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	1.  Introduction
	To reduce hazards at their source, by not buying them into the Organisation, is the most cost effective way of ensuring a healthy and safe working environment.

	2.  Purpose
	This procedure covers the purchase, hire or lease of capital items as well as everyday materials in the pursuit of reducing hazards in the workplace through appropriate purchasing decisions incorporating OHS principles.

	3.  Scope
	OHS considerations should be included in the selection criteria when purchasing, hiring or leasing new equipment or purchasing substances, by any employee of Babcock & Brown Communities for use or application to BBC Facilities / Services. 

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


	5.  Procedure / Application Step
	Executive / Facility / Service Managers
	OHS Representative
	Employees

	5.1  Selection Process
	· Consider the potential impact on OHS prior to the purchase, hire or lease of any equipment or substances.  

· On-site trial’s of equipment may be necessary to fully assess the OHS impact of some equipment.
	· Ensure OHS requirements, based on appropriate legislation and standards are included in the purchasing specifications for all goods.  

· Employees and their representatives shall be consulted prior to the purchase, hire or lease of any new equipment or for purchasing substances which may affect their health and safety.
	· Actively participate in discussions regarding equipment purchases and OHS implications with OHS Representatives / Management.



	5.2  Selection criteria
	· Ensure there is provision of clear instructions and, where appropriate, training for safe use.

· No hazardous substances shall be purchased or brought on site unless a Material Safety Data Sheet (MSDS) has been obtained and procedures for safe use established and approved by the OHS Committee / Site General Staff meeting.  Where MSDS’s are not available, other sources of information shall be accessed to develop and document procedures for safe use

	5.3  Purchase  quality review
	On delivery, all goods will be checked to ensure they meet the stated specifications.

	5.4  Goods implementation within the workplace
	Ensure new equipment and substances are not used until information and training has been provided on its safe use.
	Monitor new product implementation for effectiveness and OHS evaluation if required.
	All employees will actively participate in training regarding new equipment / goods purchased by the organization prior their use within the workplace.

	5.5  Non Compliance report
	Where it is deemed there has been Non conformance to the above procedure by the Manufacturer and / or Distributor, each issue should be dealt with individually.
	Utilisation of the Issue resolution process is highly recommended in pursuing a positive outcome.
	


	6.  Accountabilities
	Managers / Person in charge
	OHS Representative(s)
	Employees

	
	· To ensure that the purchasing, hire and leasing procedures are established, supported and followed
	· To provide advice on the relevant OHS standards to be considered when developing purchasing criteria
· To liaise with relevant managers, supervisors and employees regarding aspects of purchasing, hire and leasing of equipment and substances that may impact on OHS
	· Participate in appropriate training for new equipment and substances and to not operate equipment or use any substance until they have received information and training on safe work procedures

	7.  Training
	Managers and Employees Responsible for Purchasing, Hiring or Leasing
	OHS Representatives & Committee Members & Employees.
	Contractors

	
	All employees responsible for purchasing shall be made aware of the legislated responsibilities of designers, importers and suppliers specific to BBC.
	All employees shall be briefed that they shall not use new equipment or substances without appropriate procedures and training. This briefing is initiated at time of induction to the organization.
	Contractors shall be briefed on the requirement to seek approval before bringing chemicals on site.


	8.  Performance Indicators & Audit records:


	· % of checklist compliance
· Completed copies of Pre Purchase Checklists including relevant supplier specifications and Purchase Orders.

· OHS Committee meeting minutes outlining pre-purchase checklist reviews

· Completed risk assessments for the purchase of new equipment / materials.
· Completed Product evaluation forms.


	9.  Related Forms &   Templates
	OHS 10.2.8.1
Pre – Purchase Checklists

OHS 10.2.8.2
Product Evaluation Form


	10.  Record Keeping
	All records must be kept for a period of 5 years


	11.  Legislation References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	OHS Act 2000 – Consultation Regulations

OHS Regulation (Manual handling) 2001

	Queensland
	Workplace Health & safety Act 1995

Workplace Health & safety Regulation 1997

	South Australia
	Occupational Health, Safety and Welfare Act, 1986

Occupational Health, Safety and Welfare Regulations 1995

	Western Australia
	Occupational Safety & Health Act 1984

Occupational Safety & Health Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & safety Regulations 1991

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

	National Australia
	National code of Practice for the prevention of MSD from performing manual handling tasks at work
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