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	General Information

	Introduction
	All employers are required to have a system in place to control the Occupational Health and Safety (OHS) risks/hazards to all persons affected by the organisation's activities, products or services. The Occupational Health and Safety Management System (OHSMS) is a documented management plan which allows the University to not only control the OHS risks/hazards but also to verify its compliance with legislation.

This management plan for occupational health and safety is based on the Australian and New Zealand Standard (AS/NZS) 4804 Occupational Health and Safety Management Systems – General Guidelines on Principles, Systems and Supporting Techniques and on current best practice principles.

The OHSMS has been developed specifically for the University.  The University's OHSMS is a ten element structured plan that provides mechanisms for management to address the organisation's need for a detailed program for all health and safety requirements.

The system ensures that:

· there is management commitment

· competent persons undertake the risk management process

· control measures are determined through the hierarchy of controls

· there are documented requirements, processes and guidelines

· there is compliance with Northern Territory OHS legislation, relevant Australian Standards and Codes of Practice

· opportunity for input from all staff

· there is appropriate supervision and control of risks

· relevant data and information is collected and reported

· there is a process for review

This document should be read in conjunction with the University's Occupational Health and Safety Procedures and Guidelines, which provide specific requirements for dealing with the management of health and safety at the University. These documents are available on the intranet.


	OHSMS - Ten Element Structured Plan

	Element 1 
Commitment and Process
	Commitment and Process addresses the commitment needed by the University’s executive, managers and employees to ensure that all who enter, work or study at University workplaces are not subjected to the risk of injury/illness. Health and safety is the responsibility of all staff and this section outlines the responsibilities and accountabilities of individuals, the management of OH&S, consultation and communication including workplace health and safety committees and the review of practices and OH&S planning.

	Element 2 
Planning
	This element details the planning for achieving OH&S targets for each year. This includes the Self Inspection and Implementation Action plans proposed by individual cost-centres. The plans are reviewed by the University Health and Safety Group and the Manager Health, Safety and Environment (HSE).

	Element 3 
Training and Competency
	Training and Competency looks at the training environment and provides a guide to the University on minimum requirements for orientation and or induction training. This section details some of the skills and competencies University employees should have and provides a basic training needs identifier, analysis and evaluation tools. Training is essential to ensure appropriate competencies to meet the OH&S objectives. 

	Element 4 
Contingency Preparedness and Response
	Contingency Preparedness and Response is concerned with emergency management including fire and bomb threat evacuation processes, cyclone, earthquake, chemical spills, civil and medical emergencies.

	Element 5 
Management of Workplace Health and Safety Risks
	This element provides the University with a hazard management program that enables the identification of hazards, risk assessment and control. It also addresses task analysis for the purpose of development of standard operating or working processes.

	Element 6 
Legal Requirements – Reporting and Recording
	This element addresses the legal requirements of reporting and recording. This includes the requirement to report and record accidents/incidents, hazards, audits and inspections and other regulatory requirements of both local and federal legislation.

	Element 7 
Injury / Disease Management
	This element formalises the University Injury management program and addresses the workers’ compensation, rehabilitation and return to work program

	Element 8 
Purchasing and Supply of Goods
	This element addresses purchasing from an occupational health and safety viewpoint paying particular attention to hazardous substances, equipment, training requirements, specifications and document control.

	Element 9 
Management of Contractors
	Management of Contractors specifically addresses the management of contractors to ensure the health and safety of University employees. This section looks at contract specifications and tender evaluation, communication by the University of its expectations of contractors, contract supervision and performance management, and preferred contractors.

	Element 10 
Review and Improvement
	Element 10 details the review and improvement processes of the Occupational Health and Safety Management System.




	Element 1 – Commitment and Policy

	Concept
	Senior Management of the University recognises its "Duty of Care" to provide a healthy and safe workplace for all employees, students and visitors to the University. Senior management also recognises that it needs to demonstrate its commitment to, and its systematic management of, workplace health and safety. Senior management must lead the way to gain the commitment of employees at all levels to develop a dynamic organisational safety culture and to implement and maintain the University occupational health and safety programs.

	Scope
	This element includes:

· the University Occupational Health and Safety Policy.

· Health and Safety Responsibilities and Accountabilities of all University employees.

· management of OH&S performance and

· communication and consultation on occupational health and safety issues.

	Occupational Health and Safety Policy
	The OH&S Policy can be found in the on the University intranet. The policy is signed and dated by the Vice-Chancellor and is to be prominently displayed in all University workplaces to promote an awareness of the University's commitment to health and safety workplaces.

The policy will be reviewed regularly to ensure its currency and relevance to the University along with all other occupational health and safety management system (OHSMS) documentation. All documentation will have reference to review requirements.

	Responsibility
	An OH&S management system will not work without the commitment of the entire organisation to its implementation and its integration with other management systems. To achieve this commitment, and to meet legislative requirements, all employees have OH&S responsibilities and will be held accountable for OH&S performance.

Senior Managers

The Vice-Chancellor is ultimately responsible for health and safety on all University campuses. This responsibility is delegated through senior management, the University Health and Safety Group and the Manager Health, Safety and Environment (HSE). The Manager is responsible for the development of and advice for implementation and maintenance of OH&S programs. It is the responsibility of each senior manager to ensure that this management system performs to expectations in their areas of responsibility and to ensure that adequate resources for the programs are allocated and maintained.

Senior management is responsible for the effective implementation of this OH&S management system and performance.  Further, senior management will take appropriate and effective action to provide and maintain safe and healthy working conditions for all employees and will also take an active role in the review and continued improvement of OH&S performance at University workplaces.

Line Managers

The day to day management of workplace health and safety is the responsibility of line managers and supervisors. To fulfil their responsibilities managers and supervisors are required to ensure that workplaces under their control are safe and healthy places in which to work. They must also ensure that staff under their control work in a manner that will not place their health and safety, or that of any other person, in jeopardy. 

	Element 1 – Commitment and Policy cont…

	Responsibility cont…
	Line Managers

To achieve this, managers must ensure that safe/standard work processes and practices are well documented and followed by staff under their control. Line Managers and supervisors must be active in ensuring all necessary information and training in relation to tasks to be undertaken is provided to employees. Training can be organized through the People Management and Development (PMD) Division and include regular in-service programs.  It is also the responsibility of managers and supervisors to ensure that the University Accident, Incident and Hazard Report Forms are filled out by staff when required and are investigated and followed up within the specified time frames.
Employees

All University employees are required to work in a manner that is safe and will not jeopardise their health and safety or the health and safety of other employees, students, visitors, etc.

To meet this responsibility, University employees will need to follow all lawful and reasonable instructions given by a supervisor or manager. This will include attendance at training sessions, following safe work practices and processes and wearing personal protective equipment where it is determined such equipment is required. Employees should also maintain a level of health and fitness necessary to undertake the tasks of their position.

Employees are also required to report immediately accidents/incidents, hazards or personal injury/illness that may affect their ability to perform their work safely or affect the health of others.

	Accountability
	While ultimate accountability for OH&S rests with the Chief Executive Officer (the Vice-Chancellor) of the University, all University employees may be held accountable for their actions. Senior managers are accountable to the Vice-Chancellor for health and safety in their areas of responsibility. Similarly line managers and supervisors are accountable to senior managers for health and safety in areas that they control.  Employees at all levels are accountable to their manager or supervisor.

In general terms, the level of accountability is commensurate with the level of authority. However, it must be remembered that while responsibility may be delegated, accountability cannot.

	Management of OH&S Performance
	The management of OH&S is the responsibility of all University employees. Hence accountability for performance must be within the scope of an employee’s responsibility. Senior management will therefore ensure that responsibility and accountability for OH&S within the University is included on all position profiles. Individual performance assessments should include safety management. OH&S performance should include measurement in terms of program implementation, review of systems of work and improvements made to processes and the workplace in general.

	Management Meetings
	Effective communication and consultation on OH&S and other issues can be achieved by providing opportunities for staff to have input into their management. To provide opportunities for discussion of issues senior managers will ensure OH&S can be placed on the agenda of any management meeting. The Minutes of the meetings should show all issues raised and any action taken. These Minutes must be kept for a minimum of two years, as they may be required for safety and quality audit purposes or for investigation of hazards, accidents or incidents. All employees should be encouraged to raise and discuss issues at meetings. The relevant action may be to place the issue on the agenda of the OH&S Committee meeting for appropriate action.

	Element 1 – Commitment and Policy cont…

	OH&S Committees 
	Senior management will ensure that a health and safety consultation framework is in place in line with the requirements of the Workplace Health and Safety Act.  The University's health safety and environment consultation framework consists of Workplace advisory Groups (WAGs) representative of all areas and campuses of the University reporting to the University Health and Safety Group (UHSG).  All WAGs are represented on this senior group. In addition sub groups may be formed under WAGs representing individual cost centres at the discretion of the cost centre manager. All health and safety issues where possible should be dealt at the lowest level, in the first instance that is by supervisors and managers. If this is not possible the issue can then passed to the next level of management, the workplace advisory group, or direct to HSE.  

	Element 2 – Planning

	Concept
	This element details the planning for OHS Management at the University. Planning is an essential element for any OHSMS and projects the direction and schedule for OHS management as well as the key performance indicators.

	Scope
	The University will develop an annual plan for OH&S based on the implementation requirements of the OH&S Management System, key data from reports from OH&S advisory groups, accident, incident and hazard reporting and inspections and audits.  Individual cost centres will develop action plans for their individual workplaces and review progress throughout the reporting period.

	Annual Plan
	The annual plan should include key performance indicators (KPI) and review dates.  These KPI should reflect the mission and goals of the University Strategic Plans.  The annual plan should be reviewed by the University Health and Safety Group, in terms of progress made against KPIs, annually.
The University 's Health and Safety Group with the Manager HSE as advisor will provide a plan to ensure that suitably competent personnel identify, assess, control and review health and safety hazards associated with the risk of the operations performed by the University.

The plan will include a review of health and safety data to identify and prioritise action required for:

· processes/operations with high risk

· a process for workplace self inspections

· individual cost centre priority action plans for the current year

· random inspections of workplaces by Manager HSE

· audit of workplaces by Manager HSE

· training requirements for staff

	Workplace Self Inspection
	Each cost-centre will be required to undertake an annual self-inspection program.  Checklists will be used by the manager or their delegate to undertake a walkthrough inspection of the workplace. Suitable competent staff will undertake the inspection, noting any potentially hazardous or unsafe conditions or processes and propose action that will be taken. The plan will include prioritisation of these hazards, based on sound risk management principles (refer to Element 5).

Completed self-inspection checklists will be provided to the cost-centre's OH&S advisory group to assist in developing the annual OHS action plan and follow-up action where necessary.


	Element 2 – Planning cont…

	Workplace Self Inspection cont…
	Copies of all self-inspection checklists and reports shall be kept for audit purposes. Records that demonstrate hazards or unsafe conditions have been rectified must also be kept.  The University Health and Safety Group through the Manager HSE will be provided with the proposed action plans for comment and inclusion in the University OH&S Annual Plan.

	Annual Audit of University Workplaces
	An accredited OH&S auditor (Manager HSE) will audit all University workplaces at least once every two years. The purpose of the audit is to check implementation of the management system and that each element is being properly managed.

Requirements and processes relating to OH&S that have been adopted by the University will also be audited to ensure their implementation and maintenance.  Audit reports will be provided to the University Health and Safety Group.  Individual audit reports for cost-centres will be provided to the relevant managers for follow up action.

	Quality of OH&S
	The University planning should include as a long-term goal, accreditation for its management of OHS through compliance with the criteria developed for best practice by organisational tools such as SafetyMAP.

All goals developed should be achievable and benefit the University, and where possible should be costed in terms of resource value and expected savings.

	Element 3 – Training and Competency

	Concept
	The University recognises that all employees require training in the tasks that they are required to perform (Workplace Health and Safety (OH&S) Regulation 43), the risks associated with these tasks, in the safe systems of work that have been adopted and their responsibilities for Duty of Care.

	Scope
	This element includes:

· the University workplace induction process.

· development of skills and competencies.

· staff training needs analysis.

· evaluation of training programs.

· the maintenance of training records.

	Induction
	The University has an on-line induction system which includes pre-arrival, first day, first week and first month requirements. On arrival new employees are booked into the relevant mandatory training courses including OHS. In the first week supervisors have a responsibility to make new employees aware of issues such as specific work requirements, hazards, mandatory requirements (for instance the wearing of PPE), the consultation framework, other safe systems of work and emergency procedures. 

Specific Training:

HSE offers provides a training schedule each semester of relevant workshops and training appropriate to the risks of University workplaces. Booking for training is on-line.

	Skills and Competencies
	Many tasks will require specific skills and competencies to be safely completed.  These tasks must be identified by managers and supervisors and the relevant skills and competencies recorded. All staff required to undertake these tasks must have their ability to complete the tasks safely assessed by a competent person before permission is given to undertake them.


	Element 3 – Training and Competency cont…

	Training Needs Analysis
	A training needs analysis should be conducted to identify OH&S and specific training required by individual employees and by groups of employees. The purpose of this analysis is to ensure that staff are able to meet acceptable and safe performance levels. Identified training may be reactive and follow the identification of weaknesses or barriers that prevent the achievement of set targets or objectives. It may be determined through a needs analysis that individual or groups of employees require training in order to handle planned changes in the workplace.

A training needs analysis may include formal or informal discussions with employees, observation of employees at work, and analysis of critical incidents, the university risk register, accidents or breakdowns.

	Evaluation of Training
	Individual and group training should be evaluated to ensure that the training meets employee needs and that the training also meets the goals and objectives set by the University. 

After each training session provided by HSE an evaluation form should be completed by attendees. These evaluations are reviewed by the Manager HSE, the provider, and as required with cost centre managers.

	Maintenance of Training Records
	Managers and supervisors will keep records of all training organised and conducted for employees. These records should include induction training, task specific training, staff development training, training needs analysis, and all evaluations of training. The Manager HSE will keep records of OH&S training provided to employees.

These records may be required when auditing the University OH&S management system or for investigation of individual accidents/injuries.

	Element 4 –Contingency Preparedness and Response (Emergency Management)

	Concept
	Regulation 43 of the Workplace Health and Safety (OH&S) Regulations require appropriate and effective information, instruction and training to be able to work without risk to their own or the health and safety of others at the workplace. This includes safe systems of work that have been adopted for their workplace and for this element includes emergency processes for risks associated with their workplace and that of the University workplaces in general.

	Scope
	This element includes:

· the development of processes for fire, medical and other emergencies.

· the development of emergency evacuation processes.

	Fire, Medical and Other Emergencies
	The University has developed an Emergency Management Plan. This plan includes generic processes for foreseeable risks such as fire, bomb threat, flood, cyclone, and medical emergencies for all structures used by its employees and students. These processes must be implemented for each workplace and regular drills and review of processes must be carried out.

In a major emergency the University has a structured group of people (Emergency Management Group) which takes command in the declaration of an emergency in a building, area or campus pending the arrival of the fire brigade or other emergency service. 

The role of this group includes:

· drafting implementation and continual review of the University Emergency Management Plan
· Develop and implement procedures for conduct of emergency evacuation exercises and review the effectiveness of the exercises


	Element 4 –Contingency Preparedness and Response (Emergency Management) cont…

	Fire, Medical and Other Emergencies cont…
	· effective and timely control of response operations;

· assessment of emergencies for priority response action;

· collection and dissemination of information;

· effective and timely use of resources; and

· continual review of operations.

Managers are to ensure there are emergency plans for each building/area and these plans will include :

· details of emergency staff

· role of emergency staff;

· action by staff;

· alarm systems;

· emergency communications;

· evacuation procedures; and

· continuation of core services; 

Post-emergency processes will include:

· action after cessation of the emergency

· clean-up of the site where necessary;

· peer support and debriefing processes;

· post emergency reporting; and

· review and revision of the emergency plan.

Building emergency plans will include provision of training of staff in the processes to be followed.

	Emergency Evacuation Processes
	The University will develop and regularly review evacuation processes for all buildings on all campuses.  

	Element 5 – Management of Workplace Health and Safety Risks

	Concept
	Under Regulation 38 of the Workplace Health and Safety (OH&S) Regulations the University is required to ensure that appropriate measures are taken to identify, assess and control all risks to the health and safety of staff and others at the workplace. This element outlines the system the University has implemented to ensure that hazards are identified and documents the risk assessment process.

	Scope
	This element includes:

· hazard identification.

· risk Assessment.

· control of Risks.

The University will identify a process to facilitate the identification of all hazards that may affect the health and safety of employees in its workplaces. The risk assessment process will identify the level of risk and provide guidance to managers and supervisors for determination of the level of risk and any controls that are required.


	Element 5 – Management of Workplace Health and Safety Risks cont…

	Hazard Identification
	The identification of hazards in the workplace involves consideration of the situations, events or circumstances that may cause injury, illness or damage to property.  Identification includes the type of injury, illness or damage possible, the way in which work is organised and managed, and the tools and equipment being used.

The tools used in the process of hazard identification include:

· ensuring all staff are aware of their OH&S responsibilities, including reporting and recording processes

· consultation by managers and supervisors with employees who undertake the tasks;

· regular inspection of the work environment;

· investigation of accident/incident records to highlight potential sources of harm;

· specialist advice from the HSE Manager in respect of task analysis, formal and informal hazard analysis, and advice relating to management of health and safety issues;

· appropriate health and safety training

· regular auditing, inspection, reporting and review of the system by the

· HSE Manager;

· job safety analysis

	Risk Assessment
	When a hazard has been identified the risk associated with the hazard must be determined. There are three components of risk that must be considered. These are:

· consequence, the severity of the outcome;

· exposure, the frequency and length of time that persons are subjected to the hazard; and

· probability, the likelihood of an occurrence.
Risk assessment processes for determining levels of risk are detailed in the University’s Risk management Guidelines.

	Risk Control
	Control of the risk is the action taken by managers and staff to eliminate or minimise the risks that may arise as a result of the activities of the University, its employees and others who work in the University’s workplaces.

Where necessary environmental, personal and biological testing, and monitoring for specific hazards may be required. Processes will be put in place to ensure appropriate action is taken where the results do not conform to relevant exposure standards or limits.

Controls will be reviewed regularly.

	Job Safety Analysis
	Job safety analysis (JSA) will be undertaken as a minimum on medium to high risk tasks performed at the University. The purpose of the JSA is to ensure the employee undertaking the tasks is able to do so with the minimum of risk to health and safety.

Each JSA will be undertaken using risk management principles and all findings will be documented along with the procedure and kept for reference by new employees, supervisors, etc., and for audit purposes. 

JSA should be reviewed at least once every 2 years and when an accident or incident occurs.


	Element 6 – Legal Requirements: Reporting and Recording

	Concept
	Well developed reporting and recording processes assist in the identification of hazards and the control of associated risks. These processes also assist the University to meet its legislative responsibilities in relation to the reporting of certain accidents and incidents.

	Scope
	This element includes:

· the recording of accidents, incidents that may have caused serious injury and workplace hazards that individual employees, either by their own actions or the actions of their supervisor, were not able to control.

· the recording of all hazard identification, risk assessments and control

· implementation, their review and any improvements made.

· the recording of all OH&S related training and information provided. These training records will include employee training in safe working processes, use and maintenance of personal protective equipment, emergency evacuation, use of fire extinguishers etc.

	Accident, Incident and Hazard Reporting
	The University will ensure that accident and incident reporting and recording processes are put into place. These processes will:

· require all employees to report accidents and workplace related illness on a standard report form available on the HSE website.

· request all employees to report incidents or near misses on a hazard report form available on the HSE website

· ensure all workplace accidents are reported to and investigated by the supervisor. The supervisor is to provide recommendations for resolution and provide to HSE for further investigation as necessary and recording. A copy should also be provided to the local WAG.

Ensure that the University is able to meet all legislative reporting requirements.

	Records of Training, Information, Risk Assessment, Inspections and Audits
	· the University will ensure that all training provided is recorded.

· the University will ensure that records of hazard identification, risk assessment and control are kept. These records will include inspection documents, checklists used, audit documentation and reports.

· records of any monitoring of the workers or workplaces will be kept.  Results of employee monitoring will be kept on the employee's individual file.

	Element 7 – Injury / Disease Management

	Concept
	To meet the requirements of the Workplace Health and Safety Act in respect of Workers’ Compensation and Rehabilitation and to, wherever possible, return employees who have suffered an injury or illness at work back to their original job as soon as possible.

	Scope
	This element includes:

· workers’ compensation
· rehabilitation
· alternative work programs.

	Workers’ Compensation 
	All employees who suffer a workplace related injury or illness are entitled to make a claim for workers’ compensation. The University will ensure that all employees who make a claim will have that claim processed and determined as quickly as possible ensuring that the claimant is not disadvantaged by 


	Element 7 – Injury / Disease Management cont…

	Workers’ Compensation cont…
	unnecessary delays. To this end the University will provide all necessary reports and information regarding claims to its insurance company so that all available evidence can be assessed when the claim is determined.

The University’s insurance process places the responsibility for determination of claims, claims management and authorisation of salary, medical expenses and rehabilitation in the control of the insurance company.

	Rehabilitation
	The University will, as one of its major objectives, endeavour to secure the effective rehabilitation of any employee who has suffered an injury or illness that is work related. To achieve this objective, managers, supervisors and all employees are required to ensure successful workplace rehabilitation by co-operating in every way possible in an employees return to work. Where necessary a rehabilitation provider will be appointed to assist in the employee's return to work program and to liaise with, and coordinate, all interested parties.

	Alternative Work Program
	Where it is not possible to return an employee who has suffered an injury or illness at work back to their original job in their original workplace, the University will endeavour to ensure that the employee is provided with alternative work that is meaningful or with opportunities to obtain meaningful work through necessary retraining.

	Element 8 – Purchasing and Supply of Goods

	Concept
	To ensure that all goods and services supplied to the University comply with relevant regulations, standards and codes of practice.

	Scope
	This element includes:

· purchase of Goods
· purchase of Services.

	Purchase of Goods
	The University will provide a process to ensure that all goods purchased for use on University premises and for use by University staff, students and visitors are safe when properly used and do not present a risk to health. The process will require those purchasing goods to ensure that they meet the University’s specifications in respect of use, maintenance, labelling, training, etc.

On pick up or delivery, all goods must be checked to ensure they meet the University's requirements before they are accepted.

	Purchasing of Services
	Processes will be provided by the University that will ensure specifications for the supply of services will be prepared prior to the development of tender documentation.  Tender documentation will in turn require potential suppliers of services to meet these specifications and will require minimum health and safety practices by the successful tender.

The purchase of services will be addressed in the processes for the management of contractors.

	Element 9 – Management of Contractors

	Concept
	To ensure that all services provided to the University comply with the University's health and safety management requirements, relevant regulations, standards and codes of practice.


	Element 9 – Management of Contractors cont…

	Scope
	The University will provide a process to manage contractors and their work. This process will include:

·  a contractor OH&S Management System;

·  the management of contracts;

·  contract classification; and

·  contractor non-compliance

	Contractor OH&S Management System
	The University will provide a contractor OH&S Management system that will identify the health and safety requirements of the contractor. These requirements will include specific performance outcomes and will ensure that tenders have adequate OH&S management programs in place.

	Management of Contractors
	All contracts will be monitored. The level of monitoring of contracts will depend on the complexity of the tasks being undertaken, the size of the contract, the level of risk associated with the work being undertaken and the level of the contractors interaction with other parties such as University employees, students, etc.

	Contact Classification
	The University understands that small contractors may not have written processes or undertake a formal risk assessment program. Small contracts may not require formal documentation. However, some documented indication of conformation with health and safety requirements will be necessary.

Contractors undertaking larger contracts will be required to provide evidence of the health and safety management system they have in place as well as a formal risk assessment of the work to be undertaken to complete the contract.

	Contactor Non-compliance
	The University will retain the right to suspend or terminate a contract of works where breaches of Workplace Health and Safety Regulations, agreed standards, etc, are noted by the University. This clause will be written into all University contracts and will be rigorously enforced.

	Element 10 – Review and Improvement 

	Concept
	Any occupational health and safety management system must be regularly reviewed to ensure it remains relevant to the work place. Implementation of the management system must also be reviewed to ensure that health and safety is being properly managed at all levels.

	Scope
	The University Health and Safety Group (UHSG) will review the system and its effectiveness taking into account:

· accident/incident and hazard data

· injury management data

· the completion stage of implementation of the annual plan

· proposed changes to legislation

· proposed changes to workplaces

· key performance indicators from the annual plan

· industry trends

· audit and inspection reports

	Review of OH&S Requirements and Processes 
	The UHSG will review a section of the health and safety manual at each meeting to comply with the review schedule for its controlled documents.  All OH&S Management System documentation must be reviewed over a two-year period.
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