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INTRODUCTION 

Assumption College is committed to the occupational health, safety (OHS) and welfare of all its employees and 

students, those contracted to perform work on its behalf and visitors to our premises. The College regards its’ 

OHS responsibilities with the utmost importance and as such, resources are made available to comply with all 

relevant Acts and Regulations to ensure the workplace is safe and to minimise risk to health. This purpose of 

this policy is to inform staff, students, visitors, contractors and volunteer that health and safety is an integral 

part of all operations.   

OBJECTIVES 

This policy provides the framework for:  

• The development of safe methods of work  

 Providing health and safety information, training and supervision of staff and other relevant parties  

 Consulting with staff and stakeholders about safety issues  

• The promotion of good health within the work force  

• Reducing the number and severity of injuries in the workplace  

• Complying with all relevant Acts, Regulations, Standards and Codes of Practice. 

 Resolving health and safety issues by following issue resolution procedures (in accordance wiith Part 

2.2 of the Occupational Health and Safety Regulations 2017 (OHS Regulations)  

CONSULTATION 

The law creates a positive obligation on Assumption College to consult with staff in relation to occupational 

health and safety matters. The logic behind this is simple. As a staff member you are in the best position to 

identify potential hazards and to make recommendations with respect to the implementation of risk control 

measures. 

Assumption College encourages the involvement of all staff in making ours a safe workplace. Your views are 

valued and will be taken into account. 

A Health & Safety (HS) Committee has been established so as to provide a clear communication channel for 

staff wishing to provide input into/feedback with respect to our OHS and Injury Management and Return-To-

Work Programs. In addition, three HS Representatives have been appointed to represent the interests of 

particular work groups. The HS Committee and the HS Representatives will work with the OHS Coordinator in 

dealing with OHS matters. 

Ultimate responsibility and accountability for OHS and Injury Management lies with the Principal.  To 

encourage the consultation and communication process Assumption College has placed signs prominently in 

the workplace encouraging staff to report workplace hazards and to report injuries. 
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ROLES & RESPONSIBILITES 

All managers and employees as well as contractors and visitors have a shared responsibility for contributing to 

the health and safety of all persons. The promotion and maintenance of health and safety issues and the 

dissemination of OHS related information is primarily the responsibility of management. Management at all 

levels, in consultation with employees, have the responsibility for developing, implementing and continually 

reviewing the College OHS Program. 

Members of the MSA Council 

All MSA Council members are required to exercise due diligence to ensure that the College complies with its 

OHS duties and obligations, including:  

● Acquire and keep up-to-date knowledge of OHS matters; 

● Have an understanding of the nature of the College’s operations and the safety hazards and risks 

associated with these operations; 

● Ensure that the College has appropriate resources and processes to eliminate or minimise risks to 

health and safety from work carried out within the College; 

● Ensure that the College has appropriate processes for receiving and considering information regarding 

incidents, hazards and risks and respond in a timely way to that information; 

● Ensure that the College has and implements processes for complying with its OHS duties and 

obligations; and 

● Verify the provision and use of the resources that have been allocated to the management of health 

and safety within the College. 

*The term “officer” includes Council members and the Principal as well as any person who makes or participates 

in making decisions that affect the whole, or a substantial part of the College. 

The MSA Council delegate’s day to day management of the College to the Principal and it is the Principal’s 

responsibility to ensure that the College’s OHS Program complies with the College’s OHS obligations and is 

effectively implemented.  

The Principal 

The Principal is responsible, and will be accountable for, taking all practical measures to ensure that the 

workplace under their control is safe and without risks to health, and that the behaviour of all persons in the 

workplace is safe and without risks to health.  

The Principal will be held accountable for detecting any unsafe or unhealthy conditions or behaviour.  

If the Principal does not have the necessary authority to fix a problem, they will be held accountable for 

reporting the matter promptly, together with any recommendations for remedial action to the MSA Board or 

Executive Officer with the necessary authority to effect a remedy. 

The Business Manager  

The Business Manager is responsible for the day-to-day management of this OHS Program. This includes 

ensuring that: 

● reported hazards are addressed in a timely manner; 
● incidents are adequately investigated and control strategies developed; 
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● adequate emergency and first aid measures are in place; 
● the Register of Injuries is maintained; 
● suitable return to work plans are implemented for injured staff; 
● employee consultation arrangements are implemented and working effectively; and 
● training needs are identified and addressed. 

All Heads of Departments and Supervisors are responsible for establishing a commitment to OHS principles in 

their areas of control and for taking action to correct unsafe work practices.  

The Strategic Leadership Team has  

As senior leaders in the school, the strategic leadership team has responsibility to: 

● identify, assess, control and monitor workplace hazards within their areas of control; 
● support employee consultation arrangements; 
● encourage staff to report hazards or other issues that are inconsistent with OHS standards; 
● ensure OHS information is readily available to staff; and  
● assist in the rehabilitation of injured workers in accordance with Assumption  

All Employees 

As a worker (including Council members and officers, Heads of Department, supervisors, teachers and support 

staff) you must: 

● Take reasonable care for the health and safety of co-workers and ensure that your actions do not put 
your co-workers at risk; and 

● Take reasonable care for your own health and safety; and 
● Use and maintain equipment properly; and 
● Ensure that your work area is free of hazards; and 
● Cooperate with Assumption College in anything that you are required to do in order to ensure a safe 

workplace including: 

(a) notifying your supervisor of actual and potential hazards  

(b) wearing or using prescribed safety equipment 

(c) carrying out work in a safe manner 

(d) following health and safety instructions  

(e) taking notice of signs  

(f) adhering to speed limits 

(g) participating in safety training. 

As a worker you must NOT:  

● Intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety 
and welfare; 

● Move or deface signs; 
● Tamper with warning alarms; 
● Remove machine guards; 
● Play jokes that may put the health and safety of others at risk; 
● ‘Skylark’; 
● Behave in a way that results in risk to others; or 
● Intentionally hinder or obstruct the giving or receiving of any form of aid when a person is injured at 

work. 
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POLICY STATEMENTS 

Training, Education and Supervision 

The law creates a positive obligation on Assumption College to train, educate and supervise staff in relation to 

work safety matters. At Assumption College we meet this obligation in a number of ways. 

Induction Training  

All new staff joining Assumption College are required to complete induction training. During induction, staff are 

provided with training with respect to our OHS and Injury Management and Return-to-Work Programs. 

Specific Individual Training Requirements  

Where we identify that a worker, contractor or other visitor to our workplace may be exposed to specific 

hazards, further training or instruction will be undertaken to minimise the risks arising from the particular 

hazards. 

Managers’ Training  

In addition to induction training provided to all staff, any staff member appointed to a supervisory position is 

provided with additional training designed to ensure that they have a solid understanding of the operation of 

Assumption College's OHS and Injury Management and Return-to-Work Programs. 

Ongoing Training and Education  

On a regular basis all staff are requested to consider the workplace hazards identified and treatments and 

controls implemented, and to provide feedback to the individual/s responsible for OHS as to the overall 

effectiveness of the programs. 

Short Form Policy Statements and Workplace Safety Signage  

Assumption College has developed Short Form Policy Statements that are displayed prominently within the 

workplace together with signage designed to encourage the early identification of workplace hazards and 

reporting of workplace injuries. The policy statements are reviewed on a regular basis to ensure their currency. 

High Visibility of OHS Program and WorkSafe Policies  

Our OHS Program and WorkSafe Policies are published through our intranet and are thus readily accessible to 

all workers who may wish to review the same. 

Emergency Evacuation Procedures  

Where hazards are identified which require ongoing education and training such as our Evacuation Procedures, 

Assumption College has established ongoing training programs that all staff must attend on a regular basis. 
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Individual Performance Review  

Assumption College has developed a formal Managing Employee Concerns process for all its staff. 

Performance with respect to an individual’s attitude towards and compliance with Assumption College's 

Worksafe policies and procedures is considered a part of Assumption College's Performance Development and 

Review Program. 

Monitoring Changes in the Workplace 

It is the role of the individual/s responsible for OHS to review changes in the workplace and to assess hazards 

that may emerge from these changes.  

Typically, changes in the workplace occur when: 

● We occupy new premises or extend our existing premises; or 
● New plant or equipment is introduced into the workplace; or 
● Hazardous substances are introduced into the workplace; or 
● New work practices are introduced. 

The individual/s responsible for OHS will also review OHS information relevant to our industry to assist in the 

identification of workplace hazards. As new risks are identified they will be added to the Hazard Register and 

be assessed and treated in accordance with this OHS Program. 

RISKS AND HAZARDS 

Risk Management  

School has established a documented OHS Program and a risk management system with procedures for 

identifying, assessing and controlling workplace hazards.  This risk management system has been developed in 

accordance with the International Risk Management Standard AS/NZ ISO 31000. 

Observation and Consultation with Staff  

Workers are in the best position to identify potential workplace hazards and to make recommendations with 

respect to the implementation of hazard control measures. 

The staff consultation, training and education procedures are designed to ensure that staff are aware of OHS 

issues and have a clear channel for communicating workplace hazards. Assumption College encourages the 

involvement of all workers in making ours a safe workplace. Report hazards to your immediate supervisor or 

through our on-line Report a Risk Notification Tool. Your views are valued and will be taken into account. 

Workplace Inspections  

It is Assumption College's policy to carry out workplace inspections on a regular basis to ensure that we 

maintain a safe workplace.  
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Identify Hazards  

Assumption College has a positive obligation at law not only to identify hazards that could harm employees, 

students, contractors or any other person at our workplace but also to analyse the level of risk posed by the 

hazard and to treat or control the hazards identified.  To assist in the hazard identification process, Assumption 

College has developed the following systems and procedures:  

Hazard Register 

Workplace hazards identified through our OHS Program are recorded in our Hazard Register where they are 

analysed and evaluated before being linked to relevant hazard controls and treatments. Assumption College's 

hazard register is maintained though the Complispace Assurance System. 

Hazard Evaluation  

The purpose of evaluating our OHS hazards as a whole is to make decisions about which hazards need to be 

treated, and the priority for these treatments. Whilst the risk analysis process is likely to have identified a range 

of hazards from Extreme to Low, the decision about which hazards to treat and the priority of treatments must 

be related back to Assumption College's operating environment, our existing controls, our available resources 

and the context within which we operate. Assumption College evaluates each hazard, having regard to: 

● Its risk status (Extreme to Low); 
● The effectiveness of existing controls (Excellent to Unsatisfactory); 
● The benefits of upgrading controls and/or implementing treatments; 
● The impact of upgraded controls and/or treatments on other identified hazards (it could, for example, 

be that a single treatment or control upgrade may effectively address multiple hazards); and 
● The cost of upgrading controls and/or implementing treatments. 

When considering costs, it is important to note that whilst the cost of eliminating or minimising hazards is 

relevant in determining whether we have ensured, so far as reasonably practicable, that workers and other 

persons are not exposed to health and safety risks, there is a clear presumption in favour of safety ahead of 

cost. 

Reporting a Workplace Incident 

On occasion an incident may occur in the workplace which highlights the existence of a hazard; but does not 

however result in an injury (e.g. a worker may slip but not be injured). In these cases the incident must be 

recorded through Assumption College's Injury/Incident Register through the Complispace online system. The 

incident will be investigated and corrective action taken where this is deemed necessary. 

Reviewing Workplace Incidents 

It is the role of the individual/s responsible for OHS to investigate all workplace injuries. Where an injury arises 

as the result of a hazard which has not been identified, this risk will be added to the Hazard Register and be 

assessed and treated in accordance with this OHS Program. It is the role of the individual/s responsible for OHS 

to investigate all workplace injuries. Where an injury arises as the result of a hazard which has not been 

identified, this risk will be added to the Hazard Register and be assessed and treated in accordance with this 

OHS Program. 
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Record Keeping 

The record keeping requirements with respect to OHS matters are set out in detail in the relevant legislation 

and Codes of Practice and are too extensive to reproduce in full within this program.  In general terms, 

management is responsible to ensure records are kept with respect to all OHS issues, including, but not limited 

to: 

● A copy of this program; 
● Training of workers; 
● Minutes of OHS meetings; 
● Reports on accidents, hazards and incidents; 
● Reports on accident and incident analysis and investigation; 
● Reports on workplace inspections; 
● Accident statistics; 
● Safety equipment records including from the time of purchase to ongoing maintenance; 
● Method of hazard identification and risk assessments, including details of measures introduced and 

assessment of their effectiveness; 
● OHS audits and reviews; and 
● Details of qualifications held by individuals. 

Many OHS records are confidential and should only be accessible to those who have a need to know. This is 

particularly important in the case of incident reports and workers’ compensation claims which would contain 

personal data relating to individuals.  OHS records are maintained in such a way that they are retrievable and 

protected against damage, deterioration or loss. This includes maintaining records in electronic format with 

appropriate backup procedures in place.  Records are maintained for a minimum period of 7 years. 

Review 

This OHS Policy is subject to change at any time. Please check our OHS Policy on our website 

(www.assumption.vic.edu.au) regularly for any changes. 

 


