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Introduction
The Centre has a duty of care to provide all children, families, staff, volunteers, students and visitors attending the Centre a safe and healthy environment. The Work Health and Safety Act and Regulations 2011 require persons who have a duty to ensure health and safety to ‘manage risks’ by eliminating health and safety risks so far as is reasonably practicable, and if it is not reasonably practicable to do so, to minimise those risks so far as is reasonably practicable (See Section 7, Appendix 6 Risk Register and Section 2, Children’s Health and Safety, Policy 2.5.4 Risk Management).
The Centre’s Work Health and Safety (WHS) Policy adheres to the legislation and regulations and also complies with the licensing regulations and national standards which reflect additional health and safety requirements.

Goals – What are we going to do?

WHS legislation focuses on workplaces addressing health and safety risks before they become a hazard. The Centre will develop WHS procedures and practices including risk management strategies which aim to eliminate or minimise risks from occurring or controlling risks when they arise. This will be done as a holistic process that identifies, assesses, controls, minimises or eliminates risks that can potentially cause harm, injury or illness to persons or damage to the service’s environment.

Risk management strategies

An effective risk management strategy is a step by step procedure which:

· aids decision making;
· controls the cost of resources;
· increases the knowledge of risks and hazards;
· encourages the collaboration process; and
· prepares the service for external audits and reviews.

National Quality Framework, Quality Area 7: Leadership and Service Management

National Quality Standard 7.1 Governance and leadership

· 7.1.2 Systems are in place to manage risk and enable the effective management and operation of a quality service.

· 7.1.3 Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service. 

Strategies ‐ How will it be done?
The Nominated Supervisor in consultation with the Approved Provider will ensure that the following policies as required under the National Regulations (Regulation 168) are in place:

Health and safety policies and procedures, including:

• delivery and collection of children

• excursions

• refusal of authorisation for a child to leave the service

• dealing with infectious disease

• dealing with medical conditions

• emergency and evacuation

• health and safety, which covers:

–– nutrition, food and beverages, dietary requirements

–– sun protection

–– water safety

–– the administration of first aid

• incident, injury, trauma and illness

• child-safe environment

In addition to these, policies and/or procedures on:

· Storage of hazardous chemicals (Section 3, Policy 3.6.0)
· Induction of staff (including manual handling & PPE) (Section 7, Policy 7.3.0, Appendices 1 & 2)
· incident register (Section 7, Appendix 10)
· medication authority forms (Section 2, Appendix 4)
· safety checklists (Section 2, Appendices 21 & 22)
· evacuation procedure floor plans (Section 2, Appendix 18)
The Nominated Supervisor (Officer) in consultation with the Approved Provider (Person Conducting Business or Undertaking – PCBU) will through Risk Management procedures:

Identify risks

Decide what is ‘reasonably practicable’ to protect people from harm by taking into account and weighing up all relevant matters, including:

·  the likelihood of the hazard or risk concerned occurring

·  the degree of harm that might result from the hazard or risk
· knowledge about the hazard or risk, and ways of eliminating or minimising the risk
· the availability and suitability of ways to eliminate or minimise the risk, and
· after assessing the extent of the risk and the available ways of eliminating or minimising the risk, the cost associated with available ways of eliminating or minimising the risk, including whether the cost is grossly disproportionate to the risk.
Manage risks

Effective risk management starts with a commitment to health and safety from those who operate and manage the business or undertaking. Encourage the involvement and cooperation of workers and show your workers that you are serious about health and safety so that they are more likely to follow your lead.

To demonstrate your commitment, you should:

· get involved in health and safety issues

· invest time and money in health and safety

· ensure health and safety responsibilities are clearly understood.
Section 47 The WHS Act requires that you consult, so far as is reasonably practicable, with workers who carry out work for you who are (or are likely to be) directly affected by a work health and safety matter.

Section 48 If the workers are represented by a health and safety representative, the consultation must involve that representative. Consultation requires that:
· Relevant WHS information is shared with workers

· Workers are given a reasonable opportunity to express their views and to raise health and safety issues

· Workers are given a reasonable opportunity to contribute to the decision-making process relating to the health and safety matter

· The views of workers are taken into account, and

· Workers are advised of the outcome of any consultation in a timely manner

Section 46 The WHS Act requires that you consult, co-operate and co-ordinate activities with all other persons who have a work health or safety duty in relation to the same matter, so far as is reasonably practicable.  
Section 49 A PCBU or officer must consult with workers when:

· Identifying hazards and assessing risks arising from the work carried out or to be carried out

· Making decisions about ways to eliminate or minimise those risks

· Proposing changes that may affect the health or safety of workers, and

· Making decisions about procedures for consulting with workers; resolving health and safety issues; monitoring health of your workers; monitoring the conditions at the workplace and providing information and training for workers.

This will be done by:

· Discussing the hazards and risks associated with the work and what precautions will be taken
· communicating your safety requirements and policies 

· reviewing the job to be undertaken, discussing any safety issues that may arise and how they will be dealt with
· consulting workers when conducting investigations into incidents or ‘near misses’

A STEP-BY-STEP PROCESS

A safe and healthy workplace does not happen by chance or guesswork. Think about what could go wrong at your workplace and what the consequences could be. Then you must do whatever you can (in other words, whatever is ‘reasonably practicable’) to eliminate or minimise health and safety risks arising from your business or undertaking.

This process is known as risk management and involves the four steps set out in this Code

· identify hazards – find out what could cause harm

· assess risks if necessary – understand the nature of the harm that could be caused by the hazard, how serious the harm could be and the likelihood of it happening control risks – implement the most effective control measure that is reasonably practicable in the circumstances

· review control measures to ensure they are working as planned.

Step 1 Identify Hazards

Inspect the workplace by:
· Completing Indoor and Outdoor Safety Audits 

· Regularly walk around the workplace and observing how things are done to help predict what could or might go wrong. Look at how people actually work, how equipment is used, what chemicals are around and what they are used for, what safe or unsafe work practices exist as well as the general state of housekeeping.

Things to look out for include the following:

· Does the work environment enable workers to carry out work without risks to health and safety (for example, space for unobstructed movement, adequate ventilation, lighting)?
· How suitable are the tools and equipment for the task and how well are they maintained?
· Have any changes occurred in the workplace which may affect health and safety?
Hazards are not always obvious. Some hazards can affect health over a long period of time or may result in stress (such as bullying) or fatigue. Also think about hazards that may be brought into the Centre as new, used or hired goods.  

If a straightforward problem or hazard is identified, action should be taken immediately, (e.g. cleaning up a spill)

If you find a situation where there is immediate or significant danger to people, move those persons to a safer location first and attend to the hazard urgently.

Consult your workers

· Ask staff about any health and safety problems they have encountered in doing their work and any near misses or incidents that have not been reported.

· Worker surveys may also be undertaken to obtain information about matters such as workplace bullying, as well as muscular aches and pains that can signal potential hazards
Review available information

· Analyse your records of health monitoring, workplace incidents, near misses, worker complaints, sick leave and the results of any inspections and investigations to identify hazards. 

· If someone has been hurt doing a particular task, then a hazard exists that could hurt someone else. These incidents need to be investigated to find the hazard that caused the injury or illness.

Step 2 How to Assess Risk

A risk assessment involves considering what could happen if someone is exposed to a hazard and the likelihood of it happening. A risk assessment can help you determine:

· how severe a risk is

· whether any existing control measures are effective

· what action you should take to control the risk 
· how urgently the action needs to be taken.

A risk assessment should be done when:

· there is uncertainty about how a hazard may result in injury or illness

· the work activity involves a number of different hazards and there is a lack of understanding about how the hazards may interact with each other to produce new or greater risks

· changes at the workplace occur that may impact on the effectiveness of control measures.

A risk assessment is not necessary in the following situations:

· Legislation requires some hazards or risks to be controlled in a specific way – these requirements must be complied with.

· A code of practice or other guidance sets out a way of controlling a hazard or risk that

is applicable to your situation and you choose to use the recommended controls. In these instances, the guidance can be followed.

· There are well-known and effective controls that are in use in the particular industry, that are suited to the circumstances in your workplace. These controls can simply be implemented.

Step 3 How to Control Risks
The most important step in managing risks involves eliminating them so far as is reasonably practicable, or if that is not possible, minimising the risks so far as is reasonably practicable.

The hierarchy of risk control 

The ways of controlling risks are ranked from the highest level of protection and reliability to the lowest. This ranking is known as the hierarchy of risk control. The WHS Regulations require duty holders to work through the hierarchy of risk control when managing risk under the WHS Regulations. 

	The hierarchy of risk control 

Level 1
Eliminate the hazards
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Level 2
Substitute the hazard with something safer

Isolate the hazard from people

Reduce the risks through engineering controls
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Level 3

Reduce exposure to the hazard using administrative actions

Use personal protective equipment
LEVEL 1 CONTROL MEASURES

The most effective control measure involves eliminating the hazard and associated risk. The best way to do this is by, firstly, not introducing the hazard into the workplace. For example, you can eliminate the risk of a fall from height by doing the work at ground level.

Eliminating hazards is often cheaper and more practical to achieve at the design or planning stage of a product, process or place used for work. In these early phases, there is greater scope to design out hazards or incorporate risk control measures that are compatible with the original design and functional requirements. For example, a noisy machine could be designed and built to produce as little noise as possible, which is more effective than providing workers with personal hearing protectors.

You can also eliminate risks by removing the hazard completely, for example, by removing trip hazards on the floor or disposing of unwanted chemicals.

It may not be possible to eliminate a hazard if doing so means that you cannot make the end product or deliver the service. If you cannot eliminate the hazard, then eliminate as many of the risks associated with the hazard as possible.

LEVEL 2 CONTROL MEASURES

If it is not reasonably practicable to eliminate the hazards and associated risks, you should minimise the risks using one or more of the following approaches:

· Substitute the hazard with something safer
For instance, replace solvent-based paints with water-based ones.

· Isolate the hazard from people

This involves physically separating the source of harm from people by distance or using barriers. For instance, install guard rails around exposed edges and holes in floors; use remote control systems to operate machinery; store chemicals in a fume cabinet.

· Use engineering controls
An engineering control is a control measure that is physical in nature, including a mechanical device or process. For instance, use mechanical devices such as trolleys or hoists to move heavy loads; place guards around moving parts of machinery; install residual current devices (electrical safety switches); set work rates on a production line to reduce fatigue.

LEVEL 3 CONTROL MEASURES

These control measures do not control the hazard at the source. They rely on human behaviour and supervision, and used on their own, tend to be least effective in minimising risks. Two approaches to reduce risk in this way are:

· Use administrative controls

Administrative controls are work methods or procedures that are designed to minimise exposure to a hazard. For instance, develop procedures on how to operate machinery safely, limit exposure time to a hazardous task, use signs to warn people of a hazard.

· Use personal protective equipment (PPE)

Examples of PPE include earmuffs, respirators, face masks, hard hats, gloves, aprons and protective eyewear. PPE limits exposure to the harmful effects of a hazard but only if workers wear and use the PPE correctly.

Administrative controls and PPE should only be used:

· when there are no other practical control measures available (as a last resort)

· as an interim measure until a more effective way of controlling the risk can be used

· to supplement higher level control measures (as a back-up).

The WHS Regulations include specific requirements if PPE is to be used at the workplace, including that the equipment is:

· selected to minimise risk to health and safety

· suitable for the nature of the work and any hazard associated with the work

· a suitable size and fit and reasonably comfortable for the person wearing it

· maintained, repaired or replaced so it continues to minimise the risk

· used or worn by the worker, so far as is reasonably practicable.

A worker must, so far as reasonably able, wear the PPE in accordance with any information, training or reasonable instruction.

Developing Specific Control Measures

The control option you choose should be:

· one that provides the highest level of protection for people and is the most reliable – that is, controls located towards the top of the hierarchy 
· available– that is, it can be purchased, made to suit or be put in place.
· suitable for the circumstance in your workplace – that is, it will work properly given the workplace conditions, work process and your workers.

Cost of Control Measures

· The cost of controlling a risk may be taken into account in determining what is reasonably practicable but cannot be used as a reason for doing nothing.

· The greater the likelihood of a hazard occurring and/or the greater the harm that would result if the hazard or risk did occur, the less weight should be given to the cost of controlling the hazard or risk.

· If two control measures provide the same levels of protection and are equally reliable, you can adopt the least expensive option.

· Cost cannot be used as a reason for adopting controls that rely exclusively on changing people’s behaviour or actions when there are more effective controls available that can change the risk through substitution, engineering or isolation.

Implementing Controls

The control measures that you put into operation will usually require changes to the way work is carried out due to new or modified equipment or processes, new or different chemicals or new personal protective equipment. In these situations, it is usually necessary to support the control measures with

· Work procedures

Develop a safe work procedure that describes the task, identifies the hazards and documents how the task is to be performed to minimise the risks.
· Training, instruction and information
Train your workers in the work procedure to ensure that they are able to perform the task safely. Training should require workers to demonstrate that they are competent in performing the task according to the procedure. It is insufficient to simply give a worker the procedure and ask them to acknowledge that they understand and are able to perform it. Training, instruction and information must be provided in a form that can be understood by all workers. Information and instruction may also need to be provided to others who enter the workplace, such as customers or visitors.

· Supervision
The level of supervision required will depend on the level of risk and the experience of the workers involved. High levels of supervision are necessary where inexperienced workers are expected to follow new procedures or carry out difficult and critical tasks.

Step 4 How to review controls
The control measures that you put in place should be reviewed regularly to make sure they work as planned. Don’t wait until something goes wrong.

There are certain situations where you must review your control measures under the WHS

Regulations and, if necessary, revise them. A review is required:

· when the control measure is not effective in controlling the risk

· before a change at the workplace that is likely to give rise to a new or different health and safety risk that the control measure may not effectively control

· if a new hazard or risk is identified

· if the results of consultation indicate that a review is necessary

· if a health and safety representative request a review.

You may use the same methods as in the initial hazard identification step to check controls.

Consult your workers and their health and safety representatives and consider the following questions:

· Are the control measures working effectively in both their design and operation?

· Have the control measures introduced new problems?

· Have all hazards been identified 
· Have new work methods, new equipment or chemicals made the job safer?

· Are safety procedures being followed?

· Has instruction and training provided to workers on how to work safely been successful?

· Are workers actively involved in identifying hazards and possible control measures? Are they openly raising health and safety concerns and reporting problems promptly?

· Is the frequency and severity of health and safety incidents reducing over time?

· If new legislation or new information becomes available, does it indicate current controls may no longer be the most effective?

If problems are found, go back through the risk management steps, review your information and make further decisions about risk control. Priority for review should be based on the seriousness of the risk. Control measures for serious risks should be reviewed more frequently.

Document WHS procedures and practices

Keeping records of the risk management process demonstrates potential compliance with the WHS Act and Regulations. It also helps when undertaking subsequent risk assessments.

Keeping records of the risk management process has the following benefits. It: 

· allows you to demonstrate how decisions about controlling risks were made

· assists in targeting training at key hazards

· provides a basis for preparing safe work procedures

· allows you to more easily review risks following any changes to legislation or business activities

· demonstrates to others (regulators, investors, shareholders, customers) that work health and safety risks are being managed.

Documentation will be kept on:

· the identified hazards assessed risks and chosen control measures (including any hazard checklists, worksheets and assessment tools used in working through the risk management process)

· how and when the control measures were implemented, monitored and reviewed

· who you consulted with from the following options: 

- a WHS Committee comprised of PCBU and worker representatives
- WHS representatives elected by the workers

- Other arrangements agreed to between the PCBU and the workers

· relevant training records

· any plans for changes.

The records should include any outcomes of discussions and cover

· who is involved

· what the safety matter is

· what decision has been made

· who is to take action and by when

· when the action has been completed

(See Section 7, appendices 6 Risk Register, 7 Risk Assessment Form, 8 Hazard Identification Register, 9 Near Miss Register, 10 Incident Register, 11 Consultation Checklist)

WHS should always be included in every staff meeting agenda, so that all staff members are involved in consultation.  A staff representative should then pass information onto the PCBU and any other relevant WHS Officers involved in the legal operation of the Centre. 
The employee (worker) responsibilities under the WHS Act are:

· Be familiar with how to identify hazards and the principles for controlling risks

· Be aware of their duty to report hazards to their employer (PCBU)

· Co-operate with any requirement imposed by the employer (PCBU) in the interests of health, safety and welfare

· Not intentionally or recklessly interfere with our misuse anything provided in the interests of health, safety and welfare.  This can include cleaning, storage of cleaning products and materials and use of Personal Protective Equipment (PPE)
Statutory Legislation & Considerations

· The NSW Work Health and Safety Regulation 2011 

· The NSW Work Health and Safety Act  2010
· The Workers Compensation Act 1987

· The Workplace Injury Management and Workers Compensation Act 1998

· Education & Care Services National Regulations 2023, Regulation 85,97, 100, 101, 136, 168-172
· National Quality Standard for Early Childhood Education and Care and School Age Care
  Council of Australian Governments February 2018
Sources
· Guide to the Education and Care Services National Law and the Education and Care National Regulations 2023
· Guide to the National Quality Standard (3) ACECQA 
· WHS Act Awareness Course, National Safety Council of Australia Ltd., Workcover NSW, IEU NSW, 2011

· Work Health and Safety Consultation, Co-operation and Co-ordination, Code of Practice, Safe Work Australia, 2011

· HOW TO MANAGE WORK HEALTH AND SAFETY RISKS, Code of Practice, Safe Work Australia  www.safeworkaustralia.gov.au/sites/swa/about/publications/pages/manage-whs-risks-cop
· SafeWork NSW www.safework.nsw.gov.au/
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