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               COLDSTREAM PRIMARY SCHOOL
          O. H. & S. POLICY 
There is no requirement for schools to develop a local Occupational Health, Safety and Wellbeing Policy because there is a whole of Department Health, Safety and Wellbeing Policy signed by the Secretary on 19 January 2018 which applies to all Victorian government schools. *Note that this Policy replaces the previous whole of Department OHS Policy that was signed by the Secretary in 2015.

However, all schools are required to implement the Department's Occupational Health and Safety Management System (OHSMS).​ An OHSMS is a set of plans, actions and procedures to systematically manage health and safety in the workplace.


                      This policy was last ratified by School Council in....                            
July, 2023
 
PURPOSE:
The purpose of this procedure is to establish a program of scheduled workplace inspections to proactively and regularly identify, assess and control workplace hazards and to ensure any controls implemented are reviewed for adequacy in Department of Education and Training workplaces.

DEFINITIONS:
· Workplace Manager: Principal
· Health and Safety Representative (HSR): An elected employee responsible for representing employees within matters relating to OHS.
· Nominated Employee: Employee nominated by the principal to complete specific OHS tasks.
· Inspection: Workplace Manager to oversee the operational aspects of implementing health, safety and wellbeing initiatives, policies and procedures.
· Hazard: Anything with the potential to cause harm, injury, illness or loss.
· Risk: A description of the likelihood and consequence of a hazard causing injury or illness.
RESPONSIBILITY:
· Workplace Managers are responsible for:
· identifying areas to be subject to regular workplace inspection.
· ensuring inspections are scheduled at least quarterly into the OHS Activities Calendar ensuring specific workplace inspection checklists are available for each area.

· allocating responsibility for completing workplace inspections to relevant and competent persons in the workplace.

· providing adequate resources to control identified hazards and monitoring the implementation of any controls.
· Health and Safety Representative (HSR) are responsible for:
· reviewing the generic DET workplace inspections checklist to ensure suitability for their specific work area.

· undertaking workplace inspections consistent with the consultative arrangements for the workplace.

· recording all hazards identified during inspections. Determining the risk associated with those hazards, in consultation with relevant employees and contractors.

· determining appropriate controls to manage these risks, in consultation with relevant employees and contractors.

· maintaining records of workplace inspection.
· Employees are responsible for:
·  in workplace inspections as requested.
PROCEDURE: 
· Identifying Areas Subject to Workplace Inspection
Workplace Managers and/or Management OHS Nominees are to identify areas within the workplace that are to be subject to regular inspections. Examples or areas and items that may be identified include:
· playground equipment, sporting equipment and outdoor sporting areas

· administration office areas

· first aid amenities

· art classes

· storage areas

· hazardous building materials

· fire-fighting equipment

· emergency exit signage

· parking areas and public access areas: trips and slips, signage and public safety

· kitchen

Each term an OHS inspection is carried out around the school and this includes:
· inspecting for any materials that may be ignitable

· that building exits are inspected for instructions

· that assembly points are designated for emergency evacuation

· there is appropriate access to emergency equipment

· there is access to facilities and grounds for emergency vehicles

Each area will have different inspection requirements. The Workplace Manager and/or Management OHS Nominee may nominate a relevant employee to review the generic DET inspection checklist to ensure suitability. 
· Workplace Inspection Schedule

Once inspection checklists have been finalised, the Workplace Manager and/or Management OHS Nominee, in consultation with the Nominated Employee are to schedule the inspections and allocate responsibility for these. The inspection schedule is to be documented on the workplace OHS Activities Calendar.

The schedule should ensure all areas are subject to an inspection at least once per quarter. 

High risk areas may be subject to more frequent inspections. 

· Conducting Workplace Inspections

Workplace inspections are to be conducted by the Nominated Employee, and other relevance nominated persons (e.g. First Aid Attendants for the first aid component of the review) using the area specifics Workplace Inspection Checklist. All items of the form are to be completed and recorded.

· Hazard Management

Where a hazard has been identified, all controls must be established by the Nominated Employee in consultation with the relevant nominated persons. In the event of a high risk hazard the Workplace Manager and/or Management OHS Nominee must be consulted and all outcomes are to be recorded on Workplace Inspection Checklists. 

Control strategies must be implemented as outlined in the OHS Risk Management Procedure. 

· Review
Prior to conduction each workplace inspection, the Nominated Employee should refer to precious inspection reports to verify that controls have been implemented and that they are effective in eliminating or reducing risk. Any hazards that have not been controlled adequately, or are still outstanding, must be recorded as a hazard on the current on the current Workplace Inspection Checklist. The Workplace Manager and/or Management OHS Nominee must review each inspection checklist within 5 business days of completion to verify the risk assessment ratings and adequacy of the controls. This verification is to be documented on the Workplace Inspection Checklist.

· Record Keeping
The Nominated Employee must maintain a copy of all Workplace Inspection Checklists in a central file and raise outstanding issues at any consultative forum (i.e. OHS Committee or other meetings where OHS is included as an agenda item).

· OHS Risk Register
The Workplace Manager and/or Management OHS Nominee are to ensure the OHS Risk Register is reviewed when high risk hazards are identified as a result of workplace inspections.

Related Documentation:
· Workplace Inspection Checklist

· OHS Activities Calendar

· OHS Risk Register

· OHS Risk Management Procedure
COmmunication

This policy will be communicated to our school community in the following ways:

· Available publicly on our school’s website 
· Made available in hard copy from the general office upon request
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