of them in the  
hazard identification step as the means of controlling each may vary.  

Remember that the presence of a hazard does not necessarily create injury or damage. The ability of  
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a hazard to cause harm or damage is normally controlled by some type of control, precaution or 
defence.  
For example, for manual handling hazards, the provision of safe lifting training; for falls from portable 
step ladders, the labelling and posting of instructions of the certified type; for electrical hazards, the 
testing and tagging process and the use of a safety switch.  

A ‘risk’ is defined as the potential (or possibility) for the hazard to cause harm. Here we need to 
consider the likelihood of an incident occurring and the consequences if it occurs. Once a hazard is 
identified, it is necessary to assess if the risk is high, medium or low, and whether this is acceptable or 
unacceptable. 

 

HAZARD MANAGEMENT STEPS 
Recall that hazard management steps provide a systematic approach to managing hazards in 
workplaces to reduce the risk of harm to people. This approach is encompassed in OHS laws and in 
WorkSafe publications. 

1 What hazards exist in the workplace? (hazard and hazard source identification) 

2 Is the danger associated with each hazard high, medium or low? (risk assessment to help prioritise 
which hazards need to be attended to first, to help determine how urgent hazards need to be 
attended to, and  
as a comparison tool after introducing or changing controls to determine if the risk has been 
reduced) 

3 What can be done to control these risks? (application of risk 
controls/measures/precautions/defences;  
if practicable, try and eliminate the hazard source from the workplace) 

4 How effective is the risk control that is implemented?  

 

IDENTIFYING HAZARDS AND SOURCES  
People at work, and those around them, are often at greater risk of harm when: 

• there is change to their work environment, work methods, equipment, tools or chemicals/substances  
they use 

• they have not been trained to use the correct precautions/controls  

• the training is inadequate 

• they have a lapse in concentration and do not apply the correct controls, perhaps because they are 
rushing or tired, or their fitness for work has changed (perhaps due to activities conducted outside of 
work) 

• they sometimes become so used to completing some activities that they may take shortcuts and not 
apply the correct controls. 

To help reduce the risk of harm to people at a service, the employer should apply the hazard 
management steps prior to: 

• purchasing and using new equipment, tools and chemicals, such as cleaning substances 

• changing the work environment, including changing work methods and layout (especially those that 
may involve hazardous manual handling, such as those requiring awkward postures or application 
of high force/effort or lots of repetitive movements)  

• planning and conducting events with children’s families and others. 
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Applying the hazard management steps may be as simple as consulting with employees about 
possible hazards and ensuring the correct precautions are in place, as well as encouraging employees 
and families  
to raise OHS issues and determining if controls need to be improved. To help apply the hazard 
management steps with some of the commonly associated hazards at services, there are some 
templates and forms to help you at the end of this part of this manual. It is a good idea for the 
employer to consult with employees (and in the instance of contractor activities, also contractors) 
when completing these forms as they have knowledge  
of the service (or in the instance of contractors, knowledge of their field of expertise), and they are 
likely to  
have received some OHS training and therefore will be able to contribute greatly to managing OHS. It 
is also recommended that the employer keeps and maintains records of completed templates and 
forms, and actions they and others have taken to reduce OHS risks. These records act as evidence 
that the employer is working  
in consultation with employees to fulfil their OHS duty of care. These records should be kept and filed 
in a secure location at the service. 

 

Risk assessment  

Formal risk assessment ‘ranking’ of the risk – that is, the classification of the possible release of a 
hazard in  
a situation and determine the chance that it could hurt a person as a high, medium or low risk – is not 
required by legislation; however, analysis of the hazards and risks and research to consider 
appropriate, reasonable precautions or risk controls may be warranted. This may involve seeking 
guidance from KPV, or WorkSafe, OHS consultant or other experienced person relevant to the tasks 
being considered. 

As noted above, a ‘risk’ is defined as the potential (or possibility) for the hazard to cause harm. Here 
we  
need to consider the likelihood of an incident occurring and the consequences if it occurs. Once a 
hazard  
is identified, it is necessary to assess if the risk is high, medium or low, and whether this is acceptable  
or unacceptable.  

• Likelihood (or probability) of an incident: This refers to the probability that an incident will occur – 
such as a person falling off a ladder or being struck by a vehicle – and is based on information from 
past experience, statistical information where this is available or a simple ‘gut feeling’. 

• Consequence (or severity) of the injury, illness or damage that could result from an incident 
associated with the hazard: Consequence concerns the expected severity of injury or illness that we 
can expect as a result  
of a particular incident associated with the hazard. Examples of a major consequence may include 
death, permanent disability or cancer. 

A common risk assessment tool called the risk matrix is provided below. 

 

RISK MATRIX 
With the risk matrix method, you consider the likelihood of an incident occurring and the expected 
consequence if the incident occurs. You then refer to the matrix shown below to decide on the risk 
level. The higher the risk, the greater the priorities for risk control action.  
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Likelihood  
Almost certain: we can be sure it will happen 

Likely: good chance it will happen 

Possible: perhaps it will happen sometime 

Unlikely: could happen but it would be unusual 

Rare: could happen but probably never will 

Consequence 
Catastrophic: person is killed or totally disabled 

Major: very serious injury or long-term illness 

Moderate: quite serious injury/illness involving some days off work 

Minor: some first aid or minor medical attention, but no lost time 

Insignificant: some discomfort, but no medical attention needed 

 

 

 

When you use the matrix, try not to be too concerned about the need to always get the ‘correct’ risk 
level. Whether the risk is precisely high, medium or low is only an approximate indication of real 
situations involved, and the tool is intended to provide a useful guide in deciding about priorities in 
controlling the risk. 

There are different risk assessment tools available, so as long as a service uses the same risk 
assessment tool within the one service and they use it objectively in consultation with employees, it 
does not matter what tool  
is used.  

When considering manual handling risks, the best risk assessment forms and controls to use are 
those consistent with WorkSafe guidance for manual handling at services. These forms omit the need 
to use  
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of a separate risk assessment tool, such as the matrix above. 

It is important to understand assessing risk alone does nothing to help reduce the risk of harm to 
people as  
only the selection and use of appropriate risk controls – also referred to as precautions, defences and 
barriers – reduce risk. An example of a control many of us use every day is wearing a seatbelt to 
reduce the risk of serious injuries if we are involved in a car crash. 

 

SELECTION AND IMPLEMENTATION OF APPROPRIATE RISK CONTROLS  
Once you have assessed the level of risk, you must consider methods of controlling the risk. Obviously 
the  
higher the risk, the greater the urgency will be to apply some suitable risk control measure/s. On the 
other hand  
if the risk is low, you may still need to apply some form of risk control, but without the same level of 
urgency. 

The various methods of controlling the risks can be organised into what is called the hierarchy of risk 
control  
(see figure below). This is because control strategies can be organised from the top down, in order of 
decreasing reliability to effectively control risk. 

One of the challenges to reduce OHS risks is that having controls available does not always translate  
to knowing about them and using them properly. This is why employers and employees need to be 
ever vigilant with OHS hazards and risks, especially when there are changes to people, the work 
method or the work environment.  

Another area in which risk controls fail is where there is a change to an existing employee’s health or  
well-being, which might make them more susceptible to injury, even though they have been able to 
conduct  
the task safely in the past. The need to encourage employees to proactively advise their employer of a 
change in their well-being or fitness for work levels is covered in this manual in section Occupational 
rehabilitation and return to work. 
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Note: 
1 In practice, a combination of control measures will be required to reduce the risk to an acceptable 

level,  
think of these as layers of defence or barriers. 

2 Remember to apply the hierarchy in order from the top down, as far as practicable. That is, always  
consider elimination first as an option and only consider PPE as an additional, least reliable resort. 

3 Using the hierarchy of control does not necessarily mean that PPE is not important. In some cases it 
may  
be the main, viable option. 

4 For all risk controls selected, there are generally always associated ‘administrative’ risk control 
components, such as adequate supervision, training and procedures.  

 

MONITOR EFFECTIVENESS OF RISK CONTROLS  
It is important that risk control measures are regularly monitored or reviewed, properly used and 
maintained.  
At times it may be necessary to alter and improve the control measure or even replace it with a more 
appropriate control. Also, you must ensure that a control measure that has been implemented does 
not create new hazard/s and if it does, these hazard/s need to be adequately controlled. For example, 
providing a small step for an employee to stand on may increase the employee’s height and therefore 
decrease the reach required; however, this may also create a tripping hazard. 

Risk control measures must also be monitored to ensure that they are working as originally intended, 
and that they continue to keep the risk as low as reasonably practicable. Using the forms listed under 
Identifying hazards and sources, especially the parts of the forms that refer to completion of corrective 
action and review dates, will help to ensure the employer monitors risk control measures. In particular, 
the employer OHS audit/review checklist will assist the employer to monitor risk control measures, and 
the incident investigation form will help identify where controls have either failed or not been applied 
properly. Furthermore the OHS inspection checklist and OHS audit/review checklist will help check 
whether preventative maintenance and testing of equipment has occurred. When completing these 
forms and following up on corrective action, it is very important, wherever practical, to consult with 
HSRs (the OHS Regulations 2007 require the employer to consult with employees if an HSR has been 
identified in the service). Consulting with employees and HSRs  
will promote a collaborative, team approach and lead to more effective solutions. 

 

The OHS Regulations 2007 (subordinate legislation to the OHS Act 2004) require employers to review 
risk control measures and, if necessary, revise them whenever: 

• there are alterations to the systems of work involving the hazard, including (if applicable) use for  
another purpose 

• new information about the hazard or associated risks becomes available 

• there is an incident that is notifiable to WorkSafe (this is explained in Incidents that are notifiable to 
WorkSafe earlier in this section) 

• for any other reason the risk control measures do not adequately control the risk 

• a request from a health and safety representative is received (if the request is made on reasonable 
grounds). 
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Note: The key is to ensure prompt action is taken when deficiencies are identified. 

 
MORE ADVICE REGARDING REGULAR WORKPLACE OHS INSPECTIONS  
As noted above, workplace OHS inspections are a very important part of identifying hazards. The 
information below provides further guidance on how to conduct them.  

 

CONDUCTING AN OHS INSPECTION  
When conducting an inspection, some basic rules should be observed: 

1 Inspections should preferably follow a predetermined timetable (or schedule), and ideally should be 
conducted during service operating hours so that daily activities and employee and family interaction 
with  
the service environment can be seen. 

2 The inspecting team should ideally follow a pre-determined route. 

3 Make sure that the inspection does not interfere with service operations. 

4 Members of the inspection team should ideally comprise at least one employer representative and 
at least one or two employees (including the HSR is there is an HSR) who have had the opportunity 
to read this manual and who are familiar with the activities in this area. The group must focus only 
on fact-finding –  
that is, not blame or fault finding. 

5 Any immediate hazards that pose a significant threat to OHS should be drawn to the attention of the 
employees in the vicinity and short-term corrective action (short-term risk controls) agreed to ensure 
no one is hurt. These hazards should also be raised as soon as possible with the employer to 
decide on longer term corrective action and who will monitor this situation. 

6 Before inspecting a particular service room or area, introduce yourself to the employees who are 
working in or normally work there. This person may have information that is important to know, 
including: information relating to abnormal OHS conditions and hazards, other OHS issues they may 
be concerned about, confirmation of what are the commonplace practices and what is the level of 
understanding of OHS precautions or risk controls available. This person may also outline OHS 
precautions that need to be  
followed that are relevant to this room or area. 

7 The inspection team needs to look for both variations from accepted practice (that is, outlined in 
OHS  
training and guidance) and workplace environment and equipment issues that make accepted 
practice difficult to follow. 

Sometimes it is necessary to observe service employees closely to understand a task. The person 
inspecting  
a worksite should explain to the worker the need to observe the task, and ask permission to watch as 
they work. If necessary, they should also explain this is not a blame and shame exercise, rather an 
inspection to determine if current OHS precautions are working well and, if not, to discuss ways of 
improving them in consultation with employees.  

 

RECORDING HAZARDS  
Inspections should locate and describe each hazard and, if known, the hazard source found during the 
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inspection. These observations and findings should be noted on the checklist. 

A clear description of the hazards should be written down and questions and details recorded for later 
use.  
It is important to determine which hazards present the most serious consequences and are most likely 
to occur. This will help the employer understand, evaluate the problems, assign priorities and quickly 
reach decisions. 

Problems in observed or written work methods and practices should be described in detail on the 
checklist; if there is inadequate space, then on separate pages that should be stapled as an 
attachment to the completed checklist. Problems with equipment, materials and locations must be 
uniquely identified so that they can be corrected. It may be necessary to place a danger sign and lock 
the equipment or materials away if the risk of harm from continued use is substantial. It will also 
usually be necessary to tell all relevant employees about the identified problems so that they can 
contribute to effective solutions.  

Equipment or materials that are repaired should not be placed back in use without first notifying and 
holding discussions with relevant employees in the area or room affected. 

Specific hazards must be described. Instead of noting ‘poor housekeeping’ or ‘poor manual handling 
practice’ for example, the report should give the details. For instance: ‘Falling hazard due to 
overstocked pantries in kitchen; Trip hazards with toy blocks left across floor of storage cupboard in 
rear playground area; Slippery floor due to cooking oil residue on kitchen floor; Employee in large 
service room observed twisting and bending back to pick up toys; Discussion with employee indicated 
that they had missed the last safe manual handling session and had not received the manual handling 
information pack; Employee now provided with this pack and contents were discussed with them; They 
agreed to follow guidance in it and ask questions of employer  
if not sure.’ 

 

FOLLOW-UP FROM OHS INSPECTIONS  
Every inspection should be followed up with clear records of corrective action plans  
to improve risk controls or precautions that are identified as not working well and that cannot be 
rectified immediately with the relevant employees. Sometimes the employer and employees will not be 
sure of how to improve risk controls, or be aware of alternative risk controls to consider, or even why 
the current risk controls have not worked well. In these instances the corrective action plan may be for 
the employer and employees to: 

• Determine if there are hazards or sources that are such a high risk that immediate, short-term action 
needs to be completed so that no one is hurt, and then consult with relevant people and implement 
this action as soon as possible. 

• Seek further information on why the current risk controls have not worked well, and what is best 
practice  
from various sources, such as WorkSafe or KPV guidance mentioned in this manual or service 
specific  
OHS policies and procedures. From time-to-time other OHS expert opinion may need to be sought. 

• Agree on a date and time to review the OHS issue concerned in light of the new information.  

The inspection checklist form itself enables the recording of risk controls or precautions that are 
identified  
as not working well and that can/are rectified immediately with the relevant employees. For those 
controls  
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that cannot be rectified immediately the inspection checklist recommends that the employer use the 
Hazard identification, risk assessment and corrective action form to document the issue in more detail.  

It is a good idea to note in the inspection checklist to refer to a separate Hazard identification, risk 
assessment and corrective action form. These separate forms can then be used by the employer, with 
the help of employees, to track progress with corrective action through to successful completion. Both 
the completed inspection checklists and the Hazard identification, risk assessment and corrective 
action forms should be tabled at the employer’s monthly management meetings. This suggestion has 
been incorporated  
in the Employer management meeting agenda template provided as Attachment 114. 

More tips for follow-up from OHS inspections  

Some organisations require that the OHS committee (if there is one) review completed inspection 
checklists and any associated Hazard identification, risk assessment and corrective action forms, 
particularly when recommendations apply to training or other matters that are likely to directly affect 
employees. Generally, for services, there will not be a formal OHS committee; however, you may have 
HSRs or employees that represent their fellow employees in a specific OHS issue. It is important that 
these employees, and other employees who are likely to be affected by any proposed improvements 
or changes to current OHS risk controls or precautions (including training, signage, OHS procedures 
or methods), be consulted.  

The Employer management meeting agenda template makes note of inviting employees, including 
HSRs if there is one at a service, to the these meetings, as well as recording OHS consultation efforts 
with employees since the last meeting, and plans for further OHS consultation prior to the next 
meeting. 

In making corrective recommendations, the inspection team should be guided by the following rules: 

1 Correct the cause whenever possible. Do not merely correct the result, leaving the problem intact. In 
other words, be sure you are curing the disease, not just the symptom. If you do not have the 
authority to correct the real cause, bring it to the attention of the person who does. 

2 Immediately correct everything that is possible to correct. If the inspection team has been granted 
the authority and opportunity to take direct corrective action, take it. Delays may increase the risk of 
harm  
to people. 

3 Report conditions beyond your authority or outside your control. For example, families, contractors, 
neighbours, council, the building owner, the land owner and employees may need to be an integral 
part  
of the corrective action or, at minimum, be consulted about problems, proposed solutions and 
timelines.  

4 Consider the hazards and sources, the risks and suggest control solutions. 

As noted above, problems in observed or written work methods and practices should be described in 
detail  
on the checklist. If there is inadequate space, separate pages should be stapled as an attachment to 
the completed checklist. Problems with equipment, materials and locations must be uniquely identified 
so that they can be corrected. It may be necessary to place a danger sign and lock the equipment or 
materials away if the risk of harm from continued use is substantial. It will also usually be necessary to 
tell all relevant employees about the identified problems so that they can contribute to effective 
solutions.  

When considering whether a Hazard identification, risk assessment and corrective action form is 
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required,  
and when completing these separate forms, consider what underlying causes might be contributing to 
OHS risks. Also consider if there are risk controls that are missing, not being used properly, or why 
they have otherwise failed. Some of the general categories into which corrective action might fall if you 
consider underlying causes are: 

• setting up a better work method or practice 

• relocating the practice 

• relocating or redesigning a tool, fixture or piece of equipment (the employer and employees need to 
be careful with the manual handling risk involved with such change)  

• changing the work pattern of employees 

• providing personal protective equipment 

• increasing OHS training and improving training methods (this may include consideration of OHS 
induction  
for employees, OHS induction for agency or labour hire personnel, and refresher OHS training for  
existing employees).  

Recommendations may also call for improvements in the preventative maintenance and in 
housekeeping.  
By way of example, cleaning-up a lot of dirt may be considered the cleaner’s job, but preventing or 
reducing its accumulation may require discussion and agreed daily action by employees. In the longer 
term this may require assistance from a contractor to address design shortfalls.  

At times, the employer may have to decide among several courses of action. Often the decisions will 
be based on cost-effectiveness. Remember that the guiding principle to determine whether the risk 
control measures or precautions are sufficient is ‘(as low as) reasonably practicable’ as defined in the 
OHS Act 2004. 
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