stColumba’s
College

OCCUPATIONAL HEALTH AND SAFETY POLICY

Introduction

St Columba’s College is a Mary Aikenhead Ministries College in the tradition of the Sisters of
Charity. We are called to develop in each member of our community a contemporary understanding
and application of the charism of Venerable Mary Aikenhead and the spirituality of the Sisters of
Charity, and the Mary Aikenhead Ministries’ mission, vision and values of justice, love, compassion

and hope.

Purpose and Objectives

Provide a safe and healthy workplace to staff, students, visitors, contractors and volunteers and
protect and promote positive emotional wellbeing and physical health and wellbeing at work as
part of our standard OHS practice.

Scope

This policy and procedures apply to all Board Members, staff, students, visitors, volunteers and
contractors at the College.

Responsibilities
Board Members

The College must provide Board members with sufficient information for it to exercise due
diligence to ensure that the College complies with OHS laws.

Each Board Member must:
e acquire and maintain up-to-date knowledge of OHS matters

e understand the nature of the College’s operations and the safety hazards and risks associated
with these operations

e ensure that the College has appropriate resources and processes to eliminate or minimise risks
to health and safety from work carried out within the College

e ensure that the College has appropriate processes for receiving and considering information
regarding incidents, hazards and risks and respond in a timely way to that information

e ensure that the College has and implements processes for complying with its OHS duties and
obligations

e verify the provision and use of the resources that have been allocated to the management of
health and safety within the College.

*Board Members in this policy will include — Board Members, members of Board Committees, the
College Principal, the Company Secretary and the Minute Secretary.
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Principal and Leadership Team

e be actively involved in, responsible and accountable for maintaining a workplace that is safe
and without risk to health

e implement health and safety policies and procedures
e undertake training so that they are aware of their OHS obligations and responsibilities
e provide necessary supervision with regard to staff, volunteer and contractor health and safety

e ensure that there are Wardens, First Aiders and Health & Safety Representatives, who are
appropriately trained

e delegate responsibilities (where applicable) to relevant staff eg Occupational Health and Safety
(OHS) to the Business Manager and Psychosocial Hazards to the Human Resources Manager.

Staff

e observe and practise health and safety procedures and co-operate to achieve a workplace that
promotes health, safety and wellbeing

e take reasonable care for their own health and safety and that of their colleagues
e undertake training so that they are aware of OHS obligations and responsibilities

o for expanded staff responsibilities refer to the Implementation Guidelines.

Policy

St Columba’s College is committed to the wellbeing, safety and health of all its Board Members,
staff, students, visitors, volunteers and contractors through the provision of a safe workplace.

Principles

Occupational Health and Safety (OHS) is an integral part of all operations at the College and St
Columba’s regards its OHS responsibilities with the utmost importance. The College values its
people and recognises that health and safety is integral to achieving a high level of educational and
work performance outcomes and as such will comply with all relevant Acts and Regulations to
ensure the workplace is safe and will take action to improve and promote Occupational Health and
Safety to prevent workplace injuries and illnesses.

Strategies
In the promotion of a safe workplace, the College will:
e consult with staff on OHS issues, decisions and changes that affect their workplace

e identify and reduce OHS risks through a documented process of hazard identification,
assessment, implementation and review of controls

e comply with relevant legislation and guidelines relating to OHS

e provide a clear statement of OHS accountabilities and responsibilities for personnel across the
College via the Staff Learning Management System OHS module

e maintain, monitor and review the College’s OHS Risk Register, to ensure it is consistent with
the nature and risk profile of its operations

e actively support the physical and psychological wellbeing of staff by providing access to
specialist OHS advice and services, where appropriate

e monitor, report and respond to OHS performance outcomes to drive continuous improvement

e allocate adequate resources to maintain a healthy, safe and supportive workplace environment
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e provide appropriate OHS information, training and supervision to all staff and other relevant
parties in order to provide a safe and supportive workplace and to meet the College’s
legislative obligations

e report and investigate incidents/hazards, where appropriate, (please refer to the OHS Issues
Resolution Procedures) and act to prevent re-occurrence.

¢ In the promotion of a safe workplace, Board members, staff, students, visitors, volunteers and
contractors are required to:

o take reasonable care for their own OHS and act in a manner that does not put others at
risk
o actively contribute to identifying, reporting and reducing OHS hazards and risks

o cooperate with the College on OHS matters and actively participate in consultation and
training as deemed appropriate by the College.

Related Policies and Procedures

e St Columba’s College — Staff Handbook OH&S Committee — Terms of Reference
e St Columba’s College — Staff Anti Bullying Policy and Dispute Resolution Procedures

e St Columba’s College — Equal Employment Opportunity, Discrimination and Harassment Policy
e St Columba's College - First Aid and Students Health Procedures Manual

References

e Victorian Occupational Health and Safety Act 2004
e WorkSafe Victoria 2017 — OHS in Schools: A Practical Guide for School Leaders

POLICY HISTORY AND SCHEDULE

Date of Approval: October 2024
Approval Authority: College Board
Delegated Contact Person: College Principal
Next Review Date: October 2026
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https://docs.google.com/document/d/1p_INNuZrVcvZh6zYBGVallVhvrklKXY4t2CF0T_8yLs/edit#heading=h.97ndsd50wi77
https://drive.google.com/file/d/1HTgmcNWetXOcW0lYmtWYH3w4ks7AEX3C/view?usp=drive_link
https://drive.google.com/file/d/1IjaNGVBkq-DigQAHbrgHsnvwJFzopuHD/view?usp=drive_link
https://drive.google.com/file/d/1wL9c84b-itHauu8-qUfo5QHY6CaO52R0/view?usp=drive_link
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/036
https://www.worksafe.vic.gov.au/resources/occupational-health-and-safety-ohs-schools-practical-guide-school-leaders

OCCUPATIONAL HEALTH AND SAFETY
IMPLEMENTATION GUIDELINES

Implementation
OHS Consultation and Communication

The College is committed to maintaining an effective OHS Committee to ensure information is
regularly communicated, and staff are consulted on issues and allowed to contribute to decisions
that may impact on their health and safety. The terms of reference, membership and guidelines for
action are provided in the Staff Handbook.

OHS Induction and Training

Training starts at induction when an employee or contractor commences work. The provision of
adequate information, instruction and training in a structured and timely manner will ensure staff
and contractors understand their health and safety obligations and that they are competent to
perform tasks associated with their roles safely.

OHS Hazard Management

OHS hazard management requires the College to take suitable action in all situations in which a
reasonable person could foresee a risk that may cause a hazard in the workplace.

In order to successfully manage OHS hazards the College will:
e identify health and safety hazards

e assess any risks associated with them

e control the hazard

e regularly review controls to ensure they remain effective.

OHS Risk Management

The College will ensure OHS hazards in the workplace are routinely identified, in consultation with
relevant persons, including reviewing existing OHS hazards and new hazards that may be
introduced when work practices, substances or premises change. These will be recorded on the
College’s "'OHS Hazard Register’.

OHS Purchasing Controls

To ensure that “new” risks are not brought into the workplace, the College must make certain that
any new equipment, plant, chemicals or products are safe at the point of purchase. Any risks
associated with new equipment, plant, chemicals or products must be understood and controlled
before they are introduced into the workplace. This responsibility is shared in conjunction with the
Learning Area Leaders and the Business Manager.

Contractors Working Onsite

Contractors must comply with the College’s OHS policies and procedures as a part of their contract
and complete the required Risk Management documentation prior to beginning works and are
required to report any hazards or accidents.

In order to meet our obligations under Ministerial Order 1359 - Child Safety Standards, contractors
need to check in via the iPad in the Maintenance Office. They will need to upload a current Working
with Children Check and read and acknowledge the Child Safe Code of Conduct and the OHS
Policy.
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Visitors and Volunteers

Onsite visitors and volunteers must comply with the College’s OHS policies and procedures taking
reasonable steps to keep themselves and others safe. Upon signing-in to the “Visitor's Register”
via the kiosk at Front Reception all visitors to the College will need to read and acknowledge the
Child Safe Code of Conduct and the OHS Policy.

As there is more than one category of volunteer, please see Appendix Two - Compliance
Procedures for Volunteers/Procurement of External Services for Child Safety requirements, for
specific compliance requirements.

Reporting an Injury, Incident or Hazard

All incidents, injuries or hazards which occur whilst a person is engaged in an activity approved by
the College must be recorded. When lodged, the reports go to the Business Manager or Principal
for appropriate action or follow up.

Staff Responsibilities

As a staff member (Leadership Team, teachers, school officers and volunteers) you must:

e take reasonable care for the health and safety of co-workers and ensure that your actions do
not put your co-workers at risk

e take reasonable care for your own health and safety

¢ use and maintain equipment properly

e ensure that your work area is free of hazards

e cooperate with the College in anything that you are required to do in order to ensure a safe
workplace including:

notifying your supervisor of actual and potential hazards

wearing or using prescribed safety equipment

carrying out work in a safe manner

following health and safety instructions

taking notice of signs

adhering to speed limits

participating in safety training.

O 0O O 0O O O O

As a worker you must NOT:

e intentionally or recklessly interfere with or misuse anything provided in the interests of health,
safety and welfare

e move or deface signs

e tamper with warning alarms

e remove machine guards

e ‘skylark’ and/or play jokes that may put the health and safety of others at risk
e behave in a way that results in risk to others

e intentionally hinder or obstruct the giving or receiving of any form of aid when a person is
injured at work.

Report a Safety Hazard
Staff who identify a safety hazard can report this via the Incident/Accident/Report a Safety Hazard

form on SEQTA. Please see Appendix One — OHS Issues Resolution Procedures.

OHS Committee

The following staff have been appointed to provide a clear communication channel for staff wishing
to provide input into/feedback with respect to our OHS Program and Injury Management and
Return-to-Work Program:
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e Business Manager .
¢ Human Resources Manager J
e Facilities Manager .
e Performing Arts Administrator .
e Sports Administrator .
e Science Representative .

Health & Safety Representative
Risk & Compliance Officer

College Nurse

Visual Arts Representative
Administration Staff Representative

IT Representative

All staff are able to report a safety hazard via the Incident/Accident/Report a Safety Hazard Form

on SEQTA.
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Appendix One

OHS Issues Resolution Procedures

OHS Issues Resolution Process

Register potential issue via
SEQTA / Forms / incident [
Accident / Report a Safety
Hazard Form

Discussion with
Business
Manager and
Risk and
Compliance
Officer
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Appendix Two

Compliance Procedures for Volunteers/Procurement of External Services

1. Volunteers/External Services (One-off or Limited Activities)

Appointments eg Mock interviews, Visitors on St Columba’s Day

a)

b)

c)

d)

Sight WWCC/VIT card

Name and details added to the WWCC list by the Risk and Compliance Officer (noting the
date of event)

Risk & Compliance Officer ensures and records completion of the following - Child Safe
Policy and the Code of Conduct are read and acknowledged.

Event organiser to advise all attendees re safety, emergency evacuation procedures.

2. Volunteers (Extended and Limited Use)
Appointments

Appropriateness of Volunteer appointment to be considered by a member of the
Leadership Team

Sight WWCC card
Name and details added to the WWCC list by the Risk and Compliance Officer

Risk & Compliance Officer ensures all appropriate modules (referring to the Policy and
Module Allocation for Staff and Others sheet) are completed prior to any volunteer work
commencing:

¢ Upload Working with Children Check Card

e Child Safe Policy and Child Safe Code of Conduct Acknowledgement
e STC Child Safety Courses

e Protecting Children - Mandatory Reporting (MARAM)

e OHS Policy

e Privacy Policy

Volunteers to be under the direction of a staff member.
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