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	1.
Introduction
	This procedure documents the general and specific health and safety responsibilities applicable to the various management levels within the organization as indicated in OHS 10.1 Safety, Environment & Community Policy for Babcock & Brown Communities

	2.
Purpose
	Responsibilities are assigned to the levels of management as shown and are based on the referenced legislative standards.

	3.
Scope
	This procedure is applicable to BBC in all its operations and functions. This includes those situations where employees / contractors are required to work off site. Further individual responsibilities and training requirements are contained in all other associated OHS policies and procedures inclusive of task and role descriptions

	4.
Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Glossary of Terms.


	5. Procedure / Application Step
	Management & Employees

	5.1


Achieve Objectives
	· To achieve an accident free workplace.

· To make health & safety an integral part of every managerial and supervisory position.

· To ensure health & safety is considered in all planning and work activities.

· To involve our employees, residents and Service users in the decision making processes through regular communication, consultation and training.

· To provide a continuous program of education and learning to ensure that our employees work in the safest possible manner.

· To identify and control all potential hazards in the workplace through hazard identification and risk analysis.

· To ensure all potential accident/incidents are controlled and prevented.

· To provide effective injury management and rehabilitation for all employees

	5.2

Review
	This procedure is subject to review every 3 years unless changes in either company or changes to the relevant health and safety legislation, this will generate an immediate review.


	6.  Accountabilities and Role within BBC

	6.1


Executive / Senior Management
	The BBC Group Executive - accepts ultimate responsibility for the effective management of workplace, health, safety and welfare. This responsibility is delegated through the National, Regional and Facility / Service Managers.

	6.2


Facility / Service Managers

	Managers and Team Leaders at all levels are responsible within the scope of their authority, for ensuring:

· That all OHS policies and procedures are implemented and monitored;

· The Safety, Environment & Community Policy, Objectives and Workplace Safety Practice Standards are promoted;

· They participate in the planning and design stages of OHS activities;

· They stimulate a high level of safety awareness at all times, through their own behaviour and lead by example;

· They identify safety training needs and assist in the identification and preparation of safe work procedures;

· They ensure safe equipment and plant is provided and maintained in the workplace;

· They insist on correct and safe work practices at all times;

· The provision of advice and assistance on OHS to all employees and contractors as required

· They review safety reports and inspections and initiate rectification where necessary;

· They will participate in accident/incident investigations and regularly report all issues of OHS;

· The notification of the state Work Cover authority in relation to any serious injuries as per regulations;

· That effective communication and issue resolution is supported through the Issue Resolution Procedure;

· The provision of support to return to work programs with direction from appropriately qualified persons;

· They take an active role in work cover administration as required;

· They participate in safety meetings and programs as applicable to their service / facility;

· The facilitation of Job safety analysis / risk assessments in relation to identified risks and then ensure all controls are monitored for compliance to the safe work controls implemented;

· They will provide the leadership necessary to nurture a culture that embraces the principles of providing a safe working environment.

	6.3


All Employees/ Volunteers

	· Will follow all health and safety policies, procedures and workplace safety practice standards; 

· Will conduct themselves in a manner that will not endanger themselves or others; 

· Will use appropriate equipment provided; 

· Will report any unsafe work practices or hazards in the environment; 

· Will ensure that safe performance is given priority in all practices at all times; 

· Will report all “near miss” incidents/mishaps to the appropriate person(s) for action

· Will participate in safety meetings and programs as applicable;

· Will participate in conducting risk assessments and ensure compliance to all safe work controls implemented.

	6.4


All Contractors

	· Will abide by all BBC Occupational Health Safety policies, procedures and workplace safety practice standards;

· Will observe all OH&S requirements and Statutory rules and regulations;

· Will ensure that all works are conducted in a manner safe and without risk to employees health and safety;

· Will plan to do all work safely, by participating in the planning and design of activities if applicable;

· Will action safety reports and assist in carrying out workplace inspections if applicable;

· Will assist in the preparation of Job Safety Analysis as applicable;

· Will participate in accident/incident investigations;

· Will supervise employees under their control and ensure compliance with safe work procedures at all times.

	7.  Performance Indicators 
	· Signed Objectives.

· Linked to annual performance review

	
	

	8.  Audit Records
	· Examples of current role or Position Descriptions, which contain information about health and safety responsibilities.

	9.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004
OHS Regulations 2007

	New South Wales
	Occupational Health and Safety Act 2000 & OHS Regulation 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

Section 2.6

	Australia
	Aged care Accreditation Standard – Section 4.5 Occupational Health & safety

Retirement Village Association Accreditation Standard – Section 4 – Physical Resource Environment
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