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SEW Assurance Activity Schedule
Aim
To prescribe the responsibilities and actions required for the management of University Safety, Emergency and Wellbeing (SEW) related activities to ensure the University meets the requirements of the SEW Policy principles, and the relevant sections of the Work Health and Safety (WHS) Act 2011 (NUL) and WHS Regulations 2011 (NUL). 
Objectives 
To ensure that all Safety Emergency and Wellbeing (SEW) activities are scheduled and conducted in accordance with the requirements of the relevant legislation and the University’s processes in accordance with the Safety Activity Assurance (SAA) Schedule. 
To have in place a tailored assurance schedule for each School/College which:
· enables the Head/Dean of School/College to monitor progress against scheduled activities, and
· forms part of the contingency arrangements should key personnel be absented from the workplace. 
Scope  
This process applies to all Schools/Colleges and locations of CDU. 
Exclusion
Where an activity is scheduled, implemented and monitored using another database/system, it is not necessary to include the activity on the SAA Schedule, if it meets the requirements statutory and/or legislative requirements e.g. The system used to manage Campus Facilities’ legislative activities e.g. registered plant inspections, fire and emergency - essential safety provisions. 
SAA Schedule: Responsibilities
	Person Responsible
	Actions

	
Head of School/ College Dean

Any of these tasks can be delegated to School/College staff (e.g. Manager/ Supervisor), however the Head or Dean of School/ College must monitor the tasks on a regular basis to ensure they take place. 
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· Using the legislative reference guide in the SAA Schedule below, identify the activities which are controlled and managed by your School/College each calendar year in consultation with the School/College Health and Safety Committee, Managers and other stakeholders as applicable.
· Record the activity on the SAA Schedule template.   The template must include the following:
· a legend which enables the Health and Safety Committee/Head of School/College to easily identify which scheduled activities have/have not been met.
· the nature of the activity and frequency (i.e. when due);
· who is responsible for completing the activity;
· what records (objective evidence) are required;
· what month(s) or dates you plan to conduct the activity, 

· Identify any foreseeable obstacles which may delay or impact on planned activities and arrange for corrective action to be taken where appropriate.
· Nominate a person to maintain the template. See information sheet for guidance on how to complete the template(s) provided by SEW.

· Save the final SAA Schedule on TRIM or in a retrievable location for audit purposes for a minimum of 3 years.




	School/College Health and Safety Committee or equivalent 
	· Monitor the activities on the School/College SAA Schedule.
· Ensure corrective action has been taken (e.g. re-schedule), or identify and record in minutes (or other report) why activities aren’t being conducted and the action taken.
· Ensure that the final SAA Schedule for each year is tabled at the first meeting the following year for review and corrective action taken if required.








People and Capability
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SEW ASSURANCE ACTIVITY SCHEDULE (SAA Schedule):  ACTIVITIES REQUIRED BY WHS LEGISLATION OR CDU WHS POLICY AND PROCEDURE 
Identify if any of the following activities are controlled and managed by your School/Colleges (i.e. the column shaded in blue). Determine if you have any other system within your School/Colleges which schedules and monitors these activities (i.e. where there may be duplication of documentation) 
Please note, the examples listed below are may not be exhaustive and cover all School / College requirements.  There may be additional specific requirements outlined in Legislation, Australian Standards and Approved Codes of Practice, which also need to be captured where applicable.  Schools/Colleges may also choose to include and monitor additional activities for information purposes. 
	 Activity to be scheduled
	Relevant to the following School or College
	Frequency
	WHS Legislation

	
Health and Safety Committee meetings   

· School/College Health and Safety Committee 
  
Note – Where Schools/Colleges convene an additional Health and Safety Committee the dates may be added to the SAA Schedule. 

UHSC (managed by SEW – meeting schedules, timetables for papers available on the SEW Website) 

	
The School/College/Location
responsible for scheduling the Committee meetings, maintaining the committee minutes and providing evidence that the meeting was held.  (i.e. website, TRIM) 

	
Quarterly (minimum) 

	
WHS Act 2011 (NUL) [Section 78]  


	
Licenses 

Where there is a requirement to monitor licenses.  Examples may include:

· High Risk Work licenses (e.g. work involving elevated platforms, scaffolding, rigging, dogging, personnel and materials hoists, forklifts, pressure equipment operation, cranes and Quad Bikes)
· Diving/Boating
· Radiation (e.g. equipment, location, people, waste management etc.)
· Controlled Substances (S2, S3, S4, S7)
· Controlled Substances (S8, S9)
· Dangerous Goods (per Campus) 
	
All Schools/Colleges who manage/conduct the activity or who the Schools and colleges who use the substances (Lab)

	
Determined by the School/College based on the expiry of each type of license and registration 

	
WHS Regulations 2011 (NUL) [Section 81 to 112] WHS Regulations 2011 (NUL) [Schedule 3]

	
SEW Procedure and Process Review

Check if any SEW documents are due for review (i.e. 5 years old) including Safety Plans and Procedures. 
 


	
SEW Team and Schools/Colleges who have drafted SOPs, SWMS or Procedures 

	
Annually
	
Not regulated by WHS Legislation
CDU Safety Management System requirement 

	
Health and Safety Representatives

Check that all health and safety representatives’ terms of office are current.  Arrange for election if required in consultation with School/College and SEW Manager, in accordance with WHS Legislation 
 

	
SEW Team
	
Annually
	
WHS Regulations 2011 (NUL) [Section 18 to 21]

	
Contingency arrangements are tested

· Any activities where systems have been put in place by the School/College, other than Fire Evacuation where contingencies/processes/equipment/SOP need to be tested for effectiveness.  Examples may include:
· Emergency spill procedures for Hazardous Chemicals;
· Staff working in isolation;
· Personal Threat situation (including duress systems)
· Medical Emergency first aid response 
· PEEP Employees
· Return to Work Plans
 

• Evacuation Exercises (managed by SEW Team). 




	
All Schools/Colleges
	
Determined by the School/Branch but based on risk (by the School/College) Minimum of 1 test of one contingency arrangement each year. 
 

	
WHS Regulations 2011 (NUL) [Section 40, 43, 74 and 80] and AS 1851 Maintenance of Fire Protection Systems and Equipment – Section 19 “Emergency Evacuation Procedures”. 


	Activity to be scheduled
	Relevant to the following School or College
	Frequency
	WHS Legislation

	
First Aid

First Aid Risk Assessment is completed which requires a check that appropriate numbers of First Aid officers have been appointed, their training is current, appropriate number and contents of First Aid Kits are available.
 

	
All Schools/Colleges
	
Annually 

	
WHS ACT 2011 (NUL) [Section 19] WHS Regulations 2011 (NUL) [Section 42 and 43] 

Model Code of Practice – First Aid in the Workplace

	
Risk Assessment and SOP Review 

Risk Register review 
· Conduct an annual check of the Risk Register to determine if the activities previously assessed as high or very high risk (e.g. on the Risk register) are still relevant.
· Review the control measures and assess if the risk can be minimised.
· Complete a new risk assessment if required. 

Risk Assessments and SOPs
Check if any risk assessments, SWMS or SOPs for activities that are ongoing in your School/College are due for review (i.e. 5 years old).  

	
All Schools/Colleges
	
Annually 

Program of regular monitoring of risk assessment reviews to ensure they are applicable and are no older than 5 years. 


	
WHS Act 2011 (NUL) [Section 19 to 21] WHS Regulations 2011 (NUL) [Section 32 

Model Code of Practice – How to Manage WHS Risks

	
Workplace Inspections 
 
· Colleges and Schools to undertake their own scheduled and ad hoc internal inspections
· SEW Team to undertake scheduled inspections of all Schools and Colleges. 
	
All Schools/Colleges

SEW Team
	
Schedule of Inspections and Audits will be published separately on SEW Intranet page 

Schools and Colleges to produce their Inspection Schedules and deliver ad hoc inspections in higher risk areas
	
WHS Act 2011 (NUL) [Section 19 to 21, Section 27, Sections 32 - 38]







	
Activity to be scheduled
	Relevant to the following School or College
	
Frequency
	
WHS Legislation

	
Training Needs Analysis Review 

· Check to ensure names are up to date and appropriate training is being provided to meet the needs of the School/College/Employee
· Check training needs are correctly identified for each employee, training provided and recorded on the TNA and training records are held on file 
 
	
The Schools/Colleges who wish to schedule times with each Manager/Supervisor and identify specific training needs for staff in their area of responsibility for the pending year.  

	
Determined by the School/College (e.g. at the beginning of the calendar year)
	
WHS Act 2011 (NUL) [Section 19, 27] WHS Regulations 2011 (NUL) [Section 39

	
Health and Safety Training

 Include details of any School/College training sessions which have been set-up and/or coordinated by the School/College.   Examples may include proficiency based training on a particular activity, in-house First Aid training provided by a Registered Training Organisation) 
 

	
Schools/Colleges who schedule and run their own training sessions in-house or wish to plan in advance to book staff for competency based training (if required).  

	
As required. Training content and scheduling to be discussed with SEW Team 
	
WHS Act 2011 (NUL) [Section 19, 27] WHS Regulations 2011 (NUL) [Section 39

	
Noise and Sound – Audiometric Testing  

Schedule/arrange testing for relevant staff/workers

Noise Risk Assessments need to be undertaken to determine level of Occupational Noise Risk followed by period monitoring
 
	
All School/Colleges where staff/workers are exposed to noise hazards and assessed as requiring audiometric testing under the WHS Legislation or the Risk Assessment. 
	
Within 3 months of person commencing then at least every 2 years


Initial Noise Risk Assessment by SEW Staff followed by periodic during inspections and as required if changes made.

	
WHS Regulations 2011 (NUL) [Section 58]

Model Code of Practice – Managing Noise and Preventing Hearing Loss at Work

	
Maintenance, Certification and Inspection of Plant 

Including High Risk Plant, i.e. Pressure vessels, Elevated Work Platforms Cranes etc. 


	
All Schools/Colleges who have plant/equipment requiring ongoing maintenance, certification and inspection. 
 

	
In accordance with the manufacturers (OEM) recommendations 

	
WHS Regulations 2011 (NUL) [Section 213]

Model Code of Practice – managing Risks of Plant in the Workplace

	
Activity to be scheduled
	Relevant to the following School or College
	
Frequency
	
WHS Legislation

	
Electrical Safety – Testing and Tagging 
 

 


	
All Schools/Colleges 
	
In accordance with the Statutory electrical safety requirements:

Facilities Branch can provide advice on frequency of Testing and Tagging for respective areas

 
	
WHS Regulations 2011 (NUL) [Section 150 and 151]

1. Australian Standard wiring rules (section 8 of AS/NZS 3000:2007).
2. AS/NZS 3017:2001 Electrical Installations – testing and Inspection
3. Model Code of Practice – Managing Electrical Risks in the Workplace


	
Hazardous Chemicals

· Check that the Safety Data Sheet (SDS) are current (i.e. dated within 5 years) where they have been printed.
· Check that the Chemical Register is up to date (Up to date register must be readily accessible to any emergency service) 
· Schools and Colleges to appoint responsible person to manage SDS’s
 
	
All Schools/Colleges who handle or store Hazardous Chemicals 

	
Determined by the School/College based on number of SDS printed/displayed 

Due December annually.  

	
WHS Regulations 2011 (NUL) [Section 344] WHS Regulation 2011 (NUL) [Schedule 7]  
  
WHS Regulation 2011 (NUL) [Section 346]

Model Code of Practice – Managing Risks of Hazardous Chemicals in the Workplace

	
Registrations

Examples may include:

· Firearms
· University vehicles
· Radiation (equipment and premises) 





	
All Schools/Colleges who manage and control the item/vehicle

	
Determined by the School/College based on the expiry of each type of license and registration 

	
WHS Regulations 2011 (NUL) [Section 264 to 288D] WHS Regulations 2011 (NUL) [Schedule 5] 

Northern Territory Firearms Act. 
ARPANSA (Radiation)

Australian Radiation Protection and Nuclear Safety Agency:

1. Australian Radiation Protection and Nuclear Safety Act 1998 (ARPANS Act)
2. Code of Practice for the security of radiation sources
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