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	1.  Introduction
	To achieve a safe and healthy working environment for BBC, all hazards must be identified and either eliminated or controlled as far as practicable.

	2. Purpose
	All identified hazards must be assessed to facilitate corrective action.  This requires that all hazards be reported. A hazard can be related to a physical state or a work practice procedure.  A hazard needs addressing in order to avoid an incident / injury.

	3.   Scope
	All Hazards under the control of BBC will be identified, assessed and controlled so far as is practicable.

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


	5.  Procedure / Application Step

	Manager
	OHS Representative & Facility OHS Committee 
(If applicable to site)
	Employee

	5.1  Hazard is Identified
	Where possible, employees / managers should take immediate action to remove or minimise any hazards.  This may involve removing equipment from service and applying ‘Out of Service’ tags.

	5.2  Report hazard
	On receiving a report will ensure appropriate and speedy steps are followed in accordance with the OHS Issue Resolution Policy.
	Where hazards cannot be eliminated or resolved at a local level, the OHS Employee Representative will take the hazard alert to the Site OH&S committee / BBC OHS forum for discussion and resolution recommendations
	· Employees shall report hazards on the OHS 10.2.1.1 Hazard Alert Form. 

· Notify OHS Representative for further action.



	5.3 Assess the Hazard for Risk potential.

(Risk Assessment forms can be hazard specific and the OHS Representative should be consulted as to the form of choice).
	· The report shall be promptly investigated and assessed for potential risk using the reverse sided risk matrix guide.

· The management of the Hazard should be in accordance with that set out on the OHS 10.2.1.1 Hazard Alert Form.
	· It is at this point where a Risk Assessment may be generated. 

· Example: Plant, Manual Handling risk assessments (Note if a BBC form is not appropriate a specific assessment tool can be accessed via the applicable Work Cover web site)

www.workcover.vic.gov.au 

www.workcover.nsw.gov.au 

www.osh.govt.nz
	· Assist in the investigation and assessment phases of risk management.

	5.4 Control the risk
	· Consult and action where possible in the control of hazards.

· Where issues require Executive input, mediate on behalf of the employee and OHS Representative.
	· All Resolved and Unresolved Hazard Alerts shall be reported and reviewed at the next meeting of Staff / Site OHS committee as applicable
	· If the hazard can be resolved at a local level between the employee and their Manager(s), this should be done.

	5.5 Evaluate actions
	· Give constructive feedback to the OHS Rep in regards to Did the “fix” eliminate or control the hazard.
	· The OHS Committee / Forum will monitor reports and recommend action, and ensure feedback is given to the point of report origin.
	· Ensure all Hazard Alerts are entered into facility database. (This may be a soft / hard copy register)


	6.  Accountability
	Managers
	OHS Representative
	Employees

	
	· Will ensure that the organisation hazard reporting system is implemented within their program, and encourage the documenting and pro active reporting of all hazards.

· Where a hazard is deemed unresolvable the OHS Representative or Manager may activate the OHS Issue Resolution Policy.
	· Will assist the Manager in the review and follow up of hazard alerts as reported by employees and actively seek recommendations in accordance with the Hierarchy of Controls.

· Table all hazards identified at the OHS committee meeting.

· Where a hazard is deemed unresolvable the OHS Representative or Manager may activate the OHS Issue Resolution Policy
	· Where possible, will take immediate action to eliminate identified hazards

· Report Hazard to their Manager for follow up.

· Report unsafe work practice hazards to your OHS Representative / Manager.

· Where the hazard cannot be immediately rectified, the hazard will be reported on the OHS 10.2.1.1 Hazard Alert Form and given to the OHS Representative.


	7.  Training
	Managers
	Employees & OHS & Committee Members

	
	Will receive training on the principles of hazard identification and techniques of assessment, risk prioritising and methods of resolution using the hierarchy of controls.
	Will receive training information on the principles of hazard identification and techniques of assessment, risk prioritising and methods of resolution using the Hierarchy of Controls. (Safety rules booklets)

	
	

	8.  Performance Indicators & Audit Records
	· % of hazards resolved annually
· Number of inspections conducted

· % of recommendations V’s resolutions

· Inspection calendars

· Resolution studies / trends

Audit records:

· Completed Hazard alert forms.

· Hazard Identification and Risk assessment reports eg: Manual Handling, Plant.

· OHS committee meeting minutes.

· Staff Meetings with OHS as Routine Agenda Item.

· Quarterly OHS Housekeeping Inspection checklists.
· Hazard Registers


	9.  Related Forms & Templates
	OHS 10.2.1.1Hazard Alert Form

OHS 10.2.1.2 Risk Grading Matrix

OHS 10.2.1.3 Hazard Register Template


	10.  Record Keeping
	All Reports should be kept for a period of 7 years


	11.  Legislation references
	

	Victoria
	OH&S Act 2004

OHS Regulations 2007

And associated Codes of Practice

	NSW
	Occupational Health & Safety Act 2000

OHS (Manual Handling) Regulation 2001

OHS (Plant) Regulations 2001

OHS (Noise) Regulation 2001 

OHS (Asbestos Dust) Regulations 2001

OHS (Asbestos Removal Work) Regulations 2001

And associated Codes of Practice

	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 Sections 7 – 10

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

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