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	1.  Introduction
	Selection procedures are just one part of the total risk management strategy that focuses on hazard control through the working environment, equipment and work practices.

	2. Purpose
	Babcock & Brown Communities recognises that selection and induction procedures are important in establishing a good working relationship. Interviews on entry and exit may also provide a useful perspective on the OHS program, and indicate an employee’s willingness and ability to assimilate OHS knowledge, skills and behaviour.

	3. Scope
	This policy and procedure covers all full-time and part time employees. Agency staff and other temporary staff are covered in OHS 10.2.5Contractors and Temporary Staff.  

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


	5. Procedure / Application Step
	Managers
	Employees

	5.1  Selection
	Selection procedures shall ensure that staff employed will have the appropriate competencies and qualification for the position as well as the physical abilities related to the effective and safe performance of tasks by the position. (Persons may be required to submit a pre-employment health assessment) (review Police check)
	Prospective employees will be able to validate their appropriate competencies and qualification for the position.

All employees should be able to demonstrate the physical abilities related to the effective and safe performance of tasks related to their intended position / placement.

(Persons may be required to submit a pre-employment health assessment)

	5.2  Equal Employment Opportunities (EEO) compliance
	Will ensure that selection criteria complies with EEO and ant-discrimination legislation.
	Induction training shall be given to all permanent staff - see  10.2.4.2 Induction Checklist.

	5.3  “Buddy” system
	New employees shall be assigned a ‘buddy’ to help them become familiar with the new workplace, work practices, residents and service users.
	New employees, volunteers will work closely with their assigned ‘buddy’ to help them become familiar with the new workplace, work practices, residents and service users.

	5.4  Consultation
	Person in charge shall maintain ongoing contact with new employees and address any concerns.
	New employees must consult with their Site Manager / person in charge on any matters of concern throughout their engagement.

	5.5  Exit Interviews
	Feedback should be sought from the exit employee on any issues of concern, in particular the OHS program.  
	On terminating employment with BBC the employee should discuss any issues of outstanding OHS concerns during their exit interview.


	6.  Accountabilities 
	Managers / Supervisors
	Employees
	New Employee

	
	Managers and supervisors shall receive training on the legal requirements covering selection and induction procedures and the in-house procedures covering selection, induction and exit interviews.


	All employees, especially the ‘buddy’, shall be briefed on their role in facilitating the integration of a new employee into the work team.
	All new employees shall receive training covering the following areas.
· OHS consultation procedures 

· Key personnel

· OHS responsibilities

· Reporting hazards and incidents

· Maintenance procedures

· Employee amenities

· General OHS housekeeping

· General and task-specific hazard management principles

· Safe work procedures

· First aid and emergency procedures

· Location of emergency equipment

· Rehabilitation and return to work procedure


	7.  Training 


	Managers / Supervisors
	Employees
	New Employee

	
	Managers and supervisors shall receive training on the legal requirements covering selection and induction procedures and the in-house procedures covering selection, induction and exit interviews.


	All employees, especially the ‘buddy’, shall be briefed on their role in facilitating the integration of a new employee into the work team.
	All new employees shall receive training covering the following areas.
· OHS consultation procedures 

· Key personnel

· OHS responsibilities

· Reporting hazards and incidents

· Maintenance procedures

· Employee amenities

· General OHS housekeeping

· General and task-specific hazard management principles

· Safe work procedures

· First aid and emergency procedures

· Location of emergency equipment

· Rehabilitation and return to work procedure


	8.  Performance Indicators & Audit Records
	· Pre-placement Health assessments (if conducted) on prospective employee’s.

· Skills Registers - all employees are placed within jobs in accordance with their current qualifications.

Training records for both formal and informal Induction programs for all new employees.

	9.  Related Forms & Templates


	OHS 10.2.4.1
Employee Safety Rules Booklet

OHS 10.2.4.2
Induction Checklist – New employee / Agency / Students – Volunteers

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


	10.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	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 employee participation.



	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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