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OH&S Contacts
	Direct Manager:
	

	Phone Ext:
	

	
	

	OHS Consultant:
	

	Phone:
	

	
	

	Return to Work Coordinator:
	

	Phone:
	

	
	

	State Operations Manager:
	

	Phone:
	

	
	

	Health & Safety Representative in your area:
	

	Phone:
	

	
	

	Infectious Control Representative in your area:
	

	Phone:
	

	
	

	Maintenance Officer/Contractor:
	

	Phone:
	


Orientation Checklist
All staff are responsible for ensuring they know where to find the OHS Practice Standards for their facility and should become familiar with the content of this program 
Introduction
This Safety Handbook will be revised annually in conjunction with the organisational Occupational Health & Safety Forum for BBC, to aid in the provision of a safe and healthy workplace for all staff.

 As everyone has a responsibility to ensure a safe workplace under the OH&S Act (2004 Vic & 2000 NSW), it is essential that all staff and contractors are familiar with the contents of this booklet.  The objectives listed below state the purpose of introducing this booklet.

 

Objectives

 
To ensure all work carried out on the site is done in a safe manner

 
To ensure good customer service

 
To minimise disruption to staff, residents, service users and visitors by any work being carried out

 
To ensure a basic knowledge of occupational health and safety for all staff

 

Distribution of the Handbook

A copy of this Safety Handbook will be distributed to all staff.  In addition to this, a copy of the Contractors Safety Booklet will be sent to all Contractors with specific contracts used by BBC.  Any other outside Contractors should receive a copy of the handbook on arrival to the site, when they sign the Contractor’s register at Reception.

 A copy of this handbook will be kept in every Site of the organisation to ensure ready access for any staff member or contractor or agency staff member.

 The continued distribution to staff will occur through attendance at induction training.  The site copy will be shown to all agency staff at the beginning of their shift and checked off on the ward agency orientation checklist.

 If you have any questions regarding the information in this book, please contact National HR.
BBC OH&S Policy 

Policy Statement    

Babcock & Brown Communities (BBC) is committed to fostering an organisational environment which ensures the health, safety and welfare of its employees and any other people who may be affected by its operations, including residents, community service users, contractors and visitors.

 BBC shall provide and maintain a safe working environment and accepts that employee health and safety is a prime responsibility of management.

 The needs of the residents and service users can only be met when the health and safety of employees is not compromised. Residents and service users shall have their right to participate in activities which involve a degree of personal risk respected as long as the health and safety others is not put at risk.

Person Responsible
 
Accountability of this policy rests with the Executive who is the responsible person appointed under State legislation.
Objectives


 
To support this, BBC strives to achieve organisational excellence in occupational health and safety performance through the pursuit of the following objectives:

  
Create a culture where all employees, volunteers, contractors, residents, Service users and visitors all value and accept their role in achieving a safe and healthy working and living environment, and their responsibility towards injury prevention.

 
Create a mindset in which all work injuries are regarded as preventable, through the provision of employee and resident / client consultative forums.

 
Introduce Risk management systems that heighten awareness and enable us to control health and safety risks arising from our activities

 
Provide safe equipment, materials and environment for employees to work and our residents to live.

 
Apply sound risk management principles and techniques in the planning, implementation and review of operations.

  
Accountability Statements
 

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

 
That all OHS policies and procedures are implemented and monitored
 
The OHS Policy is 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 OH&S 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

 
They regularly report all issues relating to 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 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
 
All Employees and Volunteers
 
Will follow all health and safety policies and procedures
 
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.

 

Consultation
BBC is committed to consultation and cooperation between management, employees, volunteers, residents, Service users, relatives and contractors, and will formally involve health and safety representatives in workplace change that will affect the health and safety of any of its employees / contractors / residents / Service users. 
 
Policy Review
This policy and its effectiveness will be annually reviewed by consultation with both management and OH&S employee representatives on behalf of all employees. 

BBC Rehabilitation Occupational Rehabilitation Policy

Occupational Rehabilitation Policy

Should an employee of BBC suffer a work related injury or illness, BBC will provide support, encouragement and an appropriate return to work plan.

BBC will so far as is possible ensure that all persons will be given suitable duties in the rehabilitation phase and all efforts will be made to return the staff member to their pre injury or illness duties. 

 

Objectives
To encourage the early reporting of all work related injuries / illnesses and to assist in a return to safe, meaningful and productive work as soon as possible following injury or illness.

To commence rehabilitation immediately following the injury / illness and ensure that this is not prejudiced by the non – determination of the compensation claim.

To provide injured workers with the opportunity to return successfully to the workforce by offering meaningful, productive, suitable duties based as much as possible around their original duties, but taking account of the medically imposed constraints. 

Issue Resolution Procedure
Guidance Note    
Health and safety issues should be dealt with as soon as possible after being reported. The employer or management representative and the relevant health and safety representative must meet. (This meeting should be held as soon as possible and should attempt to resolve the issue.)

In attempting to resolve the issue, the parties should take into account all relevant factors. There are six factors which must be taken into account, if they are relevant. These factors are: 

 
Whether the hazard or risk can be isolated, or whether it is likely to affect wider areas of the workplace
 
The number and location of employees affected by it
 
Whether appropriate temporary measures can be taken to deal with the hazard or risk, and whether they should be taken. Such temporary measures may include the issuing of personal protective equipment
 
Weather environmental monitoring of the hazard should be undertaken
 
How long it will take to correct the hazard or risk permanently, permanent correction may include modification of equipment or systems of work, or substitution of one chemical for another that is less hazardous
 
Who is responsible for performing and overseeing the removal of the hazard or risk.  (Refer to the chart for procedure)

Please ensure that all hazards and issues are logged in the Facility Hazard Register.

Flow Chart
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Safe Work Procedures
The following Safe Work Procedures have been developed as a result of the identification and assessment of risks.  These rules form an essential component of the control plan for these risks.  All staff and contractors must adhere to these Safe Work Procedures to ensure the safety of yourself and your colleagues.
Accidents / Incidents

 
All accidents / incidents should be reported immediately to the person in charge of your area

 
All staff injuries should be reported according to BBC protocol and direct Manager must be informed.

 
Investigation of incidents must occur prior to the end of the shift on which the incident occurs
 
Accidents which fit into the categories of “notifiable incidents” must be reported immediately (regardless of the time of their occurrence) to your direct Manager
 
Additional information on reporting and investigation of incidents along with notifiable incidents can be found in BBC OHS Practice Standards
Chemical Safety

 
Material Safety Data Sheets (MSDS) must be available for all hazardous substances used within the building.  A copy of these should be kept at each Work Station or at least the point of use

All Staff should attend hazardous substances training.  See OH&S training calendar for scheduled details
 
The storage of Dangerous/ Hazardous substances will comply with the organizational protocol, the relevant regulations and the manufacturer’s instructions

 
Personal protective equipment must be worn when required
 
Chemicals must be kept in bottles that are correctly labeled
 
Staff must be aware of the emergency responses required should an emergency arise

 
Spill kits must be used as required by the MSDS
 
Storage rooms and or cupboards containing chemicals must be locked when a staff member is not in attendance

Ergonomic Safety

 
Where staff spend the majority of time performing tasks in a seated position, an adjustable chair should be used
 
Footrests should be used where required to ensure correct seated posture
 
The VDU screen should be positioned to allow for the middle of the screen to be at eye level Regular eye, neck and shoulder exercises should be done every 20 minutes 

 
Where a large amount of data entry is carried out regularly, document holders should be used to allow for correct posture
 
The work environment will be arranged to allow for frequently used items to be within easy reach
Electrical Safety

 
Extension leads must only be used when no other alternatives are available
 
Double adapters should never be used
 
Switches, lights or any electrical equipment which is faulty must be put out of service, tagged out of order and reported immediately
 
All electrical equipment must be tested and tagged prior to use, including residents’ personal equipment
 
Do not handle electrical connections with wet hands or when standing on a damp floor

 
Do not use equipment with frayed cords or exposed wires, put out of use immediately, place out of order tag on it and report to maintenance
 
When cleaning electrical devices or instruments, look for signs of damage or deterioration

 
Set aside any unit in question and report it to your manager and Maintenance Officer / Contractor
Emergency Procedures

 
All staff must know where the emergency procedures are kept in addition to the emergency telephone number
 
All staff must be familiar with and able to verbalize emergency procedures
 
Staff must have active involvement in mock emergencies
 
Staff must be aware of where emergency equipment is kept and how to operate it
 
Staff must be aware of the location of emergency exits and methods of evacuation
Fire Protection

 
Staff must be aware of the location of extinguishers and type of extinguishers in place
 
All staff must attend fire extinguisher training annually
 
Staff must ensure that emergency exits are kept clear at all times
 
Staff must know how to use evacuation harnesses if applicable to their work area
 
Staff must be aware of the location of the fire hose reels and how to use these

 
Access to fire fighting equipment and emergency exits must never be obstructed
First Aid

 
First aid is available on most sites for all staff and contractors.  Nursing staff may attend to first aid as required in Aged care facilities

 
People requiring medical attention will be referred to their own Doctor.  In an emergency an ambulance should be called.

 
Infection Control

The infection control guidelines of the organisation must be followed at all times and can be found in the Infection Control procedure manual.
Manual Handling

Staff are expected to employ correct handling techniques at all times:

 
Plan the movement, access the task for risk
 
Position your feet correctly, at least shoulder width apart
 
Bend your knees, not your back

 
Get a safe, secure and comfortable grip on the object or persons you are moving
 
Assess the load (Is a second person required?)

 
Lift by tightening your leg muscles & using transference of weight
 
Lift the load smoothly and slowly

 
Keep the load close to your body

 
Avoid twisting

 
The Manual handling strategy for BBC is preferably not to lift heavy objects if this can be avoided
 
Moving a resident should be carried in accordance with their manual handling risk assessment found in their care plan
 
Staff must attend manual handling education annually

 
Lifting aids are available in all clinical areas, always utilise them
 
Manual handling hazards should be reported to the OHS Representative / Manager immediately

 
Oxygen Safety

Oxygen (O2) is a Hazardous substance and if handled, stored or used inappropriately, has the ability to cause injury to both person and property 

The following procedures must be followed by all staff at all times when their work involves the storage, transport and / or use of O2.

Oxygen Cylinders Should Be Secured At All Times

 
When not in use, cylinders must be stored and secured in the cylinder holders supplied, chained securely to the wall or held in the storage trolley
 
When in use, cylinders should be in the cylinder holders provided and securely attached to the bed ensuring the cylinder cannot fall from the holder
 
When being transported, the cylinder must be in the cylinder holder.  The holder should be held by the top handle, ensuring the cylinder is vertical
Oxygen Cylinders Must Be In The Off Position When Not In Use

 
When cylinders are in storage the valve must be in the “off” position
 
When cylinders are being transported (not in use), the valve must be in the “off” position
 

Occupational Health and Safety (General)

 
An OH&S Risk Management Manual is available for each facility / Service for all staff to refer.  This manual contains information on all aspects of OH&S and should be used as a resource by staff

 
A list of OH&S Committee members and OH&S Representatives can be found on the notice board in the Lunch room
 
A copy of the OH&S Policy and Return to Work (rehabilitation) Policy can also be found on this Notice board
Personal Protective Equipment (PPE)

  
PPE is a form of risk control which will only be employed if the risk cannot be controlled by any other means.  The provision and / or use of personal protective clothing & equipment should never be the first line of risk control
 
Gloves protect hands from cold or hot substances, contact with chemicals, contact with infectious substances, sharp or jagged objects.  Gloves should be close-fitting to ensure proper protection
  
Eye protection, goggles, should be worn when exposure to chemical splashes, infectious substance splashes, or flying objects is likely
  
Safety footwear is designed to protect you from crush injuries and contact with chemicals and must be worn in workshop areas.  Sensible footwear with low heels and non-slip soles should be worn by all Care persons, Catering, Housekeeping and Maintenance staff
 
Staff must be aware of instructions on MSDS regarding personal protective equipment and must follow them at all times when using chemicals

  
Hearing protection must be worn when noise exceeds 85 DbA and cannot be reduced by any other means
Storage

 
Store heavy and frequently-used items between the height of your shoulder and knee
  
Always use the ladder, steps etc. provided, to reach objects on the top shelf.  Boxes and shelves should never be used to climb on.  Any faults in equipment used should be reported and tagged immediately
 
When storing items, correct manual handling techniques must be employed
 
Items should never be stores close to lights or any other ignition source
 
The floor in the storage area must always be kept clear of hazards
 
Storage of Dangerous / Hazardous Goods will comply with the BBC protocol, the relevant Regulations and the manufacturers’ instructions
 Training
 
Staff will attend OH&S training as provided.  This is outlined on the OH&S training calendar

 
Staff will attend each of the following training sessions once per year:

· Fire safety

· Emergency procedures

· Manual handling / back care

· Chemical safety
Waste Disposal

 
Staff must be aware of the different modes of disposal for sharps, infectious and kitchen waste and dispose of it according to relevant protocols
 
Waste containers should never be overfilled
 
Sharps and infectious waste containers should not be accessible by children

Security

OHS issues related to security must be managed in the same way as all other hazards, that is. identify hazards related to security, assess the risk and control the risk according to the hierarchy of control.

 

Objective 
To provide a secure environment for the residents, service users, visitors, volunteers and Staff of BBC.


All staff, contractors, volunteers and students are to wear Identification at all times
 
The onus of securing personal items rests with the staff member
 
Managers will be responsible for the storage, disposal and release of organisational information
 
Residents & Service users are advised not to bring valuables or money into the organisation. However, valuables brought in will be secured by the Manager
 
All persons acting in a suspicious manner must be reported to the Manager or senior person on duty
Persons Responsible  
Security services have been contracted to provide security services to most sites. Members are on call and will respond immediately once contacted.

Manager
To ensure the procedure is established and appropriate design and equipment installed to enable the procedures to be effectively implemented. They will monitor compliance with these procedures and institute corrective action as appropriate 

 
All Employees
To share responsibility for security by following procedures and assisting in identifying security problems and reporting them to management on the Hazard Alert.

Control of Access to Buildings

Facilities will vary in accordance with their nature of business.

However in general:
1. 
Visitors must be signed in accordance with the emergency evacuation protocol for each facility.

2. 
Entrance to most facilities will be through a keypad or security system—all persons entering the buildings should do so through the front entrance or designated entry for their work. 

3. 
Regular checks of all building exits throughout the night are advised and usually patrolled by Security car services.

4. 
All staff are encouraged to lock all personal belongings in the staff cupboards / lockers provided.

5. 
Residents / Service users are encouraged to lock any items of value in a safe place in accordance with their accommodation, service provided.

Smoking Policy
 
Smoking is not permitted in any of the BBC buildings
 
Designated outdoor smoking areas in applicable BBC sites will be denoted by appropriately sign-posting

 
Permission for residents to smoke must be sought from Medical authority and documented in their care plan
 
The sale of tobacco products on BBC premises is generally prohibited

Orientation Checklist

This checklist must be completed in the first week of employment and signed off by your Manager.
	The Employee must be able to……
	Checked By
(Signature)
	Date

	State the location of fire extinguishers within the department
	
	

	State the location of emergency evacuation exit points
	
	

	State the location of the evacuation meeting point
	
	

	State the emergency phone number
	
	

	Locate the emergency procedures
	
	

	State basic emergency responses 
	
	

	Locate the OH&S Policy
	
	

	Locate the OH&S Manual
	
	

	Locate the OH&S Notice board
	
	

	Demonstrate use of  evacuation harness
	
	

	State the location of  Return To Work Policy 
	
	

	Demonstrate correct manual handling techniques 
	
	

	Locate and state uses of personal protective equipment
	
	

	State location of the staff incident forms 
	
	


Additional Notes
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