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OHS Actions for 2006
	Outcomes/ targets
	Action 
	Responsibility
	Time frame

	OHS MANAGEMENT

OHS responsibilities are clearly defined and documented and all staff and students know what/when and how to fulfill their responsibilities
	1. School for Environmental Management

Distribute or provide access to Faculty or Division OHS Implementation Plan for all staff 
Incorporate OHS responsibilities into position descriptions, work plans, course notes

Incorporate OHS responsibilities into orientation for new staff

Clarify that staff are aware of their OHS responsibilities

Coordinate an OHS training session for supervisors

Distribute OHS web address to all staff http://www.cdu.edu.au/staffservices/hrd

2. School for Social and Policy Research
Distribute or provide access to Faculty or Division OHS Implementation Plan for all staff

Incorporate OHS responsibilities into position descriptions, work plans, course notes

Incorporate OHS responsibilities into orientation for new staff

3. Graduate School for Health Practice
Distribute or provide access to Faculty or Division OHS Implementation Plan for all staff

Incorporate OHS responsibilities into position descriptions, work plans, course notes

OHS induction for new staff

Updates on OHS issues (training, assessments etc)
	Director

SER OHS officer

SER OHS officer

Director

SER OHS officer

SER OHS officer

SER OHS officer

Director IAS

HOS & Supervisors

Supervisors

Director

Supervisor / Director

OH&S officer

OH&S officer
	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

(within 2 days of new employee’s induction)

	HAZARDS – GENERAL

Procedures are established to address hazards
	1. School for Environmental Management

Encourage staff and students to report hazards and take action to minimise risk (information on hazards is available from SHARM)

Ensure Hazard Report Forms are accessible to all work areas (forms can be accessed at the University website at http://www.cdu.edu.au/staffservices/hrdforms.html#4  

Conduct an annual workplace inspection (checklists are on the University web site at the following address - http://www.cdu.edu.au/staffservices/hrdforms.html#4
2. School for Social and Policy Research

Encourage staff and students to report hazards and take action to minimise risk

Ensure Hazard Report Forms are accessible to all work areas

Conduct an annual workplace inspection
3. Graduate School for Health Practice
Encourage staff and students to report hazards and take action to minimise risk

Ensure Hazard Report Forms are accessible to all work areas

Conduct an annual workplace inspection
	Director

SER OHS Officer

SER OHS Officer

SER OHS Officer

OHS Officer

OHS Officer

Manager SHARM

OH&S officer

OH&S officer

Manager SHARM
	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Annual

Ongoing

Ongoing

Annual

	HAZARDS – ERGONOMICS

Staff and students know about the risks associated with SBE use
	1. School for Environmental Management

Assessment and inventory

Brief new staff on using ergonomic furniture as appropriate

Distribute SBE Information to all staff (booklet can be downloaded at the University website at the following address - http://www.cdu.edu.au/staffservices/forms/Sbe%20Bklet.pdf)

Coordinate information session for staff
2. School for Social and Policy Research

Brief new staff on using ergonomic furniture as appropriate

Distribute SBE information to all staff

Coordinate information session for staff

3. Graduate School for Health Practice
Ensure staff have appropriate ergonomic furniture and brief on use
Distribute SBE information to staff

Coordinate information session on OHS for staff
	SER OHS Officer

SER OHS Officer

SER OHS Officer

SER OHS Officer

OHS Officer

HOS

OHS Officer in conjunction with SHARM

GSHP OH&S officer

GSHP OH&S officer

GSHP OH&S officer
	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing – quarterly staff meetings

	EMERGENCIES

Staff and students know how to signal an emergency and what to do if they hear an alarm


	1) School for Environmental Management

· Include emergency procedures in orientation information for new staff. 

· Emergency Procedures document is available at the University website at http://eagle.cdu.edu.au/ntu/apps/ntuinfo.nsf/WWWView/Policy_10
· Communicate availability of emergency procedure information to current and new staff and students

2) School for Social and Policy Research

Include emergency procedures in orientation information for new staff
3) Graduate School for Health Practice
Include emergency procedures in orientation for new staff

Maintain distribution of emergency procedures to all staff

	Fire Building Warden

SER OHS Officer

SER OHS Officer

OHS Officer

GSHP OH&S officer

GSHP OH&S officer
	Ongoing

Ongoing

Ongoing

Ongoing (within 1st week)


	Outcomes/ targets
	Action 
	Responsibility
	Time frame

	FIRST AID

First Aid is available as needed
	1. School for Environmental Management

Nominate First Aid Officers as required (refer First Aid procedures on the University website at http://eagle.cdu.edu.au/ntu/apps/ntuinfo.nsf/WWWView/Policy_9)

Post First Aid Sign with the names & location of first aid officers in all work areas

2. School for Social and Policy Research

Nominate First Aid Officers as required

Post First Aid Sign with the names and location of first aid officers in all work areas

3. Graduate School BH

Nominate First Aid Officers as required

Post First Aid sign and location of kit and officers

	SER OHS Officer

Building First Aid Warden

First Aid Warden

SER OHS Officer

HOS

OHS Officer

Director/HOS

GSHP OH&S officer
	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing, quarterly reminders

	SPECIFIC HAZARDS (delete those not applicable) 

High risk hazards and issues are identified and action is taken to minimise the risks


	1. School for Environmental Management

Manual handling

Ensure training is provided for staff

Revise work practices to minimise lifting and carrying

Include manual handling problems as an agenda item at regular meetings 

Hazardous substances/dangerous goods

Awareness and training is provided for staff and students

Procedures available on correct handling and disposal for all staff and students

Have and make readily available a manifest of chemicals kept in stores, laboratories and workshops 

Have and make available to staff and students Material Safety Data Sheets (MSDS) for all hazardous substances used

Store reactive chemicals separately

Label all decanted chemicals appropriately 

Conduct risk assessments on all hazardous substances used 

Incorporate safe work practices into curricula

Dispose of all hazardous substances appropriately 

Communicable diseases (sharps/needlesticks)

Identify staff and students at risk and ensure provision of information on immunisation, safe work practices and accident response (Communicable Diseases procedures and information on best practice to be developed and placed on the web site)

Incorporate information on immunisation and safe work practices into curricula

Provide sharps waste disposal containers and dispose of containers appropriately 

Laboratory/workshop safety

Provide relevant Hazard Information and signage outside all laboratories and workshops  

Conduct six monthly workplace inspections (see checklists on the University web site at http://www.cdu.edu.au/staffservices/hrdforms.html#4)

Document safe work practices for all high risk activities

Ensure provision of information and/or training on safe work practices for staff  

Incorporate information on safe work practices into curricula 

Post requirements for personal protective equipment on or near all plant and equipment

Biological safety

Document safe work practices for all high risk activities 

Identify staff and students undertaking these activities and provide information on safe work practices

Incorporate information on safe work practices into curricula 

Post requirements for personal protective equipment near all relevant equipment/ work areas

Dispose of biological waste according to the legal requirements 
Plant/equipment safety

Assess the relevant OHS requirements for use of equipment and machinery (including the environment where it is to be used) before purchasing (A purchasing process is being developed)

Document safe work practices for all plant and equipment

Ensure provision of information and training to staff and students using equipment or plant 

Ensure all equipment regularly inspected and maintained to the manufacturers specification. 
Ensure there is a manifest of all machinery and equipment, including a log of inspection and maintenance activities. 
Field Work Protocol

risk assessment of staff and student projects

Vehicle use

ensure appropriate training is made available 

Communication of responsibilities

Procedures for field work

Field Store

Assessment and inventory

Administration storage facility

Assessment and inventory

Firearms
Appropriate lockable storage areas
Procedures for storage and use
Authorised person to hold key and maintain log

Communication of procedure and responsibility

2. School for Social and Policy Research

Manual Handling
Ensure training is provided for staff

Revise work practices to minimise lifting and carrying

Include manual handling problems as an agenda item at regular meetings

3. Graduate School for Health Practice
Ensure training is provided for staff

Revise work practices to minimise lifting and carrying

Include manual handling problems as an agenda item at regular meetings


	SER OHS Officer

Supervisors

SER OHS Officer

Supervisor

SER OHS Officer

Supervisors

SER OHS Officer

Supervisor

SER OHS Officer

Supervisor

SER OHS Officer

Supervisor

SER OHS Officer

Supervisor

SER OHS Officer

Supervisor

SER OHS Officer

SER OHS Officer

CDU Corporate Gun license holder

SHARM

OHS Officer

Individuals and Supervisors

OHS Officer/Meeting Secretary

SHARM

Individuals, GSHP OH&S officer, Supervisors
	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Annual 

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing


