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Activities Planned for 200x

1. H&S Responsibilities & Accountabilities

Health and Safety Responsibilities and Accountabilities have been assigned as per Table 1

2. H&S Inspections of the Workplace

A schedule of H&S inspections have been drawn up as per Table 2

3. Emergency Management

All areas in the Budget Centre are covered by emergency plans as per the register in Table 3

4. H&S Training

H&S Training has been scheduled as per the schedule in Table 4. Records of attendance at H&S training, including induction training, must be kept
5. H&S Performance Review

The following arrangements for monitoring performance exist in the Budget Centre:

· All injuries leading to WorkCover claims are investigated and reported on by the relevant manager

· All serious accidents and near misses are investigated and reported on by the relevant manager

Table 5A: Current Performance Status

	Over the last 12 months ……..
	Number
	Rate per Staff

	WorkCover Claims
	
	

	WorkCover Cost
	
	

	Accidents reported
	 / 
	

	Hazards reported
	 / 
	


- / - = staff / students, visitors etc 

Particular OHS issues that have been identified during the last 12 months, or may emerge in the next 12 months and will need to be addressed in this Plan are listed in Table 5B.

6. H&S Risk Assessments

H&S risk assessments are carried out where ever staff carry out potentially hazardous work. Specific statutory requirements are also met as regards Manual Handling (including Ergonomics), Dangerous Goods, Hazardous Substances, Plant, Noise, Lead and Confined Spaces.

Risk Assessment Compliance Plan has been drawn as in Table 6

7. H&S Consultation and Issue Management

Budget Centre Management consults with staff and their representatives on issues affecting H&S as per the OHS Act and University policy. This outlined in Table 7A

The Budget Centre maintain a H&S Issues Register which will be included in the report for each year (see Table 7B).  OHS items from the Budget Centre Risk Register should also appear here if they are not already covered elsewhere.
8. Safe Systems of Work

The Budget Centre accepts its responsibility for ensuring that safe systems of work are in place. Where appropriate the Budget Centre has documented its safe system of work in the form of Safe Operating Procedures. These procedures are reviewed periodically. A listing of the major procedures and manuals is contained in Table 8A

The Budget Centre operates a Permit-to-Work system and a Plant Isolation system. An extract of the current register of authorised personnel is attached (Table 8B).

The Budget Centre controls areas where access is limited or controlled through permits. An extract of the current register of these locations is attached (Table 8C).

9. Regulatory and Standards Compliance

The Budget Centre is required to maintain a number of licences or permits as part of its operations. These are listed in Table 9A.

The Budget Centre operates various hazardous plant and equipment. A schedule for inspections has been drawn up. An extract of the Schedule is attached (Table 9B).

10. Work Environment

The Budget Centre faces a number of specific work environment issues that affect its operations. The Budget Centre has in place a number of programs that ensure the maintenance of a healthy and safe work environment. These programs are listed in Table 10.

11. Staff Health and Wellbeing

The Budget Centre shares the University’s commitment to improving Staff Health and Wellbeing. In particular the Budget Centre is carrying a number of specific programs. These programs are listed in Table 11.

12. Contract Management

The Budget Centre employs or controls contractors in many of its activities. There have been a number of specific strategies put in place to manage contractors. These procedures and strategies are listed in Table 12.

Table 1:
Health and Safety Responsibility Register

Who is your Budget Centre’s Senior Management OHS Representative: 
________________________

Who is your Budget Centre’s OHS Coordinator/OHS Plan contact: 
________________________

What buildings do your staff occupy on a regular basis (offices / laboratories / workshops / stores)?

	Campus
	Building
	Floor (s)
	Local Senior Manager on site
	No. of staff
	Local H&S Representative

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Reference documents:

University Policy on OHS Consultation

University Procedure on OHS Representation

Table 2:
Health and Safety Inspection Schedule

List safety inspections planned/carried out over the Plan period

	Campus
	Building
	Floor (s)
	Manager/Supervisor
	Date
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 3A:
Emergency Management Register

What emergency arrangements have been made in buildings that your staff occupy on a regular basis (offices / laboratories / workshops / stores)?

	Campus
	Building
	Manager on site (*)
(Supervisor /Manager responsible for filling vacant warden positions)
	Chief (Building) Warden
	Wardens Trained in last 12 months

(Yes / No)
	Evacuations carried out in last 12 months?

(Yes / No)
	Planned evacuation dates
	First Aid Coverage?

(OK)

First Aid poster up to date? (OK)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Note: The Fire Safety Officer (email: rimer) should be advised of changes in wardens promptly

(*)  Emergency Management Procedure
When will the list of wardens and first aiders be reviewed to ensure all positions are currently filled (at least three times annually) The first aid poster listing first aiders should be checked to ensure names are current. First Aiders should check first aid kits at least three times per year.
Review Date 1: 
Review Date 2:
Review Date 3:

For Faculties/Schools, has arrangements been made to ensure that the Student Emergency Statement is read out at the commencement of each semester or Statement included in course guides and student manuals?

Table 3B:
Specific Emergency Management Plans / Contingency Plans

Are there any site or activity specific emergency management / contingency plans: please list

	Campus

(if relevant)
	Building

(if relevant)
	Name of emergency plan or contingency plan
	Responsible Manager
	Last review date
	Next review date)

	
	
	e.g. Research labs evacuation plan
	
	
	

	
	
	e.g. Emergency Residential Accommodation Plan
	
	
	

	
	
	e.g. Book recovery plan
	
	
	


Table 4:
OHS Training Register

	Training / Activity
	Arrangements for training
	Responsibility
	Target Date(s)

	Management of training records
	List of attendees at training sent to …..
	Local Manager
	ongoing

	H&S Awareness Training for Staff
	
	
	

	Supervisor / Manager H&S Responsibilities
	
	
	

	General Induction training
	Organised by Manager/Supervisor within 1 month of commencement
	Local Manager
	

	Specialised Induction training
	Organised by Manager/Supervisor before any hazardous work is carried out
	Local Manager
	

	H&S Reps training
	Arranged through the OHS Unit (HR)
	
	

	First Aider training (CPR and refresher)
	Arranged in conjunction with OHS Unit (HR)
	
	

	Training needs analysis
	Organised by the Budget Centre to clearly identify training requirements
	
	

	Refresher training in:

  ……………
	
	
	

	Training in safe work practices for:

· Manual Handling

· Use of computers

· ……………
	
	
	


Note: The same responsibility to induct and train staff applies to casual or temporary staff
Table 5B: 
Emerging OHS Issues

	Issue
	Strategy being adopted
	Cross -reference
	Responsibility

	e.g. Increase in number of manual handling injuries
	Increase number of risk assessments

Identify budget needs for …..
	Table 6
	Head of School

	
	
	
	


Table 6: 
Risk Assessment Plan

	Hazard
	Strategy being adopted
	Target for this year
	Responsibility

	Assessment Register
	Records of assessments sent to ….
	ongoing
	Local Manager

	Manual Handling
	e.g. identification of all potentially hazardous MH tasks

e.g. MH assessments completed of all high risk areas
	All areas

20% of all areas complete
	

	Dangerous Goods
	e.g. review placarding of all areas

e.g. risk assessment of all stores
	Placarding in compliance

100%
	

	Hazardous Substances
	e.g. Material Safety Data Sheets (MSDSs) on all hazardous substances
e.g. Risk assessments
	100%
25% complete (generic or individual)
	

	Plant
	e.g. all new plant assessed
e.g. rolling plan for  existing plant reassessed
	100%
20%
	

	Noise
	e.g. high noise areas signposted
e.g. noise assessment of all new plant

e.g. noise criteria in plant selection
	100%
100%

procedure
	

	Workplace security
	
	
	

	Working at heights
	
	
	

	Lead
	
	
	

	Confined Spaces
	
	
	

	Research Projects
	
	
	

	Biological hazards
	
	
	

	Electrical safety
	
	
	

	Preventative vaccination
	e.g. tetanus, Hepatitis ……
	100% coverage
	


Table 7A: 
Budget Centre OHS Consultation Mechanisms

	Forum
	Terms of reference
	Convenor / Coordinator
	Meetings per year

	H&S Committee
	Advise ….. on H&S matters

Act as a forum on H&S matters across the Budget Centre
	
	

	Team meetings
	Provide information to staff on H&S matters

Forum to discuss H&S matters
	
	

	
	
	
	

	
	
	
	


(see Table 1 for list of OHS representatives)
Table 7B: 
Budget Centre OHS Issues Register

	H&S Issue
	Strategy for consultation or resolution
	Responsible manager
	Outcome

	e.g. relocation of --------
	e.g. workplace consultative working group formed
	
	

	e.g. refurbishment of ----
	e.g. staff meeting to be called and layouts discussed
	
	

	
	
	
	


OHS items from the Budget Centre Risk Register should also appear here if they are not already covered elsewhere.

Reference documents:

University Policy on Consultation on New and Refurbished Workplaces

University Policy on H&S Issue Resolution

University Guidelines on Workplace Stress

Table 8A: 
Major Safe Working Procedures and Manuals

	Safe Working Procedure / Manual
	Owner
	Last Review Date
	Actions this year

	Maintenance of Budget Centre Procedures
	
	
	

	(Student) Work Placements
	
	
	

	Workplace Security
	
	
	

	Permit to work
	
	
	

	Lock-out, isolation and working with hazardous plant
	
	
	

	Access to and control of restricted areas
	
	
	

	Electrical work
	
	
	

	Laboratory Manual
	
	
	

	Work experience
	
	
	

	Field Trips
	
	
	

	Use of hazardous substances
	
	
	

	Storage of dangerous goods
	
	
	

	Waste Disposal guidelines
	
	
	


Table 8B:
Authorised Persons Register

	Area/Task
	Permit Type
	Person Authorised to Issue Permit
	Date

Authorised

	
	
	
	

	
	
	
	

	
	
	
	


Table 8C:
Restricted Access Register

	Campus
	Building
	Location
	Reason for Restricted Access
	Authority to Access by:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table 9A: 
Licence and Compliance Register

	Licence and Authority
	Responsible Officer
	Renewal / Expiry Date

	Dangerous Goods Manifest
	
	

	Hazardous Substances Register
	
	

	Trade Waste Disposal - EPA
	
	

	Discharge of wastes or contaminated liquids into sewerage – Melbourne Water
	
	

	Poisons – Victorian Government
	
	

	Radioactive sources – Health Department
	
	

	Lifts – WorkCover Authority
	
	


Table 9B: 
Inspection Schedule

	Item
	Location
	Responsible Manager
	Date Scheduled

	Electrical tools and equipment
	
	
	

	Lasers
	
	
	

	Plant
	
	
	

	Fume cupboards
	
	
	


Table 10: 
Work Environment Plan

	Area
	Strategy being adopted
	Target / Outcome for this year
	Responsibility

	Preparing for hot weather
	e.g. identification of specific arrangements in hot weather
	
	

	Screen Based Equipment
	e.g. actions being taken other than assessments (Table 6) or training (Table 4)
	
	

	Magnetic Fields
	
	
	

	Outdoor Work
	
	
	

	Driving between campuses
	
	
	

	Staff security
	e.g. control of access to the workplace
e.g. training (see Table 4)
	
	


Table 11: 
Budget Centre Staff Health and Well Being Program
	Program
	Aim of the Program or Expected Outcome
	Strategy

(What will be done and when)
	Who is involved
	Responsible Manager

	Staff meetings and briefings
	
	
	
	

	Team building
	
	
	
	

	Staff development
	
	
	
	

	Prevention of Workplace Bullying
	
	
	
	

	Promotion of a Healthy lifestyle
	
	
	
	

	Stress Management
	
	
	
	

	Voluntary Immunisations (e.g. influenza)
	
	
	
	

	Flexible working arrangements
	
	
	
	

	Staff benefits
	
	
	
	

	Other initiatives ……….
	
	
	
	


Table 12: 
Contractor Management

	Procedure / Strategy
	Owner
	Last Review Date
	Target (if appropriate)

	Contractor induction
	
	
	

	Contract Management procedures
	
	
	

	Contract OHS assessment
	
	
	

	Training in Contractor Management
	
	
	

	Auditing of contractor compliance
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