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	This Plan is drawn up before the end of February, at the start of each year. The Plan should be reviewed every three months. The review is documented in the HWS Action Plan. A copy of the HWS Plan must be sent by the end of February to the Manager Health, Wellbeing and Safety in Human Resources Division.


	
	Name
	Phone

	Manager Responsible for HWS Plan
	
	

	Senior Management OHS Representative
	
	

	Area’s HWS Coordinator/HWS Plan contact
	
	


Purpose of the Health, Wellbeing and Safety Plan

The purposes of the HWS Plan are:

· To identify and manage the Health, Wellbeing and Safety risks the area faces

· To document and record routine Health, Wellbeing and Safety compliance activities and responsibilities

· To outline how staff health and wellbeing will be promoted and managed.
The Plan should:

· be informed by any HWS risks identified in the OHS Compliance Statement and in the Risk Register
· give confidence and substance to the OHS Compliance Statement
· reflect and support commitment to consultation on HWS matters

· provide evidence of engagement and continuous improvement in HWS through risk assessments, accident investigations and workplace inspection

· show a planned approach to HWS training
· capable of being audited in terms of outcomes and programs

· apply to all units of the faculty or other area.

The Health Wellbeing and Safety Activity Plan is used to schedule and report on your annual program. Your updated Activity Plan may be tabled at campus and University HWS Committees for review. A summary report will also be provided to the University Executive.

Plan Details
1. HWS Responsibilities and Accountabilities

Health and Safety Responsibilities and Accountabilities have been assigned as per Table 1.
2. HWS Consultation and Issue Management

Managers are required to consult with their staff and local OHS representatives on issues affecting health and safety as per the OHS Act and University practices. Local arrangements are documented in Table 2 and activity during the year is tracked on the HWS Activity Plan.
3. Emergency Management

Emergency arrangements are tracked in the HWS Activity Plan and in Table 3.
4. HWS Inspections of the Workplace

Each area is required to draw up a schedule of HWS inspections and document in their HWS Activity Plan.
References:

· OHS Manual: OHS Responsibilities
· OHS Checklists and forms
5. HWS Training

The HWS training program is outlined in Table 5. HSW Training is tracked in the HWS Activity Plan.

6. HWS Risk Management Program
Risk assessments are carried out where ever staff and students carry out potentially hazardous work or where they are exposed to hazardous work environments. Specific statutory requirements cover Manual Handling (including Ergonomics), Dangerous Goods, Hazardous Substances, Plant, Noise, Lead and Confined Spaces.

Each Plan area is required to maintain an OHS Risk Register: see Table 6 and separate Risk Register document. This consists of the following steps:
· Assigning responsibility for the management of the Risk Register and the keeping of records

· Documenting HWS Risks 
· Documenting your HWS Risk Management Program (controls that are in place)
· Newly identified HWS Risks should be noted and appropriate control strategies documented in the Risk Register. 

References:

· OHS Risk Register Guide and Templates
7. HWS Compliance Program
Each Plan area will have a range of safe systems of work which need to be maintained and periodically reviewed. The management team is responsible for this activity as part of the University’s OHS Compliance Program. These may be:

· Testing programs and registers that must be periodically reviewed and updated, or

· Safe Working Procedures and Manuals that must be also reviewed periodically.

The Program is monitored through the HWS Activity Plan.
8. HWS Incident (and Injury) Investigation 

The following arrangements for accident investigation and follow-up must be implemented for all reported incidents:

· The relevant manager must discuss all injuries, reported hazards and misses with the staff affected. This may lead to remedial action to prevent reoccurrences and/or a documented investigation
· All incidents involving medical treatment must lead to an appropriate review of OHS Risk Register

· The relevant managers must investigate all injuries leading to WorkCover claims and provide a short report with recommendations to area management. (Advice can be sought from Health, Wellbeing and Safety)
· The relevant manager or their nominee must formally investigate all serious accidents and near misses (including incidents involving a notification to WorkSafe or a WorkSafe visit). The relevant manager must also provide a copy of the report to the Manager Health, Wellbeing and Safety in Human Resources division (see HWS Activity Plan).

9. Contractor, Consultant and Visitor Management

Where the Plan area employs or controls contractors, consultants, or visiting academics the area is required to have an appropriate system in place as part of their OHS Risk Management Program. This consists of:

· An appropriate risk management strategy for each type of contractor, consultant or visitor (Table 9)

· Appropriately trained staff to manage the contractors.

· A Contractor Compliance Program.

10. Staff Health and Wellbeing

The area shares the University’s commitment to improving Staff Health and Wellbeing. You should track and document your Staff Health and Wellbeing program in the HWS Activity Plan.
Health and Wellbeing Programs can involve:

· Supporting the University’s commitment to the Healthy Victoria Initiative covering five aspects: physical activity. nutrition, supporting mental health initiatives, responsible use of alcohol, reduction of smoking

· Staff meetings and briefings

· Team building
· Promotion of University health and wellbeing programs such as the Employee Assistance Program and programs to support students
· Staff development

· Promotion of appropriate behaviours and prevention of Workplace Bullying
· Promotion of a healthy lifestyle

· Stress management
· Voluntary Immunisations (e.g. influenza)

· Promotion of flexible working arrangements and staff benefits

References:

· Employee Assistance Program
· Health and Wellbeing
Table 1:
Health and Safety Responsibility Register

	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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(*) also responsible for maintaining emergency arrangements (warden structure)

References:

· OHS Manual: OHS Responsibilities
· OHS Manual: Staff Consultation and Representation
Table 2: 
HWS Consultation Mechanisms

	Local OHS Committee (for the Faculty/Division/Other Area)?

References: Local OHS Committees
	

	Is there a local OHS Committee?
	Yes / No

	If there is a Committee:
	

	· How many times per year does it meet?
	

	· Who is the Chair of the Committee?
	

	· Who is the Management Representative(s) on the Committee?
	


	List of Staff OHS Representatives

References: OHS Representation and Consultation Guidelines 

	Name of OHS Representative
	Designated Workgroup

	
	

	
	

	
	


	Who is the Management Health and Safety Representative for the Faculty/Division/Other Area?

· References: OHS Representation and Consultation Guidelines 
	


	Is HWS routinely discussed at Team Meeting?
	Yes / No


Table 3:
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 5:
HWS Training Program
	Activity
	Compliance Arrangements 
	Responsibility
	In Compliance

	Management of training records
	Attendance records are sent to.......

Attendance records are kept by…..
Records of training program content is kept by .......
	Local Manager
	Y/N

	OHS Training needs analysis reviewed annually
	Organised by the FIOA to clearly identify training requirements
	?
	Y/N

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

	HWS Awareness Training for Staff
	
	Local Manager
	Y/N

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

	OHS Reps training
	Arranged through the HWS Unit (HR)
	?
	

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


Note: The same responsibility to induct and train staff applies to casual or temporary staff

References:

· Induction and Training
Table 6: 
Risk Management Strategy
	Activity
	Compliance Arrangements 
	Responsibility
	In Compliance

	Management of risk assessments
	Assessments are kept by…..


	
	Y/N

	Risk Register
	FIOA HWS Register kept by ……
	
	Y/N


References:

· Risk Assessments: look under particular topics on the OHS website (e.g. manual handling)
Table 9: 
Contractor (and Consultant) Management

	Contractor Risk Management Strategy

	Contract type
	Describe local Risk Management strategy being adopted
	Fully Compliant

Y/N
	Action Plan

Y/N

	
	
	
	

	
	
	
	


References:

· Contractor Safety
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