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ASSESSMENT FOR BSBWHS401

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent

	Trainer/Assessor’s comments
	




	Instructions
	

	Scenario
	Using the scenario provided for you, or your current workplace, please answer the following questions. If you use your own workplace or scenario, you must outline the scope of your scenario for your trainer/assessor before you begin the tasks.

	Navigation in this document
	We have added navigation tools using heading styles. Type CTRL+F then click ‘Headings’, so you can navigate to questions easily and go straight to the area you need OR click on the ‘View’ tab above then check the ‘Navigation Pane’ box. 
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	Communication
	When communicating with your trainer/assessor or study coach, there are several ways, confirm with your trainer, to ensure suitability.  Consider these three main options:

	
	1. Online classroom - interactive sessions
	2. Telephone.
	3. Face to face (if available).

	Templates 
	Document templates are provided and embedded in each Task to help structure your responses and save time developing documents. Save your work within the embedded document, or save externally and upload separately. If you choose to save in the embedded files and upload only the assignment, check your work has saved correctly with appropriate names. It’s good practice to save a backup copy.

	Accuracy of information
	If asked to provide explanations and examples, do so in your own words. If referencing the eBook or other author, paraphrase accordingly and provide references as appropriate. 
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	Assignments are linked to your eBook to guide you. Look for this symbol to go to the right place!




Scenario
[image: ]
You are Dane Jackson, employed as the Workplace Health and Safety (WHS) Officer with CA City (CCRG) Hotel. 
You have been assigned a project to raise awareness of workplace health and safety in the Hotel, especially amongst the millennial generation who are showing they are disengaged with WHS best practice. You will work closely with the Health and Safety Committee (HSC), to implement and monitor effective WHS procedures throughout the hotel. 
‘By 2020, millennials are expected to form 50% of the global workforce and with a fifth of all work-related injuries already experienced by Australian workers aged 25 years and under, a new approach to your WHS training for this generation needs to be considered’. 
(Gallagher Bassett 2017)
Read the article below as a guide to understand what the millennial generation needs for effective workplace health and safety training.

 
	Scenario for this assignment

	Yesterday, there was an incident at the hotel which identified a few problems. Valued client, Mrs Victoria Burning, slipped while ascending steps into the hotel lobby around 9am and struggled to get up by herself. 
You heard the staff talking about it. One staff member said ‘Poor Mrs Burning. Those steps are really slippery when they are wet (and it had been raining), guests don’t always have sensible shoes on.’ This incident was reported by Johnny Porter.
In addition to the incident regarding Mrs Burning, there have been a few incidents of runaway trolleys crashing into staff and causing injury, and issues with lifting heavy bags. As a result, the concierge manager has delivered a training session with the concierge staff giving them verbal instructions regarding safe trolley practices and safety considerations to look for before they start their shifts.


Your assignment 
Workplace health and safety is not an easy strategy to implement in the workplace. It is sometimes perceived as laborious process with no benefit, until it is too late. As WHS Officer, you need to implement and monitor WHS policies and procedures by completing Tasks 1-5 of your assignment, which covers:
· providing information about WHS policies and procedures 
· arrangements for participation in WHS activities 
· procedures for providing WHS training
· processes and legalities for hazard identification and risk control
· maintenance of WHS records for your team. 
Resources
Below are the relevant documents that relate to your job with CCRG Hotel. These will be referred to as required throughout your assignment. 



[bookmark: _MON_1546778066][bookmark: _MON_1546073308]		
In addition to the documents above, you may need to refer to the website links below to gather further information. 
The Work Health and Safety Act 2011
Work, Health and Safety Regulations (2011) 


Task one – Provide information to the work team about WHS policies and procedures
This task will involve sourcing information from legislation, CCRG policies and WHS processes. You will then hold a presentation (Question four) to provide this information and ensure that your work team can access and understand it. 
Question one
	Hint
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	Read the content in Section 1.1 Accurately explain to the work team relevant provisions of WHS Acts, regulations and codes of practice of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


1.1a	To implement WHS policies effectively, CCRG employees need to understand legislation and how it applies to them. In the table below, identify the requirements of the WHS Act, regulations and codes of practice that apply to the hotel industry and outline how they apply in the hotel work area.  
	Requirement of legislation for hotel industry
	How does this requirement apply in the CCRG Hotel work area? 

	WHS Act
	The WHS Act states that, while at work, a worker must cooperate with any reasonable policy or procedure of the person conducting the business or undertaking (PCBU) relating to health or safety at the workplace that has been notified to workers.
The WHS Act is important as its intention is to move toward preventative rather than punitive measures, more recent legislations make those responsible for workplace safety personally accountable and liable for injuries and ill health of workers.

	Regulations 
	Regulations give more specific details on how the legislation is to be implemented and explains safety management systems of major hazard facilities.

	Codes of practice 
	The codes of practices are used by the organisation to provide advice on methods of achieving the minimum acceptable levels of safety performance. They do not have the same legal enforcements as legislation; however, if a breach of legislation occurs, the code of practice can provide prima facie evidence to show that a PCBU or worker has breached the duty of care they are given under health and safety legislation.  


1.1b	Every individual has a WHS responsibility in the workplace, so you need to ensure these are defined for CCRG staff. Outline the legal responsibilities and duties of managers, supervisors, persons conducting businesses or undertakings (PCBUs) and workers in relation to WHS risk management at CCRG Hotel. 
	Who
	Their responsibilities as duty holder

	PCBU 
Owner, manager
	•	Primary duty of care to ensure health and safety of workers while at work in the business 
•	Make sure work does not carry risk to health and safety of others
•	Provide and maintain safe work environment, plant and structures, systems of work
•	Ensure safe use handling and storage of plant, structures and substances
•	Provide adequate facilities, instruction, training, information, supervision
•	Monitor health of workers and conditions in the workplace

	Officers Person within the business.
Director of a company, company secretary
	•	Officers are responsible to make sure the PCBU meets their obligations They need to take reasonable steps to:
•	Gain and update knowledge of WHS 
•	Understand the type of business and hazards/ risks involved
•	Make sure PCBU has resources to reduce/ remove risks and hazards

	Workers, all employees
	 •	Take reasonable care for your own safety
•	Take care your actions do not harm others
•	Comply with instructions from PCBU or their officers to help comply with WHS obligations
•	Cooperate with policies or procedures which relate to WHS


Question two
	Hint
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	Read the content in Section 1.2 Provide information about the organisation’s WHS policies, procedures and programs, and ensure it is readily accessible to, and understandable by the work team of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


1.2a	Rob Bradley, the General Manger of CCRG Hotel, has asked you to present the WHS policies, procedures and plans to CCRG staff. He asked specifically to ensure the policy is presented in a way that the Hotel staff understand and they know how to access them. 
Access the CCRG WHS Policy document below. 


Construct a 200 word summary of the information this document, ensuring you use structure and language that is appropriate and easily understood. Ensure you include how the policy and related WHS documentation can be accessed. You will read this summary as part of your presentation in Question four. 
(Hint: look at the document headings and summarise the purpose of each section – remember that details can be accessed by individual employees. Communicate in a language that is clear and understandable for the millennial generation.)
	WHS Policy summary 

	


1.2b	To ensure the CCRG WHS Policy is well understood by Hotel employees, they need to know how to relate it to their job and related legislation. Complete the table below by providing an example of a workplace issue in CA City Hotel, and outlining the section of legislation it relates to. 
(Hint: refer to the Hotel incident reports for a guide on examples of workplace issues) 
	Example in the workplace (as per incident) 
	Section of WHS Act, Regulations or code of practice

	An example of an incident of this nature is: We have had an employee injure themselves by undertaking cleaning of the fryers which they had not been trained to do, the staff member was not aware that in this circumstance they had the right to refuse to do that particular task as it would expose them to harm in the workplace.
	WHS Act 2011 (Cth) – Under section 84 of the act an employee may cease, or refuse to carry out, work if the worker has a reasonable concern that to carry out the work would expose the worker to a serious risk to the worker’s health or safety, emanating from an immediate or imminent exposure to a hazard.

	An example of an incident involves a product that has been supplied but not included in the safety data sheet. The employee using the product did not know it was hazardous and ended up receiving burns to his left arm and the business was fined $30,000 for not complying with the regulations.
	WHS Regulations 2011 (Cth) – under section 344 of the regulations all staff are required to have access to safety data sheets for all chemicals including hazardous and dangerous either not later than when the hazardous chemical is first supplied for use in the workplace or if unable to obtain the information straight away as soon as practicable but before the chemical is used. This also applies to the amendment of the information in a safety data sheet

	An example of an incident: relating to this code of practice is a roster being created where there are no designated first aiders on one floor for a whole shift and a guest is injured when they fell and pulled a bell hop trolley on them. In this case the company is negligent in our obligations to WHS.
	Code of practice (Cth) – Under appendix one relating to first aid in the work place, it is advised that workers must be able to access a first aid kit. This will require at least one first aid kit to be provided at their workplace and being a low risk workplace we have one first aider per every 50 employees. At the hotel we have a first aid kit located in all areas on each level and we have two designated first aiders per shift per floor that they work on.


 Question three
	Hint
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	Read the content in Section 1.3 Regularly provide and clearly explain to the work team information about identified hazards and the outcomes of risk assessment and control of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


1.3a	Access the Risk and hazard register table in the CCRG Hotel WHS Records below. 


Your manager has asked you to identify hazards that have a risk rating of High and explain this information to the Risk Owners, so the risk can be managed effectively. Write a script below, to translate and clearly explain this information. Make sure you include in your explanation that this information will be provided regularly until the risk is eliminated. 
	Information on High-risk hazards

	 To: Executive and Housekeeping
Please be advised about a high-risk hazard that has been identified, with yourself noted as the risk owner. The risk is related to fire caused by chemicals. A risk analysis was conducted for this hazard and this is seen as high-risk with a severe impact. Although the likelihood of it occurring is unlikely, the consequences are that it could ignite and cause a fire. The identified risk control strategy is to use PPE. 
This information will be provided weekly with updated information, until the risk is minimised to a medium or low risk rating.


1.3b	Complete the table below to explain the CCRG policies and procedures relating to hazard identification, risk management, fire, emergency and evacuation, incident investigation and reporting. 
Learner should obtain response from CCRG Hotel WHS Policy and explain each listed area accurately. Benchmark response provided below. 
	Hazard identification
	All individuals have an obligation to guard against or protect others from any hazards or incidents as soon as they are recognised. If the hazards or incidents cannot be rectified immediately, the person must report the hazards or incidents to the appropriate person.
Identifying hazards
•	Always observe the work environment and be on the lookout for potential hazards
•	Know which hazards exist in the workplace and be aware of their location
Reporting hazards
•	If a hazard is identified report it immediately to the appropriate person
o	For day to day issues with your job you are to report to your supervisor
o	For issues that occur on your shift report to the manager on duty 
o	For more serious issues report to both the manager on duty (of your shift) and WHS officer
o	If you identify a hazard in the workplace report to HSC
•	Complete a hazard identification form
•	Submit to appropriate person

	Risk management
	The Hotel will manage risks and hazards continuously using the analysis, treatment, recording, monitoring and review of risks and hazards as outlined in this Policy and the following procedures.
Risk management procedure: 
•	Preliminary risk analysis 
•	Risk treatment 
•	Final risk analysis 
•	Records management 
•	Monitoring and review

	Fire
	In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 
The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so

	Emergency and evacuation
	Call 000 on the designated phone
If you are hearing impaired please use 106 for a text based emergency
State which emergency service you want: Ambulance, Fire, or Police
Stay calm - stay focused
Stay on the line. The emergency service operator will need to talk to you before sending assistance. They will ask you questions about the incident
Give as much information as possible about the location of the emergency. The information required depends whether you are in an urban or rural or remote area
Have your name and call back details ready for the operator
What happened – e.g. car accident?
Number and condition of the casualties, including level of consciousness, breathing and circulation
In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 
The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so

	Incident investigation and reporting
	A formal investigation shall include a documented appraisal of the incident, via an Incident Investigation Report, inclusive of the following aspects where relevant:
•	incident and outcome description;
•	details of the personnel, plant and work environment involved;
•	description of injured person or witness accounts of the incident;
•	description of the likely causal factors of the incident;
•	recommendations for control and prevention of a similar incident; and
•	diagrams, photographs, additional data pertinent to the incident or investigation report.


Question four 
Oral communication 
Question one to Question three involved sourcing information from legislation, CCRG policies and WHS processes. This Question requires you to deliver a presentation, to provide the information you have collected and ensure that your work team of millennials can access and understand it. 
Now you need to communicate through oral communication. The most appropriate way to do this is in an online workshop. Check with your study coach (or trainer/assessor) when the next workshop is available.
You will present your information (from Question 1-3) to your trainer and/or peers (they will represent your work team).  
	Did you provide evidence of the following in your oral communication? 
	Y/N

	Accurately and clearly explains to the work team relevant provisions of WHS Acts, regulations and codes of practice. (Provides information and advice using structure and language suitable for audience) 
	y

	explains clearly and accurately to work team WHS organisational requirements
	y

	explains clearly and accurately to the work team information about identified hazards and the outcomes of risk assessment and control (for hazards = high risk rating)
	y





Task two – Implement and monitor participation arrangements for managing WHS
Task one provided WHS information to your work team. Now they have the required information, as WHS Officer you need to consult with staff to ensure WHS is well-managed. Consultation is fundamental to health and safety in every workplace.
Question one
	Hint
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	Read the content in Section 2.1 Communicate to workplace parties the importance of effective consultation mechanisms in managing health and safety risks in the workplace of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


Oral communication 
Now you need to communicate through oral communication. Check with your study coach/trainer/assessor on the most suitable method of submission, e.g. online workshop, face-to-face, video/audio submission. 
Access the CCRG WHS Policy and Procedures document below. 


You will need to communicate the importance of effective consultation mechanisms to all Hotel staff, e.g. General Manager, department Managers and all assistants and attendants. Your communication can be titled ‘The importance of effective WHS consultation at CCRG Hotel’ and:
2.1a	explains why effective consultation mechanisms in the workplace are needed to manage health and safety risks 
2.1b	presents CCRG WHS consultation procedures (from CCRG Hotel WHS Policy), so that they enable teams to actively participate in managing WHS risks and hazards 
2.1c	shows how WHS consultations will be monitored after this communication. 
Make sure you use a structure and language suitable for a diverse audience, from floor staff to the Hotel General Manager. You may want to write a script to help with this, however it is not a requirement for this question. 
	Did you provide evidence of the following in your oral communication? 
	Y/N

	2.1a	Explains why effective consultation mechanisms in the workplace are needed to manage health and safety risks 
	y

	2.1b	Presents CCRG WHS consultation procedures, so that they enable teams to actively participate in managing WHS risks and hazards  
	y

	2.1c	Shows how WHS consultations will be monitored after this communication. 
	y


Question two
	Hint
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	Read the content in Section 2.2 Apply consultation procedures to facilitate participation of the work team in managing work area hazards of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


Interact with others 
Now you need to communicate through interaction with others. Check with your study coach/trainer/assessor on the most suitable method of submission, e.g. face-to-face, video submission. 
To get the ball rolling on participation in WHS consultation, you will facilitate a consultation to encourage the Hotel Events work team to participate in managing hazards. The resources you will need for this are the Events work team structure, WHS consultation procedure (from Q2.1) and the Hazards Register for the Events work area – provided in the document below. 


Use the WHS consultation procedures to facilitate participation of the Events work team, in managing the identified hazards. 
In your interaction, you will need to make sure you can demonstrate the following tasks. 
Apply procedures to help participation of the work team in managing work area hazards.
Implement and monitor procedures according to CCRG and legislative WHS requirements, for:
consultations to enable the Events team to participate in managing WHS risks and hazards 
identifying, reporting and taking action on WHS hazards and risks. 
Select and use appropriate conventions and protocols to facilitate consultation or provide feedback.
Initiate and contribute to facilitating consultative role, responding, explaining, clarifying and expanding on ideas and information as required.
Collaborate with others to achieve individual and team outcomes.
You may want to write a script to help with your interaction, however it is not a requirement for this question. 
A proposed consultation is provided for you to use in your interaction. Note that it is not compulsory to use this, however it will assist in demonstrating the evidence for this question.  
	Proposed consultation

	WHS Officer/facilitators
	Understand individual and organisational WHS role, e.g. what is a PCBU, role of the rest of the business, everyone has a WHS responsibility, etc. 


	Events team
	Asks facilitator to clarify the WHS role of event volunteers.

	WHS Officer/facilitators
	Clarifies role of Event volunteer - Communicate and share WHS information with Events team, via scheduled formal meetings.
Give workers opportunity to express issues, raise concerns and contribute to decision-making

	Events team
	Asks facilitator to explain and expand on the ‘slips’ hazard. ‘The consequence is back injury which is quite serious, but the risk rating is Low’. Mrs Burning, one of our valued clients, slipped in the hotel lobby the other morning. I think it should be medium or high risk. 

	WHS Officer/facilitators
	Needs to show they have considered ‘slips’ hazard and Events team concerns, prior to decision-making. 
Advise Events team they will re-assess the Low risk rating with the WHS team and advise of consultation outcomes.



	Did you provide evidence of the following in your interaction? 
	Y/N

	Apply consultation procedures to facilitate participation of the work team in managing work area hazards.
	y

	Implement and monitor procedures for consultations, to enable team members to participate in managing hazards 
	y

	Implement and monitor procedures for identifying, reporting and taking action on WHS hazards and risks
	y

	Selects and uses appropriate conventions and protocols to facilitate consultation or provide feedback
	y

	Initiates and contributes to facilitating consultative role, responding, explaining, clarifying and expanding on ideas and information as required. 
	y

	Collaborates with others to achieve individual and team outcomes
	y


Question three
	Hint
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	Read the content in Section 2.3 Promptly deal with issues raised through consultation, according to organisational consultation procedures and WHS legislative and regulatory requirements of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


From the consultation with the Events team (in Question 2.2), as WHS Officer you need to promptly deal with their issue around the low risk rating of slips in the Hazard Register. 
Complete Step 4 of the WHS consultation procedure from Q2.2, by sending an email (using the template below) to your WHS team. Make sure your email:
· is prompt (indicate you are actioning items from WHS consultation that occurred recently) 
· deals with issues raised in consultation, according to organisational consultation procedures and WHS legislative and regulatory requirements (check the CCRG WHS Policy) 
· uses structure, layout and language suitable for Hotel staff. 
Sending emails - A template has been provided here for your direction. The email will be ‘sent’ when you upload this assignment document.
	[image: ]

	Send

	To
	WHS Team  

	
	Subject
	Performance management for all employment situations  

	
	[image: ]
	

	 Hi WHS team, 
I have facilitated a WHS consultation this morning with the Events team to manage the work hazards in their area. 
A concern was raised around the ‘slips’ hazard. The Events team suggested the consequence is a back injury which is quite serious, but the risk rating is only low. They are of the opinion that it should be medium or high risk. As per CCRG procedure and legal requirement, I have advised the Events team we will re-assess the Low risk rating and advise of consultation outcomes.
Please advise on the decision from the WHS team, so that we can consult on our proposed solution. 
Regards
Human Resources Manager   


Question four
	Hint
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	Read the content in Section 2.4 Promptly record and communicate to the work team the outcomes of consultation over WHS issues of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


The WHS team has held a meeting to decide on the best solution for rating the risk of slips in the Hotel, as raised by the Events team. The WHS Manager mentioned the incident that occurred with Mrs Burning, who slipped in the Hotel lobby recently. From this incident and the concerns from the Events team, the outcome is that slips as a hazard, should be given a rating risk of high. As per organisational requirements, this consultation outcome needs to be communicated to the Events team and receive agreement within three (3) business days. 
2.4a	Record the outcome of the consultation in the letter below, so there is evidence of the outcome and that it has been resolved. 
	Consultation outcome letter 

	 To Events team, 
The following issue was raised by the Events team in the WHS Consultation:
Regarding the ‘slips’ hazard, ‘The consequence is back injury which is quite serious, but the risk rating is Low’. Mrs Burning, one of our valued clients, slipped in the hotel lobby the other morning. I think it should be medium or high risk. 
After the WHS consultation, this issue was taken to the WHS team to determine a solution. After consideration of all factors, including the concerns from the Events team, we have decided that slips as a hazard, should be given a rating risk of high. 
If you are satisfied with this outcome, please communicate your response within three (3) business days. 
Regards
Dane Jackson
WHS Officer


2.4b	 WHS consultation requires that outcomes of the consultation are communicated to work teams. You have also been notified that one Events team member does not have computer access and won’t be working again for another 2 weeks. As per CCRG WHS Policy, the WHS Manager has suggested to communicate the outcome over a phone conference call, so that you can receive a response within 3 business days. 
Oral communication 
This Question requires you to hold a brief phone call, to provide the consultation outcome you have reached with the WHS team and ensure that your work team of millennials can access and understand it. 
Now you need to communicate through oral communication. The most appropriate way to do this is in an online workshop. Check with your study coach (or trainer/assessor) when the next workshop is available.
You will present your information to your trainer and/or peers (they will represent your work team).  
	Did you provide evidence of the following in your oral communication? 
	Y/N

	Communicated consultation outcome letter to Events team, including prompt response required within 3 business days. 
	y

	Provides WHS legislative and organisational information and advice using structure and language suitable for audience.
	y





Task three – Implement and monitor organisational procedures for providing WHS training
Once appropriate information regarding WHS has been communicated and staff have participated in managing WHS issues, the next step is to implement and monitor organisational procedures for providing WHS training. After all, if staff do not receive adequate and regular training, how can they be expected to adhere to WHS requirements?
You will need to be able to identify WHS training needs, make arrangements to meet identified needs, provide learning opportunities and identify and report associated costs. To do this effectively, complete the Questions that follow.
Question one
	Hint
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	Read the content in Section 3.1 Identify WHS training needs according to organisational requirements and WHS legislative and regulatory requirements of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


To ensure training provided is accurate and goal-oriented, you have decided to conduct a training needs analysis. 
The CCRG Hotel General Manager has advised the training goal is to be industry compliant and ensure all staff have completed training for induction, manual handling, fire evacuation, first aid (for managers/supervisors only) and emergency response. 
Review the WHS training procedure in CCRG Hotel WHS Policy below, to ensure WHS training needs align with organisational and legal requirements. Use Step 1 of this training procedure to conduct your training need analysis. 


The Hotel staff training records have been assessed and completions recorded. Access the staff records in the WHS records document below to assess the existing completed training for CCRG employees. Complete these training needs in the table below. 

	
	Future training target for CCRG 

	To be industry compliant and ensure all staff have completed training for induction, manual handling, fire evacuation, first aid (for managers/supervisors only) and emergency response

	Employee/
Training
	Induction 
	Manual Handling 
	Fire evacuation
	First Aid (supervisor/ manager only)
	Emergency response

	Number of employees with incomplete training
	3
	4
	1
	4
	5


Question two
	Hint
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	Read the content in 
Section 3.2 Make arrangements to meet WHS training needs of team members in consultation with relevant individuals 
Section 3.3 Provide workplace learning opportunities and coaching and mentoring assistance to facilitate team and individual achievement of identified WHS training needs
of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


3.2a	Based on the training needs analysis you’ve just conducted, you have established there are gaps in training completion. The next steps are to meet WHS training needs of team members, by completing the training plan below. You will use this to consult with CCRG management and employees requiring training, in Question 3.4.
Complete the training plan below, using the staff records data in the Hotel WHS records document. Loretta Caro’s training needs have been documented for you as an example.
	Employee
	Induction
	Manual handling
	Fire evacuation
	First Aid (managers only)
	Emergency response

	Loretta Caro
	Completed
	Needs to do
	Completed
	Completed
	Needs to do

	Jonny Porter
	Completed
	Needs to do
	Needs to do
	Not applicable
	Needs to do

	Nina Merrick
	Completed
	Completed
	Completed
	Not applicable
	Needs to do

	Harold McCoy
	Completed
	Completed
	Completed
	Needs to do
	Completed

	Priya Gupta
	Completed
	Completed
	Completed
	Needs to do
	Needs to do

	Marcus Ray
	Completed
	Needs to do
	Completed
	Completed
	Completed

	Tilly Jacobs
	Completed
	Completed
	Completed
	Needs to do
	Completed

	Sam Haden
	Needs to do
	Completed
	Completed
	Not applicable
	Completed

	Sophia Brent
	Completed
	Completed
	Completed
	Not applicable
	Completed

	Amy Chang
	Completed
	Completed
	Completed
	Not applicable
	Completed

	Dilan Senturk
	Completed
	Completed
	Completed
	Not applicable
	Completed


3.2b	Provide workplace learning opportunities and coaching and mentoring assistance that you can suggest during your facilitation in Question 3.4. 
	Learning opportunities to help meet identified WHS training needs 
	•	specific job and task training (directly related to job specifications) to ensure that workers have the skills and knowledge they need to complete tasks in a competent and safe manner
•	health and safety training (initial programs, updates and refresher courses)
•	skills development (competency-based training) designed to increase worker skills
•	personal and professional development opportunities through which workers can develop new and transferable skills and knowledge
•	transition training for those moving in to new work or promotion areas.

	Coaching assistance to help meet WHS training needs
	•	Focus on helping the coachee discover answers for themselves. People are more likely to engage with solutions that they come up with themselves, rather than those that are forced upon them.
•	Build training achievements on confidentiality and trust. The coachee must be able to speak about all aspects of an issue or a challenge with their coach. 
•	Solution focused coaching – define a desired future and construct a path to achieve it. The following YouTube clip provides a good explanation of solution focused coaching: Solution focused coaching
•	Team coaching – build effective relationships by understanding team members’ needs, preferences, and styles of work, e.g. GROW model 
•	The GROW model

	Mentoring assistance to help meet WHS training needs 
	•	Ask mentors and more experienced employees to pass on valuable skills, knowledge and experiences to junior or less experienced staff.
•	Promote a training environment that allows staff to feel more confident and supported. 
•	Encourage all staff in training sessions to pass on valuable competencies to each other. This increases the organisations knowledge base and helps to build strong working teams.
•	Developmental mentoring - the mentor is helping the mentee develop new skills and abilities. The mentor is to guide the mentee and help them grow.
•	Listen actively, ask the right questions, provide feedback – good mentors read body language listen without judgment, and ask their mentees questions that make them think! Then they support the mentee as they seek to find the answers and provide constructive feedback along the way. The goal is to guide the mentee to a path that allows them to find the answer or reach a conclusion.


Question three
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in 
Section 3.2 Make arrangements to meet WHS training needs of team members in consultation with relevant individuals 
Section 3.3 Provide workplace learning opportunities and coaching and mentoring assistance to facilitate team and individual achievement of identified WHS training needs
of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


Oral communication and interaction with others  
You will now use the information from 3.2, to make arrangements to meet WHS training needs of team members in consultation with relevant individuals.
Also consider the demographics of Hotel staff, and 15 of the 26 staff are in the millennial category. Think about how you could collaborate with millennials to achieve work outcomes and communicating in a structure and language that is suitable for them. 


In your interaction, you will need to make sure you can demonstrate the following. 
Makes arrangements to meet WHS training needs of team members in consultation with relevant individuals
Provides workplace learning opportunities and coaching and mentoring assistance to facilitate team and individual achievement of identified WHS training needs
Implements AND monitors procedures according to organisational and legislative WHS requirements, for identifying training needs and providing learning, coaching and mentoring as appropriate to needs. 
Communicates orally to provide WHS legislative and organisational information and advice using structure and language suitable for audience.
Interacts with others:
Selects and uses appropriate conventions and protocols to facilitate consultation or provide feedback.
Initiates and contributes to facilitating consultative role, responding, explaining, clarifying and expanding on ideas and information as required.
Collaborates with others to achieve individual and team outcomes. 
You may want to write a script to help with your interaction, however it is not a requirement for this question. 
A proposed consultation is provided for you to use in your interaction. Note that it is not compulsory to use this, however it will assist in demonstrating interactions and evidence for this question.  
	Proposed consultation

	WHS Officer/facilitators
	Presents information from Q3.2 to meet WHS training needs of team members, implements as per CCRG WHS procedures. 

	Hotel employees 
	Employees communicate that they need support in achieving identified WHS training needs:
‘Most of the health and safety training we receive doesn’t apply to the area we work in. We will listen to a 3 hour presentation on something that only applies for 20 minutes’. 

	WHS Officer/facilitators
	Provide workplace learning opportunities and coaching and mentoring assistance to facilitate team and individual achievement of identified WHS training needs.

	Hotel employees
	‘Those are great suggestions, maybe we can implement a customised WHS training session for each area of the hotel’

	WHS Officer/facilitators
	Contributes to facilitating consultative role and collaborates with others to achieve individual and team outcomes. Proposes next meeting, action plan or follow-up, to demonstrate monitoring of WHS training, as per CCRG Policy. 
Hint: use suggestions in Millennials article – use of video to deliver training, make training mobile friendly, ask for feedback, make it personal 


 
	Did you provide evidence of the following in your interaction? 
	Y/N

	Makes arrangements to meet WHS training needs of team members in consultation with relevant individuals
	y

	Provides workplace learning opportunities and coaching and mentoring assistance to facilitate team and individual achievement of identified WHS training needs
	y

	Implements and monitors procedures according to organisational and legislative WHS requirements, for identifying WHS training needs and providing learning opportunities, coaching and mentoring as appropriate to needs. 
	y

	Communicates orally to provide WHS legislative and organisational information and advice using structure and language suitable for audience.
	y

	Interacts with others:
Selects and uses appropriate conventions and protocols to facilitate consultation or provide feedback.
Initiates and contributes to facilitating consultative role, responding, explaining, clarifying and expanding on ideas and information as required.
Collaborates with others to achieve individual and team outcomes. 
	y


Question four
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in Section 3.4 Identify and report to management the costs associated with providing training for work team, for inclusion in financial and management plans of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


The final part of WHS training is to report the costs associated with providing WHS training for the Hotel employees, for inclusion in financial and management plans. You have been asked to calculate the associated costs with providing training for staff and report the costs to Brian Harris, the Director of Finance for CCRG. 
3.4a	Using the table below, calculate the total cost of the proposed training.
	Training Type
	Training/ trainer cost
	Staff wages
	Room Hire
	Resources
	Total

	Induction
	 $150.00 
	 $233.25 
	 $120.00 
	 $30.00 
	$533.25

	Manual handling 
	 $250.00 
	 $97.25 
	 $200.00 
	 $50.00 
	$597.25

	Fire evacuation
	$400.00
	$475.50
	$80.00
	$50.00
	$1005.50

	First Aid
	 $600.00 
	 $2,254.20 
	 $480.00 
	 $120.00 
	$3,454.20

	Emergency Response
	 $100.00 
	 $234.92 
	 $80.00 
	 $20.00 
	$434.92

	Total
	 $1,500.00 
	 $3,295.12 
	 $960.00 
	 $270.00 
	$6,025.12


3.4b	Report to management the costs associated with providing training for work team, for inclusion in financial and management plans. Complete the report template below, ensuring you follow the prompts on what to include in each section. You will need to refer to the CCRG WHS Policy, to ensure the proposed costs are within CCRG budget approvals and make the required requests for approval. 
Remember from Task three: The CCRG Hotel General Manager has advised the training goal is to be industry compliant and ensure all staff have completed training for induction, manual handling, fire evacuation, first aid (for managers/supervisors only) and emergency response. 
	Report on: WHS training costs for CCRG Hotel  

	Executive summary [communicating your information to busy people - it is essentially a short summary of the report objectives, outcome and recommendations]

	The WHS goal for CCRG Hotel is to ensure CCRG is industry compliant and all staff have completed training for induction, manual handling, fire evacuation, first aid (for managers/supervisors only) and emergency response. Consultations revealed that the total cost to meet this goal is $6,025.12, which requires specific approval from The Director of Finance. It is recommended that this training is delivered within 1 month and is tailored to meet the Hotel area requirements and learning needs of the millennial demographic.

	Introduction [sets the scene for the report by concisely describing the reason for the report and the background or history relevant to the report]

	The purpose of this report is to provide the costs of providing WHS training, to achieve industry compliance in WHS. Previous incidents have occurred to Hotel patrons and WHS hazards have been identified that require action. Completing this WHS training will minimise WHS risk and increase legal compliance.

	Body [explains the WHS training objectives, consultation steps (as per CCRG Policy) and results, issues and proposed solutions] 

	 The CCRG WHS training objective is to achieve industry compliance and all staff have completed training for induction, manual handling, fire evacuation, first aid (for managers/supervisors only) and emergency response.
The WHS consultation process includes the steps below.  
1.	Understand individual and organisational WHS role
2.	Communicate and share WHS information with work team, via:
o	CA city intranet, noticeboards or other internal communication channels
o	scheduled formal meetings, e.g. strategic safety group or operational WHS committees
o	scheduling informal team meetings, toolbox talks or prestart meetings
o	special interest working groups, formed to address specific WHS issues
3.	give workers opportunity to express issues, raise concerns and contribute to decision-making
4.	Review ideas and concerns prior to decision-making and advise workers of consultation outcomes.
WHS training results after TNA: number of employees with incomplete training – Induction 3, Manual Handling 4, Fire evacuation 1, First Aid (supervisor/ manager only) 4, Emergency response 5
Proposed solution to address training gaps in 1 month, to minimise risk at CCRG Hotel. Issue of proposed costs exceeding the allocated quarterly budget. This can be addressed by gaining approval in this case, as it achieves compliance immediately. To keep within budgetary allocation, the training can be delivered across two quarters.

	Conclusion/Recommendations [clearly justified with reference to the results of the WHS training consultations. Your recommendations should be made twice, briefly in the Executive Summary and then in more detail here]

	 Recommendations to achieve CCRG WHS goal for the Hotel:
•	Customised WHS training session/s for each area of the hotel. 
•	Deliver training to increase engagement of millennials. This can be achieved through use of video to deliver training, make training mobile friendly, ask for feedback from employees, make training personal and relevant to individual.  
The cost of this is $6,025.12, which is a small margin that produces full compliance in WHS training. Approval for WHS training that has costs above $5,000 per quarter needs approval from the Director of Finance for CCRG.


3.4c	Send an email (using the template below) to communicate your report on WHS training costs for CCRG Hotel. Address your email to management and be sure to include your report as an attachment. 
Sending emails - A sample has been provided here for your direction. The email will be ‘sent’ when you upload this assignment document.
	[image: ]

	Send

	To
	Management

	
	Subject
	WHS training costs for CCRG Hotel

	
	[image: ]
	WHS training costs for CCRG Hotel.doc

	 Hi Management, 
See attached report for WHS training costs for CCRG Hotel. If you need support please contact me. 
Regards
Dane Jackson 
WHS Officer


Task four – Implement and monitor organisational procedures and legal requirements for identifying hazards and assessing and controlling risks
Great work Dane! You have received great feedback from management on the effectiveness of your WHS training. CCRG staff seem more engaged in relation to their WHS responsibilities and enthusiastic to contributing to a safe workplace. To ensure this continues, you will assist the Events team in identifying, assessing and controlling risks in their area of the Hotel. 
Question one
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in Section 4.1 Identify and report on hazards in work area according to WHS policies and procedures and WHS legislative and regulatory requirements of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


4.1a	You have been asked to work with Sophia Brent, the Event Coordinator, to assess the hazards in the Events team work area, then report the hazards in the Hazard Register to the Events Manager. You will also need to refer to the CCRG WHS Policy, to identify the reporting requirements. 
Access the Front bar in the virtual simulation below to identify each hazard. These hazards will be recorded in the Hazard Register below. You are only reporting on hazards at this stage, so you do not need to complete the risk/hazard control section. 
Virtual Hotel 
(Note: it is optional to complete the activity to manage each hazard.) 
	Risk Register 

	Risk/hazard Definition
	Risk/hazard Analysis
	Risk/hazard Control

	Description
	Causes
	Consequences
	Likelihood x Impact
	Risk Rating
	Control Strategy
	Owner
	Status/ recommendations

	Customer has been drinking at the bar for a while
	Customer not monitored on intoxication
	Customer can cause disorderly behaviour
	Possible x Minor
	low
	
	
	

	Beer glass smashed on the floor
	Possibly customer
	Broken glass can injure staff /customers
	Likely x Minor
	low
	
	
	

	Overfilled bin
	Busy work period, no time to empty immediately.
	Rubbish can infect glassware
	Unlikely x Minor
	low
	
	
	

	replacing empty keg incorrectly
	Busy work period, not lifting ergonomically
	Back injury from heavy lifting
	Likely x Minor
	low
	
	
	

	Incorrect cleaning of  beer lines
	Use of chemicals not clear
	Severe burn/irritation from chemical
	Unlikely x Moderate
	low
	
	
	


4.1b	During the hazard assessment, Sophia asked you, ‘How do you know we are identifying hazards within CCRG WHS procedures and WHS legislation?’ Refer to the CCRG WHS Policy for your response and justify your response to Sophia in 50 words below. Make sure you provide WHS legislative and organisational information and advice using structure and language suitable for Sophia. 
	Response to Sophia’s enquiry 

	The hazards we have just identified are day-to-day issues, so as per WHS policy these should be reported to your supervisor, Henry Fletcher (Events Manager). I will report this to the Health and Safety Committee as per policy. We have used the Hazard Register to record all of this information so everything is captured effectively. All of these processes will ensure action is taken and the chance of risk is minimised.


Question two
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in 
Section 4.2 Promptly action team member hazard reports according to organisational procedures and WHS legislative and regulatory requirements 
Section 4.3 Implement procedures to control risks using the hierarchy of control, according to organisational and WHS legislative requirements 
of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


The hierarchy of control is the industry standard of controlling risk. The aim of this tool is to control and measure risk the same way and using the same measures in every organisation in Australia.  
4.2a	Explain how the hierarchy of control applies at CCRG Hotel, including an example for each area.
	Hierarchy of control at CCRG

	•	Elimination – physically remove the hazard, e.g. collecting and disposing of broken glass

	•	Substitution – replace the hazard, e.g. replacing a faulty blender in the bar area

	•	Engineering controls – Isolate people from the hazard, e.g. putting up safety signs in the foyer straight after a spill

	•	Administrative controls – change the way people work, e.g. training staff on how to lift heavy objects

	•	PPE – protect the worker with Personal Protective Equipment, e.g. using gloves when working with dangerous chemicals


4.2b	You will now need to complete the Risk control section of the Risk Register. Refer to the Risk management procedure (Risk treatment step) in the CCRG WHS Policy. Use Step 2 – Risk control in this procedure to complete risk/hazard control in the hazard register that you have just completed in Question 4.1. 
(Hint: copy and paste your table underneath this text so your definition and analysis columns are completed). 
	Risk Register 

	Risk/hazard Definition
	Risk/hazard Analysis
	Risk/hazard Control

	Description
	Causes
	Consequences
	Likelihood x Impact
	Risk Rating
	Control Strategy (including hierarchy of control)
	Owner
	Status/recommendations

	Electricity from unused plugs
	Exposure to unused plugs
	Exposure to unused plugs
	Possible x Moderate
	High
	Tape over unused plugs – to be reviewed
	Food and beverage manager, WHS team
	Remove excess plugs and install Power points

	Security through backdoor
	poor security system
	Theft at Hotel premises
	Possible x Minor
	Low
	Padlock on door– to be reviewed
	Food and beverage manager, WHS team
	Change door to only be open able from inside

	Heat in kitchen
	Cooking element, stove, oven
	Employee fatigue, possible injury
	Possible x Minor
	Low
	Wall fans– to be reviewed
	Food and beverage manager, WHS team
	Upgrade overhead vents  

	Overflowing rubbish bins
	Peak period
	Spillages, hygiene issues
	Possible x Minor
	Low
	Change bins every hour– to be reviewed
	Food and beverage manager, WHS team
	Increase bin size/ new larger bins

	
	
	
	
	
	
	
	


Question three
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in Section 4.4 Identify and report inadequacies in existing risk controls according to hierarchy of control and WHS legislative requirements of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


4.3a	The risk register below has been completed for the Food and Beverage area of CCRG Hotel and all control strategies have been implemented. However Rob Bradley, the General Manager, is not satisfied with these measures (text that is to be reviewed) and the hierarchy of control hasn’t been identified. He has asked you to review this risk register and report back to him. 
	Complete the table below to identify the inadequacies in the existing control strategies below, by:
· Recommending a reviewed control strategy (in the status/recommendations column)
· Identifying which hierarchy of control measure is most suitable (in the Hierarchy of control measure column) Note: it must be according to WHS legislative requirements, as outlined in the CCRG WHS Policy.
	Risk Register 

	Risk/hazard Definition
	Risk/hazard Analysis
	Risk/hazard Control

	Description
	Causes
	Consequences
	Likelihood x Impact
	Risk Rating
	Control Strategy (including hierarchy of control)
	Hierarchy of control measure
	Owner
	Status / recommendations

	Electricity from unused plugs 
	Exposure to unused plugs
	Exposure to unused plugs
	Possible x Moderate
	High 
	Tape over unused plugs – to be reviewed 
	Elimination and substitution
	Food and beverage manager, WHS team
	Remove excess plugs and install Power points

	Security through backdoor
	poor security system
	Theft at Hotel premises
	Possible x Minor
	Low 
	Padlock on door– to be reviewed
	Substitution
	Food and beverage manager, WHS team
	Change door to only be open able from inside

	Heat in kitchen
	Cooking element, stove, oven
	Employee fatigue, possible injury
	Possible x Minor
	Low
	Wall fans– to be reviewed
	Substitution
	Food and beverage manager, WHS team
	Upgrade overhead vents  

	Overflowing rubbish bins
	Peak period
	Spillages, hygiene issues
	Possible x Minor
	Low
	Change bins every hour– to be reviewed
	Substitution
	Food and beverage manager, WHS team
	Increase bin size/ new larger bins


4.3b	Report the inadequacies in existing risk controls that you identified in 4.3a to Rob Bradley, the General Manager, using the template below. In your report, ensure you address the following: 
· Summarise why existing risk controls were inadequate and why your recommendations are suitable. Refer to the hierarchy of control and WHS legislative requirements. 
· Ensure a prompt organisational response, due to this Risk Assessment being delayed. Indicate that a final risk assessment will be conducted in 2 weeks to monitor progress. 
· Provide WHS legislative and organisational information and advice using a report structure and language suitable for the General Manager.  
	Report on: Inadequacies in existing risk controls – Food and Beverage   
Addressed to: Rob Bradley 
Date: 1 July 20XX 

	Executive summary [communicating your information to busy people - it is essentially a short summary of the report objectives, outcome and recommendations]

	The objective of this report is to communicate the identified inadequacies in the Food and Beverage risk control measures. The outcome after applying the hierarchy of control according to WHS Regulations, is a more stringent control measure for each identified risk. The recommendation is to implement each improved control measure, as it minimises risk significantly without any significant extra costs. A final risk assessment will be conducted in 2 weeks to monitor progress.

	Introduction [sets the scene for the report by concisely describing the reason for the report and the background or history relevant to the report]

	This report has been produced by request from Rob Bradley, the Hotel General Manager. This request was made to identify inadequacies in the risk control measures for the Food and Beverage area. Previous risk control measures were applied, but these were identified as insufficient.

	Body [explains the WHS risk control objectives, risk control steps (as per CCRG Policy) and results, issues and proposed solutions] 

	 The CCRG WHS risk control objective is to control risk in the most effective way and according to WHS Regulations. 
Risk control steps using the hierarchy of control involve:
•	Elimination – physically remove the hazard 
•	Substitution – replace the hazard 
•	Engineering controls – Isolate people from the hazard 
•	Administrative controls – change the way people work 
•	PPE – protect the worker with Personal Protective Equipment 
Results were successful – where the same control measure was used, the method of measure was improved. See below. 
Initial measure	Reviewed control measure
Tape over unused plugs	Elimination and substitution - Remove excess plugs and install Power points
Padlock on door	Substitution - Change door to only be open able from inside 
Wall fans	Substitution - Upgrade overhead vents  
Change bins every hour	Substitution - Increase bin size/ new larger bins
Proposed solutions are to implement these reviewed control measures, as they are more effective and do not require any significant extra costs. They also follow legislative requirements, to implement control measures in order of effectiveness, and elimination and substitution are the 2 most effective control strategies.


	Conclusion/Recommendations [clearly justified with reference to the results of the reviewed risk controls. Your recommendations should be made twice, briefly in the Executive Summary and then in more detail here]

	In summary, risk control measures were significantly improved. Substitution and elimination were identified for all control measures, without any significant extra cost to the business. As advised, a final risk assessment will be conducted in 2 weeks to monitor progress and ensure procedures are followed for managing risk at CCRG.


Question four 
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in Section 4.5 Monitor outcomes of reports on inadequacies, where appropriate, to ensure a prompt organisational response of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


Rob Bradley was impressed by your report on risk control inadequacies in the Hotel Food and Beverage area. To monitor your reports and ensure a prompt response from the Food and Beverage Manager and the WHS team, send an email (using the template below). Ensure you include a timeframe in your email to demonstrate that you are monitoring the outcome. 
Sending emails - A sample has been provided here for your direction. The email will be ‘sent’ when you upload this assignment document.

	[image: ]

	Send

	To
	Food and Beverage Manager, WHS team

	
	Subject
	Reviewed risk control measures for Food and Beverage area  

	
	[image: ]
	Risk Register_reviewed_Food and Beverage.docx

	 Hi WHS/Food and Beverage team, 
As requested by Rob Bradley, the risk controls for Food and Beverage were reviewed and updated control strategies have been implemented. Please see the updated risk strategies below (and attached) that need to be implemented in 2 weeks (by close of business 15 July 20XX). 
Initial measure	Reviewed control measure
Tape over unused plugs	Elimination and substitution - Remove excess plugs and install Power points
Padlock on door	Substitution - Change door to only be open able from inside 
Wall fans	Substitution - Upgrade overhead vents  
Change bins every hour	Substitution - Increase bin size/ new larger bins
Please work within your teams to ensure these strategies are completed within this timeframe. If you need support please contact me. 
Regards
Dane Jackson 
WHS Officer    





Task five – Implement and monitor organisational procedures for maintaining WHS records for the team
Question one
	Hint
[image: cid:image001.jpg@01D23E54.2E5C6DB0]
	Read the content in Section 5.1 Accurately complete and maintain WHS records of incidents of occupational injury and disease in work area, according to WHS policies, procedures and legislative requirements of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


As part of your implementation of the CCRG WHS policy, you have realised the incident reporting policy has not been followed. You need to maintain the WHS incident records, as covered below. 
5.1a	Refer to the scenario below. 
On the 14th August 20XX, there was an incident at the hotel which identified a few problems. Valued client, Mrs Victoria Burning, slipped while ascending steps into the hotel lobby around 9am and struggled to get up by herself. 
You heard the staff talking about it. One staff member said ‘Poor Mrs Burning. Those steps are really slippery when they are wet (and it had been raining), guests don’t always have sensible shoes on.’ This incident was reported by Johnny Porter. In addition to the incident regarding Mrs Burning, there have been a few incidents of runaway trolleys crashing into staff and causing injury, and issues with lifting heavy bags. As a result, the concierge manager has delivered a training session with the concierge staff giving them verbal instructions regarding safe trolley practices and safety considerations to look for before they start their shifts.
Accurately complete the Incident register below, according to CCRG WHS policies, procedures and legislative requirements. 
Note: you will need to refer to the CCRG WHS Policy to review requirements for incident reporting. 
	Date and time of the incident or accident
	Injured person’s name
	What task was the person doing at the time of the incident 
	Nature the accident or incident 
	Cause of the accident or incident? 
	Notifiable occurrence? If no, why?
	Current date and name of incident reporter

	14/08/20XX
	Victoria Burning
	Mrs Burning was ascending steps into the hotel lobby around 9am
	Mrs Burning slipped and struggled to get up by herself.
	Steps are really slippery when they are wet (and it had been raining)
	No – not a death, serious injury  or has arised out of PCBU work
	15/08/20XX
Dane Jackson


5.1b	Access the Hotel Incident Report forms in the document below.  


Use these incident reporting forms to maintain the incident register of occupational injury and disease below. 
Note: you will need to refer to the CCRG WHS Policy to review requirements for incident reporting. 
	Date and time of the incident or accident
	Injured person’s name
	What task was the person doing at the time of the incident 
	Nature the accident or incident 
	Cause of the accident or incident? 
	Notifiable occurrence? If no, why?
	Current date and name of incident reporter

	15/12/XX
	Natalia Merkel
	Retrieving a lobster selected by a patron to be taken to the kitchen to cook
	Crush of hand, no major damage
	Band was not around the lobsters claw and it grasped onto the hand of the staff member
	No
	Priya Gupta

	18/01/XX
	Tim Burke
	Changing the fryer oil
	Severe burns to the legs and torso
	Oil dump valve broke and hot oil spilt on the staff member
	Yes
	Marcus Ray

	24/03/XX
	Jane Blue (guest)
	Walking down the hallway on level 4
	Tripped and rolled ankle
	Carpet had torn and was sticking out
	No
	Dane Jackson

	09/05/XX
	Marcus Ray
	Filling up powder in washing machine
	Minor chemical burn
	Spilt some of the powder on skin when loading into the washing machine 
	No
	Marcus Ray

	18/05/15
11.42am
	Loretta Caro
	Emptying the vacuum cleaner
	Suffered an asthma attack
	Was emptying the vacuum cleaner, the seal broke and created a big dust cloud when the dirt fell out.
	No – not a death, serious injury  or has arised out of PCBU work
	Rob Bradley

	06/06/15
7.31pm
	Sam Haden
	Cleaning up broken glass
	Cuts to the hand
	Broken glass in the restaurant, could not find dust pan and decided to pick it up as there were children in the area
	No – not a death, serious injury  or has arised out of PCBU work
	Natalia Merkel

	12/07/15
2.15pm
	Nina Merrick
	Working in the lobby at reception
	Back Strain
	Standing for long periods at reception and bending over to work at the computer
	No – not a death, serious injury  or has arised out of PCBU work
	Leni Banks

	14/08/20XX
9.00am
	Victoria Burning
	Mrs Burning was ascending steps into the hotel lobby around 9am
	Mrs Burning slipped and struggled to get up by herself.
	Steps are really slippery when they are wet (and it had been raining)
	No – not a death, serious injury  or has arised out of PCBU work
	15/08/20XX
Dane Jackson


Question two
	Hint
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	Read the content in Section 5.2 Use aggregate information and data from work area records to identify hazards and monitor risk control procedures in work area of the eBook – BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements.


5.2a	Information is only as useful as its accuracy, validity and ability to be comprehended by managers and stakeholders. Your final step to implementing and monitoring WHS procedures at CCRG Hotel, is to collect all information and aggregate data so this can be used for monitoring purposes. 
Analyse CCRG risk management data you have collected during your assignment, to identify hazards and monitor risk control procedures in the Events team area. (Hint: you will need to refer to Q4.1 and Q4.2 for Events team data.)
	Collected hazards at CCRG Hotel 

	Concerns from the Events team, has resulted in decision that slips as a hazard, should be given a rating risk of high.

	Administrative - CCRG Policy for dealing with intoxicated customers and workers trained so they know what to do

	Elimination - Handling broken glass should be with a dustpan and glass disposed appropriately

	Elimination - should be covered and disposed of as quickly as possible

	Substitution - Use trolley to move old keg and replace with new one.

	Administrative - If unsure on use of chemicals, ask prior. 
Training in correct handling of chemicals. Instructions to clean beer lines placed near the kegs


5.2b	Refer to the serious claims data below and the Safe Work Australia publication - WHS in accommodation food services industry)
[image: ]
Extract the information applicable to accommodation services and relate this to the risks and hazards identified in 5.2a. Interpret this information and complete the table below.
	Calculate the incidence rate (IR) for the Accommodation subdivision. 
(IR = Lost time injuries (each shift) x 100 / number of workers)

	 IR = 20 x 100 / 109280.5 (round up to 109281) = 0.018
0.018 workers in every 109281 are going to be involved in an incident that requires the loss of one or more shifts
Note: pg 21 shows time lost from work in accommodation and food services is 4 weeks – calculates to be equal to 20 shifts (as per calculation in eBook) pg 7 shows number of wage earners in accommodation is 14% of 780575 =

	Analyse Table 1 above to identify the figures applicable to the accommodation subdivision, and explain what this means for risk management at CCRG Hotel.

	 Between 2010–11 and 2012–13, the accommodation subdivision had the second highest frequency rate. It produced almost a quarter (24%) of the total industry’s serious claims. 
Accommodation subdivision had the 2nd highest frequency rate, but almost the 2nd lowest percentage of industry’s total hours worked. Out of the 19 Australian industries, the accommodation and food services industry had the fifth-highest incidence rate of injuries and diseases.
A higher proportion of serious claims among female employees in food and accommodation industry arose from mental stress, body stressing, and falls, trips and slips of a person and the three mechanisms were associated with the lengthiest absences and highest costs out of the eight mechanisms of injury or disease.
Interpreting this suggests that serious claims is a high risk at CCRG Hotel, relevant to the accommodation and food services industry. This is especially due to the initial low risk rating of slips, trips and falls.


Congratulations Dane! You have completed your assignment to implement and monitor WHS policies, procedures and programs to meet legislative requirements. Please submit your assignment as per your trainer/coach instructions. 
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MILLENNIALS: HOW TO GET THIS BOOMING GENERATION PUMPED ABOUT SAFETY TRAINING!

(Sourced from Gallagher Bassett - https://www.gallagherbassett.com.au/millennials-how-to-get-this-booming-generation-pumped-about-safety-training/)
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While we regularly focus on Workplace Health and Safety (WHS) strategies for the ageing population, there is another generation streaming into the workforce that can’t be ignored – the millennials.

By 2020, millennials are expected to form 50% of the global workforce and with a fifth of all work-related injuries already experienced by Australian workers aged 25 years and under, a new approach to your WHS training for this generation needs to be considered.

Hold up, what are Millennials again?

The millennial generation typically fall between those born in the early 1980s and early 2000s and are often known as Gen Y or Gen Me.

At present millennials already have higher incidence rates of work-related injuries than baby boomers, especially in industries with high levels of shift workers; such as health care, hospitality and construction.

In this article we discuss how you can make your organisations WHS training relevant to millennials, so your organisation can keep safety hip… ok maybe just a little more accessible.

The best teacher is ME!

Millennials often don’t use paper at all outside of work, so if your WHS training program involves a ring binder and an annual half day training course in a windowless room, you may need to switch it up.

Often the best way to teach a millennial is to challenge them to teach themselves. Having grown up with the internet, millennials are used to having information literally at their fingertips.

According to a recent Millennials at Work report, “One of the defining characteristics of the millennial generation is their affinity with the digital world. They have grown up with broadband, smartphones, laptops and social media being the norm and expect instant access to information. This is the first generation to enter the workplace with a better grasp of a key business tool than more senior workers.”

Millennials are seeking flexible, mobile, on-demand solutions when it comes to training, which may see organisations changing what they have done in the past. Now technology trumps paper.

Tips to embrace this include:

· Show me the video! If you are anything like this millennial writer, reading instructions is only for when your IKEA chair leg doesn’t seem to be facing the right way around. So here at GB we love Skillshare online learning community where you can take classes, watch video lessons, create projects and even contribute a class yourself. Read our review and grab yourself a discount.

· 24/7: If your company is able to configure access from mobiles or tablets, consider learning materials that employees can use and access at anytime. Often the desire to learn or get more detailed with training material is hampered by available time during work hours.

· myGBed online training courses: available for GB clients to access 24/7 on any device. The courses have been developed by accredited trainers and cover two of GB’s most popular programs – Return to Work Responsibilities for Managers and Hazard Management in the Workplace.

· E-Learning: This online training system lets employees train when they want and depending on your IT set up and security, where they want. The training can utilise many interactive tools such as short quizzes, pop up boxes, videos, audio and delightful pops of colour.

· Get them involved: Millennials love giving feedback and making an impact, so get them involved in designing an awareness campaign about WHS for your next Health and Safety Month.

Get a little personal

While technology is an important part of WHS training, millennials also want to know why it’s important and to be able to give feedback and share experiences of their own.

The best way to do this is for both you and your employees to share personal examples of safety experiences, stories of past incidents and where controls or measures helped or hindered. Stories add a ‘real world’ touch, just ask any millennial about the hugely popular “Humans of New York” blog and see if you can keep them from telling you their favourite post.

One practical way to implement ‘the why’ and make story telling a part of your WHS education is to include it as part of your organisation’s regular team meetings. Each employee could take a turn to discuss what they or a colleague has done to promote safety recently or a situation where they could’ve done things better.

This can motivate your team to regularly keep WHS at the front of their minds, while providing tips they can use in their day-to-day work experiences.

If you would like to know more about the changing dynamics of your workforce and how to keep your WHS program relevant, contact GB to see how we can we can assist.

Accessed January 2017 

January 2017 v1.0 		
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CA City Hotel WHS Policy 

		Learner tip: this is a lengthy document! Click on the ‘View’ tab above then check the ‘Navigation Pane’ box. This gives you a menu to go straight to the area you need. 

Delete this box when you no longer need it. 
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CA City Hotel recognises its responsibility to provide a healthy and safe working environment for employees, contractors, clients and visitors. CA City Hotel is committed to the continued wellbeing of its employees and to ensuring that all employees are safe from injury and health risks whilst undertaking work-related duties, including home-based work.

In order to ensure a healthy and safe working environment, CA City Hotel will: 

· provide written procedures and instructions for safe working practices 

· ensure compliance with all relevant legislation 

· maintain safe systems of work including the work premises and environment 

· provide appropriate support, instruction, training and supervision to employees to ensure safe working practices. 

The CA City Hotel WHS Policy, procedures and all related documentation can be accessed in the following locations:

Soft copy – CA City Intranet or request a copy from the assigned WHS representative. 

Hard copy – all documentation is available in the WHS Committee meeting room or request a copy from the assigned WHS representative. 

Scope

This Policy applies to decision making through all levels of the Hotel and in relation to any function or activity likely to have any significant impact on the Hotel's operations, irrespective of the level of financial exposure. This policy is applicable to all areas of the Hotel.

All staff members of the Hotel and its controlled entities must comply with this policy in planning and when decisions are made including, but not limited to, the following:

· contracting (whether for goods or services) for an amount requiring executive approval

· capital procurement including strategic IT initiatives

· outsourcing, partnering or shared service arrangements of functions

· community events held on Hotel property or those sponsored by the Hotel

· major fundraising activities

· when developing new strategies, rules, policies and procedures

· when reviewing existing strategies, rules, policies and procedures

· when managing products

· when introducing significant change

· in the management of sensitive issues.

[bookmark: maj3][bookmark: maj4]Responsibilities

The Work Health and Safety Act (2011) states that while at work, a worker must cooperate with any reasonable policy or procedure of the person conducting the business or undertaking (PCBU) relating to health or safety at the workplace that has been notified to workers.

In addition, under the Work, Health and Safety Regulations (2011) there are specific work health and safety policy obligations for safety management systems of major hazard facilities.

Responsibilities of WHS roles are described below, as per requirements of health and safety legislation. 

		PCBU 

(owner, manager)

(Section 20-26 WHS Act 2011)

		· Primary duty of care to ensure health and safety of workers while at work in the business 

· Make sure work does not carry risk to health and safety of others

· Provide and maintain safe work environment, plant and structures, systems of work

· Ensure safe use handling and storage of plant, structures and substances

· Provide adequate facilities, instruction, training, information, supervision

· Monitor health of workers and conditions in the workplace



		Officers 

(person within the business, Director or secretary of a company)

(Section 27 WHS Act 2011)

		· Officers are responsible to make sure the PCBU meets their obligations They need to take reasonable steps to:

· Gain and update knowledge of WHS 

· Understand the type of business and hazards/ risks involved

· Make sure PCBU has resources to reduce/ remove risks and hazards

· Processes exist to manage incidents, hazards, risks

· Make sure PCBU is involved in consultation, providing training and instruction and reports notifiable incidents



		Workers 

(all employees)

(Section 28 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or their officers to help comply with WHS obligations

· Cooperate with policies or procedures which relate to WHS 



		Visitors (Contractors, volunteers, others)

(Section 29 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or officers to help comply with WHS obligations



		Health and safety committees (Work groups)

(Section 77 WHS Act 2011)

		· Group of persons in the workplace who maintain and improve WHS 

· Establishing a workgroup or committee depends on the number of employees and the size of the business 

· At least half of the members must not be nominated by the PCBU 



		Health and safety representative

(Section 68 WHS Act 2011)

		· The person elected by members of a workgroup to represent them during consultation on WHS issues

· They monitor actions taken by the PCBU to comply with WHS Act 





WHS consultation procedures

Health and safety legislation requires PCBUs must consult with all workers, including contractors, subcontractors, labour hire workers, apprentices, work experience staff and volunteers on health and safety issues. They must also consult with other PCBUs, so far as is reasonably practicable, if their duty of care overlaps with theirs.

Consultation can be encouraged through the establishment of health and safety committees (HSCs) and/or the appointment of health and safety representatives (HSRs). Active contribution from workers or their representatives should be sought and incorporated into operations. 

A PCBU must consult with workers when:

· identifying hazards and assessing risks arising from work

· proposing changes that may affect the health and safety of workers

· carrying out activities prescribed by the Work Health and Safety Regulation 2011 (PDF, 2.53 MB) (the WHS Regulation).

A PCBU must also consult with workers and take their views into account when making decisions about:

· ways to eliminate or minimise risks

· the adequacy of facilities for workers' welfare

· procedures for consulting workers

· resolving health and safety issues

· monitoring the health and safety of workers or workplace conditions

· how to provide health and safety information and training to workers.

The WHS consultation process can involve the steps below.  

1. Understand individual and organisational WHS role

2. Communicate and share WHS information with work team, via:

· CA city intranet, noticeboards or other internal communication channels

· scheduled formal meetings, e.g. strategic safety group or operational WHS committees

· scheduling informal team meetings, toolbox talks or prestart meetings

· special interest working groups, formed to address specific WHS issues

3. give workers opportunity to express issues, raise concerns and contribute to decision-making

4. Review ideas and concerns prior to decision-making and advise workers of consultation outcomes.

All WHS goals and objectives at CA City Hotel need to fit with, and support overall CA City goals. PCBUs need to ensure WHS processes are subject to regular monitoring, evaluation and review. 

Consultation on health and safety is a two-way process and this provides an opportunity to add value when making decisions. To support health and safety procedures effectively in the workplace, information must be accessible, clearly understood and shared between all Hotel staff.

Risk management program 

The Hotel will manage risks and hazards continuously using the analysis, treatment, recording, monitoring and review of risks and hazards as outlined in this Policy and the following procedures.

Risk will be assessed and managed by all employees, through supervisors and managers, appropriate to the level, and impact, of the risk.

This Policy seeks to embed a risk management philosophy as part of the Hotel's everyday working environment, by:

· implementing the Risk Management approach and general methodology specified in the Australia/New Zealand Standard for Risk Management AS/NZS ISO 31000:2009 (‘the Standard’)

· establishing a consistent approach to Risk Management in which Risks related to the objects and functions of the Hotel will be identified, evaluated, managed, reviewed and addressed in approval, review and control processes

· ensuring the Hotel's compliance with relevant legislation

· establishing authorities and accountabilities of staff in relation to Risk Management activities

· providing an agreed and structured basis for strategic planning

· requiring proactive rather than reactive Risk Management

· achieving improved Hotel outcomes and outputs based on informed decision making

· assisting in safeguarding the Hotel's assets, staff, guests, finances, property and reputation

· improving the quality of decision making throughout the Hotel

· reducing costs through better targeted and more effective controls.

[bookmark: maj1]Responsibilities

Every staff member of the Hotel is responsible for effective management of risk including the identification of potential risks. Risk management processes should be integrated with other planning processes and management activities. All staff should actively participate in identifying potential risks in their area of responsibility and operations and contribute to the implementation of appropriate treatment actions. This policy is not to relieve the hotel's responsibility to comply with other legislation and/or regulations. 

Risks might include, but not be limited to:

· failure to attract and retain guests;

· guest, staff or client dissatisfaction;

· a threat to the environment of the institution or elsewhere;

· a threat to the physical safety of persons within the Hotel;

· breaches of security;

· criminal, fraudulent or corrupt activities;

· poor management practices;

· damage to property;

· failure of essential services or business/administrative systems;

· currency fluctuations;

· market competition, trade practices implications;

· legal risk, breach of contract;

· joint ventures, partnerships;

· employment practices (e.g. tenure, casual employment etc.).

Risk and hazard management procedure  

[bookmark: s2][bookmark: s3][bookmark: maj5]CCRG Hotel has a legal obligation:

· to eliminate risks to health and safety, so far as is reasonably practicable; and

· if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable.

All individuals have an obligation to guard against or protect others from any hazards or incidents as soon as they are recognised. If the hazards or incidents cannot be rectified immediately, the person must report the hazards or incidents to the appropriate person.

		Step 1

Preliminary risk analysis 



		[bookmark: maj6]This first stage of risk management involves identifying and reporting hazards. The range of potential consequences and how likely those consequences are to occur in the absence of any treatment plans or controls must be estimated and assessed. Staff may use the Risk Register for this purpose. 

An Inherent Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood by the Risk Consequences (refer the Risk Likelihood Descriptors, Risk Consequence Descriptors and Risk Rating Matrix and compare against the criteria established at the outset of this process). At this stage, do not account for any treatment plan or controls. Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.



		Step 2 

Risk control  

		The most appropriate Risk Control will be that which balances the costs and efforts of implementation against the benefits to be derived from an activity.

Depending on the Risk Rating, treatment options may be applied individually or in combination. Risk control is documented in the Risk Register, in the Risk Control section. This documents the control strategy, the owner of the risk and the status and occurrence of the risk.  

[bookmark: _Toc444867000]The hierarchy of control is used as a benchmark for controlling identified risks. Under the WHS Regulations, Hierarchy of control measures are as follows. 

             (1)  This regulation applies if it is not reasonably practicable for a duty holder to eliminate risks to health and safety.

             (2)  A duty holder, in minimising risks to health and safety, must implement risk control measures in accordance with this regulation.

             (3)  The duty holder must minimise risks, so far as is reasonably practicable, by doing one or more of the following:

                     (a)  substituting (wholly or partly) the hazard giving rise to the risk with something that gives rise to a lesser risk;

                     (b)  isolating the hazard from any person exposed to it;

                     (c)  implementing engineering controls.

             (4)  If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by implementing administrative controls.

             (5) If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by ensuring the provision and use of suitable personal protective equipment.

Note:          A combination of the controls set out in this regulation may be used to minimise risks, so far as is reasonably practicable, if a single control is not sufficient for the purpose.

The hierarchy of control measures are applied in the following order. 

· Elimination – physically remove the hazard 

· Substitution – replace the hazard 

· Engineering controls – Isolate people from the hazard 

· Administrative controls – change the way people work 

· PPE – protect the worker with Personal Protective Equipment 

Each hazard should be assessed against the hierarchy of control in order of most to least effective. Refer to the hierarchy of control below. 

[image: ]



		Final risk analysis 



		The range of potential consequences and how likely those consequences are to occur when treatment plans or controls are applied must be estimated and assessed using the Risk Register.

[bookmark: maj9]Using the Risk Register, a Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood score by the Risk Consequences score (accounting for any treatment plan or controls)

· Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.

If the Residual Risk Rating remains unacceptably high, additional treatment or controls may be applied 



		Records management

		The Manager, Insurance and Risk Management will maintain a central Strategic Risk Register which records Hotel wide risks and treatment plans. For each risk recorded within the Risk Register, the following must be recorded:

· Risk/hazard Definition

· Risk/hazard Analysis

· Risk/hazard Control



		Monitoring and review

		Staff must continually monitor risks in the workplace. Work areas must systematically review risks contained in the Strategic Risk Register every 6 – 12 months, to assess whether risks remain current and treatment plans remain effective.

The Manager, Insurance and Risk Management must coordinate the Hotel's review of the Strategic Risk Register on an annual basis.





[bookmark: maj7][bookmark: maj8][bookmark: maj10][bookmark: maj11][bookmark: maj12][bookmark: s5][bookmark: maj13]Incident reporting policy  

As part of the requirement for ensuring health and safety in the workplace, the organisation recognises that incidents, injuries, plant damage and other dangerous events may occur throughout the course of its operations.  

The purpose of the Incident reporting policy is to:

· prevent future recurrences of the incident and other related hazards. 

· undertake thorough investigation and analysis of incidents, implement corrective actions commensurate with CCRG Policy and WHS legislation.

As per WHS Regulations, health and safety information should be recorded, available and accessible to workers at all times. Notifiable incidents are:

the death of a person

a ‘serious injury or illness’

a dangerous incident arising out of work carried out by a business, undertaking or a workplace.

Notifiable incidents relate to any person—whether an employee, contractor or member of the public. If a notifiable incident occurs, the model WHS Act sets out that:

immediate notification of a ‘notifiable incident’ to the regulator, after becoming aware of it

if the regulator asks—written notification with 48 hours of the request, and

preservation of the incident site until an inspector arrives or directs otherwise.

Although we fall under the integrated WHS Act, all states in Australia are governed by different WHS regulators, in relation to workplace incidents. Visit Safe Work Australia to see full information about reporting requirements. 

The requirement to formally undertake and document investigative responses and analysis of WHS incidents and events applies across all CA City Hotel operations as defined below.

Incident reporting procedure

		Step 1

Incident investigation



		Formal, documented investigations shall be undertaken for the following incidents:

· incidents notified to an external statutory authority;

· dangerous events which had a specific potential to cause harm on site;

· any incident that is particularly unusual or had the potential to cause a significant WHS risk; and

· any other incident deemed necessary to be investigated by CA CITY HOTEL Supervisors and Managers as part of the Reporting & Recording of WHS Incidents & Events process.

A formal investigation shall include a documented appraisal of the incident, via an Incident Report, inclusive of the following aspects where relevant:

· incident and outcome description;

· details of the personnel, plant and work environment involved;

· description of injured person or witness accounts of the incident;

· description of the likely causal factors of the incident;

· recommendations for control and prevention of a similar incident; and

· diagrams, photographs, additional data pertinent to the incident or investigation report.

Unless a specific incident warrants otherwise, Incident Investigations are to be initiated as soon as practicable following the incident or event and the report (excluding any external involvement / component) is to be completed within 7 days of the incident.



		Step 2 

Incident analysis 

		· Detailed information contained within Incident and Injury Reports for each work location are to be collated and analysed on a quarterly basis as part of the Company WHS Meeting forum.

· Information such as the following is to be listed and presented for review and discussion:

· number of incidents (by who was involved: employee, guest, contractor, visitor)

· number of incidents (by location: operations type, training centre location)

· number of incidents (by type: first aid, work injury / illness, near miss / dangerous event, property / plant, other)

· number of lost-time injuries (greater than 1 shift/working day)

· total number of days lost due to injury or illness

· number of injuries / illnesses (by mechanism or nature)

· number of hazards / Corrective Action Reports formally documented

· number of formal Incident Investigation Reports completed

· number of incidents within the Incident Register for the period (closed out / not yet closed out)

· other information as deemed relevant.

· Information collated and basic trend information extrapolated from that data shall be reported and formally discussed within the Management Meeting forum and the Company WHS Meeting forum.

· As data is collected and analysed over time Managers are to make specific recommendations with respect to what additional information would be beneficial to be sourced and what information may be removed from the analysis process.

· Where practicable Managers are to prioritise WHS efforts and initiatives around particular problem areas identified as a by-product of WHS information analysis.



		Incident reporting



		These reports must be consistent with the requirements of the Work Health and Safety Act 2011. You need to check with the state government body in your area regarding state specific legislation. Visit Safe Work Australia to see full information about reporting requirements. 



		Incident monitoring and review

		





Notes on Incident procedures  

All Incident documentation is to be tabled and discussed within CCRG WHS and management meetings.  Specific details, timeframes and responsibilities relating to corrective and preventative actions are to be discussed and recorded accordingly. 

Corrective and preventative actions are to be discussed and documented for all other incidents, injuries and plant issues not formally investigated. Due to the nature or complexity of an incident or event, external consultants may be used for investigations where deemed appropriate by CCRG Senior Managers.

Irrespective of who undertakes an Incident Investigation, specific efforts are to be made by those selecting an investigation person and the individual who investigates, to:

· not compromise the way information is gathered or reported due to their working relationship with those who may be involved in the incident;

· ensure an objective and factual process is followed;

· ensure that a blame allocation or ‘witch-hunt’ is not undertaken;

· ensure that causal factors and recommended actions are not diluted or under-reported due to their working relationship with those who may be involved, or other senior personnel within the organisation.

Emergency and evacuation procedure

		Emergency safety procedure



		Is someone seriously injured or in need of urgent medical help? 

Is your life or property being threatened? 

Have you just witnessed a serious accident or crime?	

Is anyone in immediate danger? 

Help them only if it is SAFE to do so.



		1

		Call 000 on the designated phone

If you are hearing impaired please use 106 for a text based emergency



		2

		State which emergency service you want: Ambulance, Fire, or Police



		3

		Stay calm - stay focused



		4

		Stay on the line. The emergency service operator will need to talk to you before sending assistance. They will ask you questions about the incident



		5

		Give as much information as possible about the location of the emergency. The information required depends whether you are in an urban or rural or remote area



		6

		Have your name and call back details ready for the operator



		7

		What happened – e.g. car accident?



		8

		Number and condition of the casualties, including level of consciousness, breathing and circulation



		9

		In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 



		10

		The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so
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WHS Training Policy 

The Hotel will fulfil its obligations to ensure CCRG employees are trained in WHS practices, as outlined in this Policy and in the following procedures. 

All WHS practices are to be conducted within the approved budget, as advised by the General Manager of CA City Hotel. WHS Training provided at CCRG Hotel includes (but is not limited to):

· Induction

· Fire and emergency procedures and Emergency Warden

· Use of PPE

· Manual handling 

· First aid compliance and First Aid Officer 

· Safety representative/committee  

· Risk assessments, e.g. ergonomics, hazardous chemicals

Responsibilities

Employers and PCBU’s are legally obligated to provide a safe workplace for employees, customers, and other people such as members of the public and visitors. This is a requirement under the Work Health & Safety Act 2011. CCRG has a legal duty to properly orientate, train and supervise employees to ensure safe work practices.

Approvals 

As an employer and PCBU, CCRG has allocated an annual budget of $20,000, which is allocated at $5,000 each quarter. Any WHS training that has costs above $5,000 per quarter needs approval from the Director of Finance for CCRG. 

All decisions on WHS training need to follow WHS consultation procedures, as per CCRG Policy and legislative requirements. Any issues, specific details or clarification for WHS training needs to be consulted and approved by the WHS Committee or assigned WHS Representatives. 

WHS Training procedure  

1. Conduct a training needs analysis with all stakeholders of CCRG, to identify WHS training requirements 

a. Training target or future goal 

b. Assess existing skills and knowledge

c. Identify WHS training needs gap  

2. A training development plan/program is developed for each department to address training gap. 

3. Training is conducted within approved budget, according to training needs and plans. 

4. All WHS qualifications, licences and training records are to be recorded on the employee’s personnel file, in both hard copy and online in CCRG’s HRM system.  

5. Training practices are to be reviewed and monitored twice annually and as required by individual needs upon approval. 
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[bookmark: _Toc447023006][bookmark: _Toc447023093]Consultations

		Date

		Attendees

		Items discussed

		Resolutions



		02/12/14

		All HSR

		· Fire Drills

· Staff smoking area

· Backdoor security

		· Smokers area to be designated

· Padlock on back door will be installed



		06/01/15

		All HSR and WHS Officer

		· Fire Drills

		· Planned drill every 6 months



		02/02/15

		All HSR

		· Review of Manual handling procedure

		· New version agreed upon and released



		15/03/15

		All HSR, WHS officer and managers

		· Hazard reporting

· Action within scope

		· Defined the correct process for managers to undertake in reporting hazards

· Identified what actions managers can take and which need to be referred to WHS officer



		04/05/15

		General Manager, all HSR, WHS officer

		· Review of WHS training to include risk management training

		· Agreed upon item and program to be implemented after development





[bookmark: _Toc447023008][bookmark: _Toc447023095][bookmark: _Toc447023007][bookmark: _Toc447023094]Staff records

		Mandatory (all staff)

		Mandatory (Managers)



		Staff details

		



		Staff member

		Role

		Position

		Induction

		Manual Handling

		Fire evacuation

		First Aid

		Emergency response



		Rob Bradley

		Executive

		General Manager

		

		

		

		

		



		Loretta Caro

		Housekeeping

		Executive Housekeeping Manager 

		

		

		

		

		



		Leni Banks

		Front office/concierge

		Front Office Manager

		

		

		

		

		



		Bao Chen

		Front office/concierge

		Concierge

		

		

		

		

		



		Jonny Porter

		Front office/concierge

		Porter/Valet Parking Attendant

		

		

		

		

		



		Nina Merrick

		Front office

		Receptionist

		

		

		

		

		



		Harold McCoy

		Front office/concierge

		Reservations Manager

		

		

		

		

		



		Henry Fletcher

		Events

		Event Manager

		

		

		

		

		



		Sophia Brent

		Events

		Event Coordinator

		

		

		

		

		



		Helen Connor

		Events

		Event Assistant

		

		

		

		

		



		Trish Bennett

		Venue

		Venue Manager

		

		

		

		

		



		Linda Knols

		Marketing

		Marketing Manager

		

		

		

		

		



		Amy Chang

		Marketing

		Marketing Coordinator

		

		

		

		

		



		Dilan Senturk

		Marketing

		Sponsorship Coordinator

		

		

		

		

		



		Natalie Henderson

		Food and Beverage

		Food and Beverage Manager

		

		

		

		

		



		Vincent Georgiou

		Food and Beverage

		Outlet Manager (C Bar)

		

		

		

		

		



		Priya Gupta

		Food and Beverage

		Outlet Manager (Riverview Restaurant) 

		

		

		

		

		



		Natalia Merkel

		Food and Beverage

		Food and Beverage Supervisor

		

		

		

		

		



		Sam Haden

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Daisy Lancaster

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Marcus Ray

		Kitchen

		Executive Chef

		

		

		

		

		



		Martin Black

		Finance

		Finance Controller

		

		

		

		

		



		Wendy James

		Human Resources

		Human Resources Manager

		

		

		

		

		



		Dane Jackson

		WHS

		Health and Safety Officer

		

		

		

		

		



		Tilly Jacobs

		Spa

		Spa Manager

		

		

		

		

		



		Pierre Orchard

		Purchasing

		Purchasing Officer

		

		

		

		

		







[bookmark: _Toc447023002][bookmark: _Toc447023089]Risk Registers

[bookmark: _Toc447023003][bookmark: _Toc447023090]Risk and hazard register

		Risk Definition

		Risk Analysis

		Risk Control



		Risk #Priority

		Risk Description

		Causes

		Consequences

		Likelihood

		Impact

		Risk Rating

		Risk Control Strategy

		Owner

		Expected occurrence Date / Phase

		Expected Retirement Date / Phase

		Status



		

		Burns

		General – hot objects in kitchen

		Staff in the kitchen burning themselves on hot objects

		Possible

		Moderate

		Medium

		Training

		Kitchen manager

		Ongoing

		Ongoing

		Open



		

		Slips

		Wet floors (internal)

		Slipping on wet floor and injuring back

		Unlikely

		Minor

		Low

		Safety signage

		All staff

		Ongoing

		Ongoing

		Open



		

		Burns

		Chemicals

		Chemical burns to skin

		Possible

		Moderate

		Medium 

		PPE, Training

		WHS officer

		Ongoing

		Ongoing

		Open



		

		Fire

		Chemicals

		Ignite and cause a fire

		Unlikely

		Severe

		High

		PPE

		Executive Housekeeping

		Ongoing

		Ongoing

		Open



		

		Irritation

		Chemicals

		Cause irritation to the skin, i.e. rashes

		Likely

		Minor

		Medium

		PPE

		WHS Officer

		Ongoing

		Ongoing

		Open










[bookmark: _Toc447023004][bookmark: _Toc447023091]Hazardous chemicals registers (Excerpt) 

		Name of substance

		Location of substance

		Current MSDS



		Hazardous

Yes/No

		Dangerous Goods 

Yes/No

		Max. Qty

		Risk/Safety Phrases

		Risk Assessment

Yes/No

		Uses



		Antibacterial Foaming Hand wash

		Kitchens 

		

		NO

		NO

		85

		S25 Avoid contact with eyes

		Yes

		Hand washing



		Heavy Duty Powdered Dish Wash Detergent.

		Kitchens

		

		YES

		YES

		10

		R34 Causes burns

S2 Keep out of reach of children.

S22 Do not breathe dust

S26In case of contact with eyes rinse immediately with plenty of water and seek medical advice.

S45 In case of accident or if you feel unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes.

S36/37/39 Wear suitable protective clothing, gloves and eye/face protection.

		Yes

		Dish washers



		METHYLATED SPIRITS

		Cleaning store

		

		NO

		YES

		2

		R11 Highly flammable

S7 Keep container tightly closed

S16 Keep away from sources of ignition No smoking

		YES

		Cleaning



		GLAZE CLEAN MOP

		Cleaning store, Kitchen

		

		NO

		NO

		10

		N/A

		NO

		Floor cleaning



		LAUNDRY POWDER

		Laundry

		

		YES

		NO

		6

		R36/38 Irritating to eyes and skin

S2 Keep out of reach of children

S22 Do not breathe dust

S26 In case of contact with eyes, rinse immediately with plenty of water and seek medical advice

S45 In case of accident or if you feel ​unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes. 

		YES

		Laundry Powder





[bookmark: _Toc447023005][bookmark: _Toc447023092]Incident register 

		Date and time of the incident or accident

		Injured person’s name

		What task was the person doing at the time of the incident or accident

		Nature the accident or incident 

		Cause of the accident or incident? 

		Was this a notifiable occurrence

		Name of person filling out this report.



		15/12/14

		Natalia Merkel

		Retrieving a lobster selected by a patron to be taken to the kitchen to cook

		Crush of hand, no major damage

		Band was not around the lobsters claw and it grasped onto the hand of the staff member

		No

		Priya Gupta



		18/01/15

		Tim Burke

		Changing the fryer oil

		Severe burns to the legs and torso

		Oil dump valve broke and hot oil spilt on the staff member

		Yes

		Marcus Ray



		24/03/15

		Jane Blue (guest)

		Walking down the hallway on level 4

		Tripped and rolled ankle

		Carpet had torn and was sticking out

		No

		Dane Jackson



		09/05/15

		Marcus Ray

		Filling up powder in washing machine

		Minor chemical burn

		Spilt some of the powder on skin when loading into the washing machine 

		No

		Marcus Ray
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Incident Two – Sam Haden
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Incident Three – Nina Merrick
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Hotel WHS Policies and Procedures

CA City Hotel recognises its responsibility to provide a healthy and safe working environment for employees, contractors, clients and visitors. CA City Hotel is committed to the continued wellbeing of its employees and to ensuring that all employees are safe from injury and health risks whilst undertaking work-related duties, including home-based work.

In order to ensure a healthy and safe working environment, CA City Hotel will: 

· undertake risk assessments and implement procedures to adequately manage any risks in the working environment 

· provide written procedures and instructions for safe working practices 

· ensure compliance with all relevant legislation 

· maintain safe systems of work including the work premises and environment 

· provide appropriate support, instruction, training and supervision to employees to ensure safe working practices. 

Scope

This Policy applies to decision making through all levels of the Hotel and in relation to any function or activity likely to have any significant impact on the Hotel's operations, irrespective of the level of financial exposure. This Policy is applicable to all areas of the Hotel.

All staff members of the Hotel and its controlled entities must comply with this policy in planning and when decisions are made including, but not limited to, the following:

· contracting (whether for goods or services) for an amount requiring executive approval

· capital procurement including strategic IT initiatives

· outsourcing, partnering or shared service arrangements of functions

· community events held on Hotel property or those sponsored by the Hotel

· major fundraising activities

· when developing new strategies, rules, policies and procedures

· when reviewing existing strategies, rules, policies and procedures

· when managing products

· when introducing significant change

· in the management of sensitive issues.

[bookmark: maj3][bookmark: maj4]Responsibilities

The Work Health and Safety Act (2011) states that while at work, a worker must cooperate with any reasonable policy or procedure of the person conducting the business or undertaking (PCBU) relating to health or safety at the workplace that has been notified to workers.

In addition, under the Work, Health and Safety Regulations (2011) there are specific work health and safety policy obligations for safety management systems of major hazard facilities.

Responsibilities of WHS roles are described below, as per requirements of health and safety legislation. 

		PCBU 

(owner, manager)

(Section 20-26 WHS Act 2011)

		· Primary duty of care to ensure health and safety of workers while at work in the business 

· Make sure work does not carry risk to health and safety of others

· Provide and maintain safe work environment, plant and structures, systems of work

· Ensure safe use handling and storage of plant, structures and substances

· Provide adequate facilities, instruction, training, information, supervision

· Monitor health of workers and conditions in the workplace



		Officers 

(person within the business, Director or secretary of a company)

(Section 27 WHS Act 2011)

		· Officers are responsible to make sure the PCBU meets their obligations They need to take reasonable steps to:

· Gain and update knowledge of WHS 

· Understand the type of business and hazards/ risks involved

· Make sure PCBU has resources to reduce/ remove risks and hazards

· Processes exist to manage incidents, hazards, risks

· Make sure PCBU is involved in consultation, providing training and instruction and reports notifiable incidents



		Workers 

(all employees)

(Section 28 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or their officers to help comply with WHS obligations

· Cooperate with policies or procedures which relate to WHS 



		Visitors (Contractors, volunteers, others)

(Section 29 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or officers to help comply with WHS obligations



		Health and safety committees (Work groups)

(Section 77 WHS Act 2011)

		· Group of persons in the workplace who maintain and improve WHS 

· Establishing a workgroup or committee depends on the number of employees and the size of the business 

· At least half of the members must not be nominated by the PCBU 



		Health and safety representative

(Section 68 WHS Act 2011)

		· The person elected by members of a workgroup to represent them during consultation on WHS issues

· They monitor actions taken by the PCBU to comply with WHS Act 





Communication and consultation

Health and safety legislation requires effective consultation between PCBUs and workers. Consultation and participation is specifically referred to in Commonwealth and state legislation and includes directives such as:

requirements for PCBUs and workers to reach agreements on arrangements in the workplace that relate to health and safety

dispute resolution mechanisms

protection for worker consultation, participation and representation rights.

PCBUs must consult with all workers, including contractors, subcontractors, labour hire workers, apprentices, work experience staff and volunteers on health and safety issues. They must also consult with other PCBUs, so far as is reasonably practicable, if their duty of care overlaps with theirs.

Consultation can be encouraged through the establishment of health and safety committees (HSCs) and/or the appointment of health and safety representatives (HSRs). Active contribution from workers or their representatives should be sought and incorporated into operations. This is important as they are the ones who work with the processes know them best and therefore are in a position to know what safety factors relate to those processes. Workers are also the people who are at risk and therefore should be entitled to an opinion on how safety programs will be designed, developed, monitored and evaluated.

Involvement of workers in decision-making encourages ownership, commitment and support. It also motivates workers to contribute to continuous improvement.  It gives managers an opportunity to build effective relationships and indicates organisational respect and value for workers’ opinions and experience.

Communication and consultation with external and internal stakeholders should take place during all stages of WHS processes. To support health and safety procedures effectively in the workplace, information must be accessible, clearly understood and shared between all Hotel staff. Consultation on health and safety is a two-way process and CCRG perceives consultation as an opportunity to add value when making decisions. This process involves: 

talking about issues

listening to and raising concerns

understanding your role

seeking information and sharing views

discussing issues in a timely manner

considering what is being said before decisions are made

attending scheduled meetings

Consultation and communication on WHS issues can occur through:

formal committees meetings, e.g. strategic safety group or operational WHS committees

team meetings

toolbox talks or prestart meetings

CA city intranet, noticeboards or other internal communication channels

special interest working groups formed to address specific WHS issues

project briefing meetings

All WHS goals and objectives at CA City Hotel need to fit with, and support overall CA City goals. PCBUs need to ensure WHS processes are subject to regular monitoring, evaluation and review. 

Risk management policy

The Hotel will manage Risks continuously using a step-by-step process involving the identification, analysis and evaluation, treatment, monitoring and review of risks as outlined in this Policy and the Risk Management Procedures.

All Hotel business processes, Commercial Activities and functions must adopt a Risk Management approach consistent with this Policy and Risk Management Procedures.

Risk will be identified, assessed and managed by all employees, through supervisors and managers, appropriate to the level, and impact, of the risk.

This Policy seeks to embed a Risk Management philosophy as part of the Hotel's everyday working environment, by:

· implementing the Risk Management approach and general methodology specified in the Australia/New Zealand Standard for Risk Management AS/NZS ISO 31000:2009 (‘the Standard’)

· establishing a consistent approach to Risk Management in which Risks related to the objects and functions of the Hotel will be identified, evaluated, managed, reviewed and addressed in approval, review and control processes

· ensuring the Hotel's compliance with relevant legislation

· establishing authorities and accountabilities of staff in relation to Risk Management activities

· providing an agreed and structured basis for strategic planning

· requiring proactive rather than reactive Risk Management

· achieving improved Hotel outcomes and outputs based on informed decision making

· assisting in safeguarding the Hotel's assets, staff, guests, finances, property and reputation

· improving the quality of decision making throughout the Hotel

· reducing costs through better targeted and more effective controls.

[bookmark: maj1]Responsibilities

Every staff member of the Hotel is responsible for effective management of risk including the identification of potential risks. Risk management processes should be integrated with other planning processes and management activities. All staff should actively participate in identifying potential risks in their area of responsibility and operations and contribute to the implementation of appropriate treatment actions. This policy is not to relieve the hotel's responsibility to comply with other legislation and/or regulations. 

[bookmark: s2][bookmark: s3][bookmark: maj5]Preliminary Risk Analysis

The range of potential consequences and how likely those consequences are to occur in the absence of any treatment plans or controls must be estimated and assessed. Staff may use the Risk Worksheet for this purpose.

[bookmark: maj6]Preliminary Risk Evaluation

Using the Risk Worksheet , an Inherent Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood by the Risk Consequences (refer the Risk Likelihood Descriptors, Risk Consequence Descriptors and Risk Rating Matrix and compare against the criteria established at the outset of this process). At this stage, do not account for any treatment plan or controls.

· Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.

[bookmark: maj7]Risk Treatment and Controls

Identify existing controls/treatment plans (using the Risk Worksheet) . One or more of the following options for treating identified risks may be considered:

· avoiding the risk by deciding not to start or continue with the activity that gives rise to the risk;

· taking or increasing the risk in order to pursue an opportunity;

· removing the risk source;

· changing the likelihood of the risk occurring;

· changing the consequences should the risk occur;

· sharing the risk with another party or parties (including contracts and risk financing);

· retaining the risk by informed decision; and/or

· any other treatment deemed appropriate in the circumstances.

The most appropriate Risk Treatment will be that which balances the costs and efforts of implementation against the benefits to be derived from an activity.

Depending on the residual Risk Rating, treatment options may be applied individually or in combination.

[bookmark: maj8]Final Risk Analysis

The range of potential consequences and how likely those consequences are to occur when treatment plans or controls are applied must be estimated and assessed using the Risk Worksheet.

[bookmark: maj9]Final Risk Evaluation

Using the Risk Worksheet, a Residual Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood score by the Risk Consequences score (accounting for any treatment plan or controls)

· Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.

If the Residual Risk Rating remains unacceptably high, additional treatment or controls may be applied 

[bookmark: maj10]Records Management

Work Units must record identified risks in an Operational Risk Register.

The Manager, Insurance and Risk Management will maintain a central Strategic Risk Register which records Hotel wide risks and treatment plans. For each risk recorded within the Strategic Risk Register, the following must be recorded:

· Likelihood

· Consequences

· Controls.

For each risk recorded within an Operational Risk Register, the following must be recorded:

· Likelihood

· Consequences

· Controls

· Risk Owner.

[bookmark: maj11]Monitoring and Review

Staff must continually monitoring risks in the workplace.

Work Units must systematically review risks contained in the Operational Risk Register every 6 - 12 months, to assess whether risks remain current and treatment plans remain effective.

The Manager, Insurance and Risk Management must coordinate the Hotel's review of the Strategic Risk Register on an annual basis.

[bookmark: maj12][bookmark: s5]GUIDELINES

[bookmark: maj13]Risks might include, but not be limited to:

· failure to attract and retain guests;

· guest, staff or client dissatisfaction;

· a threat to the environment of the institution or elsewhere;

· a threat to the physical safety of persons within the Hotel;

· breaches of security;

· criminal, fraudulent or corrupt activities;

· poor management practices;

· damage to property;

· failure of essential services or business/administrative systems;

· currency fluctuations;

· market competition, trade practices implications;

· legal risk, breach of contract;

· joint ventures, partnerships;

· employment practices (e.g. tenure, casual employment etc.).

Hazard identification and reporting procedure

All individuals have an obligation to guard against or protect others from any hazards or incidents as soon as they are recognised. If the hazards or incidents cannot be rectified immediately, the person must report the hazards or incidents to the appropriate person.

Identifying hazards

· Always observe the work environment and be on the lookout for potential hazards

· Know which hazards exist in the workplace and be aware of their location

Reporting hazards

· If a hazard is identified report it immediately to the appropriate person

· For day to day issues with your job you are to report to your supervisor

· For issues that occur on your shift report to the manager on duty 

· For more serious issues report to both the manager on duty (of your shift) and WHS officer

· If you identify a hazard in the workplace report to HSC

· Complete a hazard identification form

· Submit to appropriate person

Incident reporting policy

Although CA City Hotel has established objectives, responsibilities and systems for ensuring WHS, the organisation recognises that incidents, injuries, plant damage, dangerous events and general hazards, may occur throughout the course of its operations.  As such, in an effort to prevent future recurrences, CA City Hotel shall undertake thorough investigation and analysis, and implement corrective actions commensurate with the type of issue and associated WHS risks involved.

CA City Hotel also recognises that an important method of measuring and improving WHS performance may be achieved through analysing basic problems and WHS trends.  As such, the organisation shall undertake basic compilation of WHS data in an effort to highlight WHS issues and assist in the setting of priorities to address WHS risk.

The requirement to formally undertake and document investigative responses and analysis of WHS incidents and events applies across all CA City Hotel operations as defined below.

Incident reporting procedure

Formal, documented investigations shall be undertaken for the following incidents:

· incidents notified to an external statutory authority;

· dangerous events which had a specific potential to cause harm on site;

· any incident that is particularly unusual or had the potential to cause a significant WHS risk; and

· any other incident deemed necessary to be investigated by CA CITY HOTEL Supervisors and Managers as part of the Reporting & Recording of WHS Incidents & Events process.

A formal investigation shall include a documented appraisal of the incident, via an Incident Investigation Report, inclusive of the following aspects where relevant:

· incident and outcome description;

· details of the personnel, plant and work environment involved;

· description of injured person or witness accounts of the incident;

· description of the likely causal factors of the incident;

· recommendations for control and prevention of a similar incident; and

· diagrams, photographs, additional data pertinent to the incident or investigation report.

· All Incident Investigation Reports and the Incident Register are to be tabled and discussed within Company WHS Meeting and Management Meeting forums.  Specific details, timeframes and responsibilities relating to corrective and preventative actions are to be discussed and recorded accordingly.

· Corrective and preventative actions are to be discussed and documented within Company WHS Meeting forums and Team WHS Committee Meeting forums (where established) for all other incidents, injuries and plant issues not formally investigated.

· Due to the nature or complexity of an incident or event, external consultants may be used for investigations where deemed appropriate by CA CITY HOTEL Senior Managers.

· Irrespective of who undertakes an Incident Investigation, specific efforts are to be made by those selecting an investigation person and the individual who investigates, to:

· not compromise the way information is gathered or reported due to their working relationship with those who may be involved in the incident;

· ensure an objective and factual process is followed;

· ensure that a blame allocation or ‘witch-hunt’ is not undertaken;

· ensure that causal factors and recommended actions are not diluted or under-reported due to their working relationship with those who may be involved, or other senior personnel within the organisation.

Unless a specific incident warrants otherwise, Incident Investigations are to be initiated as soon as practicable following the incident or event and the report (excluding any external involvement / component) is to be completed within 7 days of the incident.

Incident analysis

· Detailed information contained within Incident and Injury Reports for each work location are to be collated and analysed on a quarterly basis as part of the Company WHS Meeting forum.

· Information such as the following is to be listed and presented for review and discussion:

· number of incidents (by who was involved: employee, guest, contractor, visitor)

· number of incidents (by location: operations type, training centre location)

· number of incidents (by type: first aid, work injury / illness, near miss / dangerous event, property / plant, other)

· number of lost-time injuries (greater than 1 shift/working day)

· total number of days lost due to injury or illness

· number of injuries / illnesses (by mechanism or nature)

· number of hazards / Corrective Action Reports formally documented

· number of formal Incident Investigation Reports completed

· number of incidents within the Incident Register for the period (closed out / not yet closed out)

· other information as deemed relevant.

· Information collated and basic trend information extrapolated from that data shall be reported and formally discussed within the Management Meeting forum and the Company WHS Meeting forum.

· As data is collected and analysed over time Managers are to make specific recommendations with respect to what additional information would be beneficial to be sourced and what information may be removed from the analysis process.

· Where practicable Managers are to prioritise WHS efforts and initiatives around particular problem areas identified as a by-product of WHS information analysis.

		Accident

		An unplanned event which causes injury, death and/or damage to equipment or property.



		Dangerous occurrence

		Means any incident that arises from workplace operations and which causes an immediate and significant risk to a person. A person does not have to be injured. The risk may arise if a person is or could have been in, on or near the incident. Such incidents can include acid/chemical spills in a laboratory, explosions, gas leaks, electrical short circuits, implosions, fire and/or damage to plant or property.



		Hazard

		All actions, situations and occurrences with the potential to cause harm.



		Injury

		Any physical or mental damage to the body caused by exposure to a hazard.



		Near miss

		An unplanned event that occurred in the workplace which, although not resulting in any injury, had the potential to do so.



		Notifiable death

		Means the death of any person – staff, a member of the public, a contractor etc



		Serious injury/ bodily injury

		Within Australia, generally means the injured person’s death, loss of part or an organ of the injured person’s body, serious injuries to the spine, eyes, the suffering of serious burns, the separation of skin and lacerations. Can also mean that the injured party required immediate emergency medical treatment or hospitalisation to recover and/or was unable to work for periods ranging from a minimum of 4-7 work days.



		Work illness

		An illness or exacerbation of an illness to which work, a workplace, a workplace activity or specified high risk plant was a significant contribution factor.



		Workplace incidents

		Any incident resulting in a work injury, work caused illness or dangerous event.



		Work-related

		Means that the incident arose from: 

The conduct of the employer’s undertaking 

Work performed by an employee in connection with the employer’s undertaking





These reports must be consistent with the requirements of the Work Health and Safety Act 2011. You need to check with the state government body in your area regarding state specific legislation.

Example	According to http://workplaceohs.com.au/legislation/qld-legislation Queensland became the first state to pass harmonised WHS legislation with the passage of the Work Health and Safety Act 2011 on 26 May 2011. It came into effect on 1 January 2012.




Emergency procedure

		Emergency safety procedure



		Is someone seriously injured or in need of urgent medical help? 

Is your life or property being threatened? 

Have you just witnessed a serious accident or crime?	

Is anyone in immediate danger? 

Help them only if it is SAFE to do so.



		1

		Call 000 on the designated phone

If you are hearing impaired please use 106 for a text based emergency



		2

		State which emergency service you want: Ambulance, Fire, or Police



		3

		Stay calm - stay focused



		4

		Stay on the line. The emergency service operator will need to talk to you before sending assistance. They will ask you questions about the incident



		5

		Give as much information as possible about the location of the emergency. The information required depends whether you are in an urban or rural or remote area



		6

		Have your name and call back details ready for the operator



		7

		What happened – e.g. car accident?



		8

		Number and condition of the casualties, including level of consciousness, breathing and circulation



		9

		In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 



		10

		The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so
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[bookmark: _Toc447023006][bookmark: _Toc447023093]Consultations

		Date

		Attendees

		Items discussed

		Resolutions



		02/12/14

		All HSR

		· Fire Drills

· Staff smoking area

· Backdoor security

		· Smokers area to be designated

· Padlock on back door will be installed



		06/01/15

		All HSR and WHS Officer

		· Fire Drills

		· Planned drill every 6 months



		02/02/15

		All HSR

		· Review of Manual handling procedure

		· New version agreed upon and released



		15/03/15

		All HSR, WHS officer and managers

		· Hazard reporting

· Action within scope

		· Defined the correct process for managers to undertake in reporting hazards

· Identified what actions managers can take and which need to be referred to WHS officer



		04/05/15

		General Manager, all HSR, WHS officer

		· Review of WHS training to include risk management training

		· Agreed upon item and program to be implemented after development





[bookmark: _Toc447023008][bookmark: _Toc447023095][bookmark: _Toc447023007][bookmark: _Toc447023094]Staff records

		Mandatory (all staff)

		Mandatory (Managers)



		Staff details

		



		Staff member

		Role

		Position

		Induction

		Manual Handling

		Fire evacuation

		First Aid

		Emergency response



		Rob Bradley

		Executive

		General Manager

		

		

		

		

		



		Loretta Caro

		Housekeeping

		Executive Housekeeping Manager 

		

		

		

		

		



		Leni Banks

		Front office/concierge

		Front Office Manager

		

		

		

		

		



		Bao Chen

		Front office/concierge

		Concierge

		

		

		

		

		



		Jonny Porter

		Front office/concierge

		Porter/Valet Parking Attendant

		

		

		

		

		



		Nina Merrick

		Front office

		Receptionist

		

		

		

		

		



		Harold McCoy

		Front office/concierge

		Reservations Manager

		

		

		

		

		



		Henry Fletcher

		Events

		Event Manager

		

		

		

		

		



		Sophia Brent

		Events

		Event Coordinator

		

		

		

		

		



		Helen Connor

		Events

		Event Assistant

		

		

		

		

		



		Trish Bennett

		Venue

		Venue Manager

		

		

		

		

		



		Linda Knols

		Marketing

		Marketing Manager

		

		

		

		

		



		Amy Chang

		Marketing

		Marketing Coordinator

		

		

		

		

		



		Dilan Senturk

		Marketing

		Sponsorship Coordinator

		

		

		

		

		



		Natalie Henderson

		Food and Beverage

		Food and Beverage Manager

		

		

		

		

		



		Vincent Georgiou

		Food and Beverage

		Outlet Manager (C Bar)

		

		

		

		

		



		Priya Gupta

		Food and Beverage

		Outlet Manager (Riverview Restaurant) 

		

		

		

		

		



		Natalia Merkel

		Food and Beverage

		Food and Beverage Supervisor

		

		

		

		

		



		Sam Haden

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Daisy Lancaster

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Marcus Ray

		Kitchen

		Executive Chef

		

		

		

		

		



		Martin Black

		Finance

		Finance Controller

		

		

		

		

		



		Wendy James

		Human Resources

		Human Resources Manager

		

		

		

		

		



		Dane Jackson

		WHS

		Health and Safety Officer

		

		

		

		

		



		Tilly Jacobs

		Spa

		Spa Manager

		

		

		

		

		



		Pierre Orchard

		Purchasing

		Purchasing Officer

		

		

		

		

		







[bookmark: _Toc447023002][bookmark: _Toc447023089]Risk Registers

[bookmark: _Toc447023003][bookmark: _Toc447023090]Risk and hazard register

		Risk Definition

		Risk Analysis

		Risk Control



		Risk #Priority

		Risk Description

		Causes

		Consequences

		Likelihood

		Impact

		Risk Rating

		Risk Control Strategy

		Owner

		Expected occurrence Date / Phase

		Expected Retirement Date / Phase

		Status



		

		Burns

		General – hot objects in kitchen

		Staff in the kitchen burning themselves on hot objects

		Possible

		Moderate

		Medium

		Training

		Kitchen manager

		Ongoing

		Ongoing

		Open



		

		Slips

		Wet floors (internal)

		Slipping on wet floor and injuring back

		Unlikely

		Minor

		Low

		Safety signage

		All staff

		Ongoing

		Ongoing

		Open



		

		Burns

		Chemicals

		Chemical burns to skin

		Possible

		Moderate

		Medium 

		PPE, Training

		WHS officer

		Ongoing

		Ongoing

		Open



		

		Fire

		Chemicals

		Ignite and cause a fire

		Unlikely

		Severe

		High

		PPE

		Executive Housekeeping

		Ongoing

		Ongoing

		Open



		

		Irritation

		Chemicals

		Cause irritation to the skin, i.e. rashes

		Likely

		Minor

		Medium

		PPE

		WHS Officer

		Ongoing

		Ongoing

		Open










[bookmark: _Toc447023004][bookmark: _Toc447023091]Hazardous chemicals registers (Excerpt) 

		Name of substance

		Location of substance

		Current MSDS



		Hazardous

Yes/No

		Dangerous Goods 

Yes/No

		Max. Qty

		Risk/Safety Phrases

		Risk Assessment

Yes/No

		Uses



		Antibacterial Foaming Hand wash

		Kitchens 

		

		NO

		NO

		85

		S25 Avoid contact with eyes

		Yes

		Hand washing



		Heavy Duty Powdered Dish Wash Detergent.

		Kitchens

		

		YES

		YES

		10

		R34 Causes burns

S2 Keep out of reach of children.

S22 Do not breathe dust

S26In case of contact with eyes rinse immediately with plenty of water and seek medical advice.

S45 In case of accident or if you feel unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes.

S36/37/39 Wear suitable protective clothing, gloves and eye/face protection.

		Yes

		Dish washers



		METHYLATED SPIRITS

		Cleaning store

		

		NO

		YES

		2

		R11 Highly flammable

S7 Keep container tightly closed

S16 Keep away from sources of ignition No smoking

		YES

		Cleaning



		GLAZE CLEAN MOP

		Cleaning store, Kitchen

		

		NO

		NO

		10

		N/A

		NO

		Floor cleaning



		LAUNDRY POWDER

		Laundry

		

		YES

		NO

		6

		R36/38 Irritating to eyes and skin

S2 Keep out of reach of children

S22 Do not breathe dust

S26 In case of contact with eyes, rinse immediately with plenty of water and seek medical advice

S45 In case of accident or if you feel ​unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes. 

		YES

		Laundry Powder





[bookmark: _Toc447023005][bookmark: _Toc447023092]Incident register 

		Date and time of the incident or accident

		Injured person’s name

		What task was the person doing at the time of the incident or accident

		Nature the accident or incident 

		Cause of the accident or incident? 

		Was this a notifiable occurrence

		Name of person filling out this report.



		15/12/14

		Natalia Merkel

		Retrieving a lobster selected by a patron to be taken to the kitchen to cook

		Crush of hand, no major damage

		Band was not around the lobsters claw and it grasped onto the hand of the staff member

		No

		Priya Gupta



		18/01/15

		Tim Burke

		Changing the fryer oil

		Severe burns to the legs and torso

		Oil dump valve broke and hot oil spilt on the staff member

		Yes

		Marcus Ray



		24/03/15

		Jane Blue (guest)

		Walking down the hallway on level 4

		Tripped and rolled ankle

		Carpet had torn and was sticking out

		No

		Dane Jackson



		09/05/15

		Marcus Ray

		Filling up powder in washing machine

		Minor chemical burn

		Spilt some of the powder on skin when loading into the washing machine 

		No

		Marcus Ray
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CA City Hotel WHS Policy 

		Learner tip: this is a lengthy document! Click on the ‘View’ tab above then check the ‘Navigation Pane’ box. This gives you a menu to go straight to the area you need. 

Delete this box when you no longer need it. 
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CA City Hotel recognises its responsibility to provide a healthy and safe working environment for employees, contractors, clients and visitors. CA City Hotel is committed to the continued wellbeing of its employees and to ensuring that all employees are safe from injury and health risks whilst undertaking work-related duties, including home-based work.

In order to ensure a healthy and safe working environment, CA City Hotel will: 

· provide written procedures and instructions for safe working practices 

· ensure compliance with all relevant legislation 

· maintain safe systems of work including the work premises and environment 

· provide appropriate support, instruction, training and supervision to employees to ensure safe working practices. 

The CA City Hotel WHS Policy, procedures and all related documentation can be accessed in the following locations:

Soft copy – CA City Intranet or request a copy from the assigned WHS representative. 

Hard copy – all documentation is available in the WHS Committee meeting room or request a copy from the assigned WHS representative. 

Scope

This Policy applies to decision making through all levels of the Hotel and in relation to any function or activity likely to have any significant impact on the Hotel's operations, irrespective of the level of financial exposure. This policy is applicable to all areas of the Hotel.

All staff members of the Hotel and its controlled entities must comply with this policy in planning and when decisions are made including, but not limited to, the following:

· contracting (whether for goods or services) for an amount requiring executive approval

· capital procurement including strategic IT initiatives

· outsourcing, partnering or shared service arrangements of functions

· community events held on Hotel property or those sponsored by the Hotel

· major fundraising activities

· when developing new strategies, rules, policies and procedures

· when reviewing existing strategies, rules, policies and procedures

· when managing products

· when introducing significant change

· in the management of sensitive issues.

[bookmark: maj3][bookmark: maj4]Responsibilities

The Work Health and Safety Act (2011) states that while at work, a worker must cooperate with any reasonable policy or procedure of the person conducting the business or undertaking (PCBU) relating to health or safety at the workplace that has been notified to workers.

In addition, under the Work, Health and Safety Regulations (2011) there are specific work health and safety policy obligations for safety management systems of major hazard facilities.

Responsibilities of WHS roles are described below, as per requirements of health and safety legislation. 

		PCBU 

(owner, manager)

(Section 20-26 WHS Act 2011)

		· Primary duty of care to ensure health and safety of workers while at work in the business 

· Make sure work does not carry risk to health and safety of others

· Provide and maintain safe work environment, plant and structures, systems of work

· Ensure safe use handling and storage of plant, structures and substances

· Provide adequate facilities, instruction, training, information, supervision

· Monitor health of workers and conditions in the workplace



		Officers 

(person within the business, Director or secretary of a company)

(Section 27 WHS Act 2011)

		· Officers are responsible to make sure the PCBU meets their obligations They need to take reasonable steps to:

· Gain and update knowledge of WHS 

· Understand the type of business and hazards/ risks involved

· Make sure PCBU has resources to reduce/ remove risks and hazards

· Processes exist to manage incidents, hazards, risks

· Make sure PCBU is involved in consultation, providing training and instruction and reports notifiable incidents



		Workers 

(all employees)

(Section 28 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or their officers to help comply with WHS obligations

· Cooperate with policies or procedures which relate to WHS 



		Visitors (Contractors, volunteers, others)

(Section 29 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or officers to help comply with WHS obligations



		Health and safety committees (Work groups)

(Section 77 WHS Act 2011)

		· Group of persons in the workplace who maintain and improve WHS 

· Establishing a workgroup or committee depends on the number of employees and the size of the business 

· At least half of the members must not be nominated by the PCBU 



		Health and safety representative

(Section 68 WHS Act 2011)

		· The person elected by members of a workgroup to represent them during consultation on WHS issues

· They monitor actions taken by the PCBU to comply with WHS Act 





WHS consultation procedures

Health and safety legislation requires PCBUs must consult with all workers, including contractors, subcontractors, labour hire workers, apprentices, work experience staff and volunteers on health and safety issues. They must also consult with other PCBUs, so far as is reasonably practicable, if their duty of care overlaps with theirs.

Consultation can be encouraged through the establishment of health and safety committees (HSCs) and/or the appointment of health and safety representatives (HSRs). Active contribution from workers or their representatives should be sought and incorporated into operations. 

A PCBU must consult with workers when:

· identifying hazards and assessing risks arising from work

· proposing changes that may affect the health and safety of workers

· carrying out activities prescribed by the Work Health and Safety Regulation 2011 (PDF, 2.53 MB) (the WHS Regulation).

A PCBU must also consult with workers and take their views into account when making decisions about:

· ways to eliminate or minimise risks

· the adequacy of facilities for workers' welfare

· procedures for consulting workers

· resolving health and safety issues

· monitoring the health and safety of workers or workplace conditions

· how to provide health and safety information and training to workers.

The WHS consultation process can involve the steps below.  

1. Understand individual and organisational WHS role

2. Communicate and share WHS information with work team, via:

· CA city intranet, noticeboards or other internal communication channels

· scheduled formal meetings, e.g. strategic safety group or operational WHS committees

· scheduling informal team meetings, toolbox talks or prestart meetings

· special interest working groups, formed to address specific WHS issues

3. give workers opportunity to express issues, raise concerns and contribute to decision-making

4. Review ideas and concerns prior to decision-making and advise workers of consultation outcomes.

All WHS goals and objectives at CA City Hotel need to fit with, and support overall CA City goals. PCBUs need to ensure WHS processes are subject to regular monitoring, evaluation and review. 

Consultation on health and safety is a two-way process and this provides an opportunity to add value when making decisions. To support health and safety procedures effectively in the workplace, information must be accessible, clearly understood and shared between all Hotel staff.

Risk management program 

The Hotel will manage risks and hazards continuously using the analysis, treatment, recording, monitoring and review of risks and hazards as outlined in this Policy and the following procedures.

Risk will be assessed and managed by all employees, through supervisors and managers, appropriate to the level, and impact, of the risk.

This Policy seeks to embed a risk management philosophy as part of the Hotel's everyday working environment, by:

· implementing the Risk Management approach and general methodology specified in the Australia/New Zealand Standard for Risk Management AS/NZS ISO 31000:2009 (‘the Standard’)

· establishing a consistent approach to Risk Management in which Risks related to the objects and functions of the Hotel will be identified, evaluated, managed, reviewed and addressed in approval, review and control processes

· ensuring the Hotel's compliance with relevant legislation

· establishing authorities and accountabilities of staff in relation to Risk Management activities

· providing an agreed and structured basis for strategic planning

· requiring proactive rather than reactive Risk Management

· achieving improved Hotel outcomes and outputs based on informed decision making

· assisting in safeguarding the Hotel's assets, staff, guests, finances, property and reputation

· improving the quality of decision making throughout the Hotel

· reducing costs through better targeted and more effective controls.

[bookmark: maj1]Responsibilities

Every staff member of the Hotel is responsible for effective management of risk including the identification of potential risks. Risk management processes should be integrated with other planning processes and management activities. All staff should actively participate in identifying potential risks in their area of responsibility and operations and contribute to the implementation of appropriate treatment actions. This policy is not to relieve the hotel's responsibility to comply with other legislation and/or regulations. 

Risks might include, but not be limited to:

· failure to attract and retain guests;

· guest, staff or client dissatisfaction;

· a threat to the environment of the institution or elsewhere;

· a threat to the physical safety of persons within the Hotel;

· breaches of security;

· criminal, fraudulent or corrupt activities;

· poor management practices;

· damage to property;

· failure of essential services or business/administrative systems;

· currency fluctuations;

· market competition, trade practices implications;

· legal risk, breach of contract;

· joint ventures, partnerships;

· employment practices (e.g. tenure, casual employment etc.).

Risk and hazard management procedure  

[bookmark: s2][bookmark: s3][bookmark: maj5]CCRG Hotel has a legal obligation:

· to eliminate risks to health and safety, so far as is reasonably practicable; and

· if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable.

All individuals have an obligation to guard against or protect others from any hazards or incidents as soon as they are recognised. If the hazards or incidents cannot be rectified immediately, the person must report the hazards or incidents to the appropriate person.

		Step 1

Preliminary risk analysis 



		[bookmark: maj6]This first stage of risk management involves identifying and reporting hazards. The range of potential consequences and how likely those consequences are to occur in the absence of any treatment plans or controls must be estimated and assessed. Staff may use the Risk Register for this purpose. 

An Inherent Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood by the Risk Consequences (refer the Risk Likelihood Descriptors, Risk Consequence Descriptors and Risk Rating Matrix and compare against the criteria established at the outset of this process). At this stage, do not account for any treatment plan or controls. Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.



		Step 2 

Risk control  

		The most appropriate Risk Control will be that which balances the costs and efforts of implementation against the benefits to be derived from an activity.

Depending on the Risk Rating, treatment options may be applied individually or in combination. Risk control is documented in the Risk Register, in the Risk Control section. This documents the control strategy, the owner of the risk and the status and occurrence of the risk.  

[bookmark: _Toc444867000]The hierarchy of control is used as a benchmark for controlling identified risks. Under the WHS Regulations, Hierarchy of control measures are as follows. 

             (1)  This regulation applies if it is not reasonably practicable for a duty holder to eliminate risks to health and safety.

             (2)  A duty holder, in minimising risks to health and safety, must implement risk control measures in accordance with this regulation.

             (3)  The duty holder must minimise risks, so far as is reasonably practicable, by doing one or more of the following:

                     (a)  substituting (wholly or partly) the hazard giving rise to the risk with something that gives rise to a lesser risk;

                     (b)  isolating the hazard from any person exposed to it;

                     (c)  implementing engineering controls.

             (4)  If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by implementing administrative controls.

             (5) If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by ensuring the provision and use of suitable personal protective equipment.

Note:          A combination of the controls set out in this regulation may be used to minimise risks, so far as is reasonably practicable, if a single control is not sufficient for the purpose.

The hierarchy of control measures are applied in the following order. 

· Elimination – physically remove the hazard 

· Substitution – replace the hazard 

· Engineering controls – Isolate people from the hazard 

· Administrative controls – change the way people work 

· PPE – protect the worker with Personal Protective Equipment 

Each hazard should be assessed against the hierarchy of control in order of most to least effective. Refer to the hierarchy of control below. 
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		Final risk analysis 



		The range of potential consequences and how likely those consequences are to occur when treatment plans or controls are applied must be estimated and assessed using the Risk Register.

[bookmark: maj9]Using the Risk Register, a Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood score by the Risk Consequences score (accounting for any treatment plan or controls)

· Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.

If the Residual Risk Rating remains unacceptably high, additional treatment or controls may be applied 



		Records management

		The Manager, Insurance and Risk Management will maintain a central Strategic Risk Register which records Hotel wide risks and treatment plans. For each risk recorded within the Risk Register, the following must be recorded:

· Risk/hazard Definition

· Risk/hazard Analysis

· Risk/hazard Control



		Monitoring and review

		Staff must continually monitor risks in the workplace. Work areas must systematically review risks contained in the Strategic Risk Register every 6 – 12 months, to assess whether risks remain current and treatment plans remain effective.

The Manager, Insurance and Risk Management must coordinate the Hotel's review of the Strategic Risk Register on an annual basis.





[bookmark: maj7][bookmark: maj8][bookmark: maj10][bookmark: maj11][bookmark: maj12][bookmark: s5][bookmark: maj13]Incident reporting policy  

As part of the requirement for ensuring health and safety in the workplace, the organisation recognises that incidents, injuries, plant damage and other dangerous events may occur throughout the course of its operations.  

The purpose of the Incident reporting policy is to:

· prevent future recurrences of the incident and other related hazards. 

· undertake thorough investigation and analysis of incidents, implement corrective actions commensurate with CCRG Policy and WHS legislation.

As per WHS Regulations, health and safety information should be recorded, available and accessible to workers at all times. Notifiable incidents are:

the death of a person

a ‘serious injury or illness’

a dangerous incident arising out of work carried out by a business, undertaking or a workplace.

Notifiable incidents relate to any person—whether an employee, contractor or member of the public. If a notifiable incident occurs, the model WHS Act sets out that:

immediate notification of a ‘notifiable incident’ to the regulator, after becoming aware of it

if the regulator asks—written notification with 48 hours of the request, and

preservation of the incident site until an inspector arrives or directs otherwise.

Although we fall under the integrated WHS Act, all states in Australia are governed by different WHS regulators, in relation to workplace incidents. Visit Safe Work Australia to see full information about reporting requirements. 

The requirement to formally undertake and document investigative responses and analysis of WHS incidents and events applies across all CA City Hotel operations as defined below.

Incident reporting procedure

		Step 1

Incident investigation



		Formal, documented investigations shall be undertaken for the following incidents:

· incidents notified to an external statutory authority;

· dangerous events which had a specific potential to cause harm on site;

· any incident that is particularly unusual or had the potential to cause a significant WHS risk; and

· any other incident deemed necessary to be investigated by CA CITY HOTEL Supervisors and Managers as part of the Reporting & Recording of WHS Incidents & Events process.

A formal investigation shall include a documented appraisal of the incident, via an Incident Report, inclusive of the following aspects where relevant:

· incident and outcome description;

· details of the personnel, plant and work environment involved;

· description of injured person or witness accounts of the incident;

· description of the likely causal factors of the incident;

· recommendations for control and prevention of a similar incident; and

· diagrams, photographs, additional data pertinent to the incident or investigation report.

Unless a specific incident warrants otherwise, Incident Investigations are to be initiated as soon as practicable following the incident or event and the report (excluding any external involvement / component) is to be completed within 7 days of the incident.



		Step 2 

Incident analysis 

		· Detailed information contained within Incident and Injury Reports for each work location are to be collated and analysed on a quarterly basis as part of the Company WHS Meeting forum.

· Information such as the following is to be listed and presented for review and discussion:

· number of incidents (by who was involved: employee, guest, contractor, visitor)

· number of incidents (by location: operations type, training centre location)

· number of incidents (by type: first aid, work injury / illness, near miss / dangerous event, property / plant, other)

· number of lost-time injuries (greater than 1 shift/working day)

· total number of days lost due to injury or illness

· number of injuries / illnesses (by mechanism or nature)

· number of hazards / Corrective Action Reports formally documented

· number of formal Incident Investigation Reports completed

· number of incidents within the Incident Register for the period (closed out / not yet closed out)

· other information as deemed relevant.

· Information collated and basic trend information extrapolated from that data shall be reported and formally discussed within the Management Meeting forum and the Company WHS Meeting forum.

· As data is collected and analysed over time Managers are to make specific recommendations with respect to what additional information would be beneficial to be sourced and what information may be removed from the analysis process.

· Where practicable Managers are to prioritise WHS efforts and initiatives around particular problem areas identified as a by-product of WHS information analysis.



		Incident reporting



		These reports must be consistent with the requirements of the Work Health and Safety Act 2011. You need to check with the state government body in your area regarding state specific legislation. Visit Safe Work Australia to see full information about reporting requirements. 



		Incident monitoring and review

		





Notes on Incident procedures  

All Incident documentation is to be tabled and discussed within CCRG WHS and management meetings.  Specific details, timeframes and responsibilities relating to corrective and preventative actions are to be discussed and recorded accordingly. 

Corrective and preventative actions are to be discussed and documented for all other incidents, injuries and plant issues not formally investigated. Due to the nature or complexity of an incident or event, external consultants may be used for investigations where deemed appropriate by CCRG Senior Managers.

Irrespective of who undertakes an Incident Investigation, specific efforts are to be made by those selecting an investigation person and the individual who investigates, to:

· not compromise the way information is gathered or reported due to their working relationship with those who may be involved in the incident;

· ensure an objective and factual process is followed;

· ensure that a blame allocation or ‘witch-hunt’ is not undertaken;

· ensure that causal factors and recommended actions are not diluted or under-reported due to their working relationship with those who may be involved, or other senior personnel within the organisation.

Emergency and evacuation procedure

		Emergency safety procedure



		Is someone seriously injured or in need of urgent medical help? 

Is your life or property being threatened? 

Have you just witnessed a serious accident or crime?	

Is anyone in immediate danger? 

Help them only if it is SAFE to do so.



		1

		Call 000 on the designated phone

If you are hearing impaired please use 106 for a text based emergency



		2

		State which emergency service you want: Ambulance, Fire, or Police



		3

		Stay calm - stay focused



		4

		Stay on the line. The emergency service operator will need to talk to you before sending assistance. They will ask you questions about the incident



		5

		Give as much information as possible about the location of the emergency. The information required depends whether you are in an urban or rural or remote area



		6

		Have your name and call back details ready for the operator



		7

		What happened – e.g. car accident?



		8

		Number and condition of the casualties, including level of consciousness, breathing and circulation



		9

		In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 



		10

		The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so
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WHS Training Policy 

The Hotel will fulfil its obligations to ensure CCRG employees are trained in WHS practices, as outlined in this Policy and in the following procedures. 

All WHS practices are to be conducted within the approved budget, as advised by the General Manager of CA City Hotel. WHS Training provided at CCRG Hotel includes (but is not limited to):

· Induction

· Fire and emergency procedures and Emergency Warden

· Use of PPE

· Manual handling 

· First aid compliance and First Aid Officer 

· Safety representative/committee  

· Risk assessments, e.g. ergonomics, hazardous chemicals

Responsibilities

Employers and PCBU’s are legally obligated to provide a safe workplace for employees, customers, and other people such as members of the public and visitors. This is a requirement under the Work Health & Safety Act 2011. CCRG has a legal duty to properly orientate, train and supervise employees to ensure safe work practices.

Approvals 

As an employer and PCBU, CCRG has allocated an annual budget of $20,000, which is allocated at $5,000 each quarter. Any WHS training that has costs above $5,000 per quarter needs approval from the Director of Finance for CCRG. 

All decisions on WHS training need to follow WHS consultation procedures, as per CCRG Policy and legislative requirements. Any issues, specific details or clarification for WHS training needs to be consulted and approved by the WHS Committee or assigned WHS Representatives. 

WHS Training procedure  

1. Conduct a training needs analysis with all stakeholders of CCRG, to identify WHS training requirements 

a. Training target or future goal 

b. Assess existing skills and knowledge

c. Identify WHS training needs gap  

2. A training development plan/program is developed for each department to address training gap. 

3. Training is conducted within approved budget, according to training needs and plans. 

4. All WHS qualifications, licences and training records are to be recorded on the employee’s personnel file, in both hard copy and online in CCRG’s HRM system.  

5. Training practices are to be reviewed and monitored twice annually and as required by individual needs upon approval. 
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WHS consultation – Events team

	CCRG WHS consultation process 

1. Understand individual and organisational WHS role

2. Communicate and share WHS information with work team, via:

· CA city intranet, noticeboards or other internal communication channels

· scheduled formal meetings, e.g. strategic safety group or operational WHS committees

· scheduling informal team meetings, toolbox talks or prestart meetings

· special interest working groups, formed to address specific WHS issues

3. give workers opportunity to express issues, raise concerns and contribute to decision-making

4. Review ideas and concerns prior to decision-making and advise workers of consultation outcomes.



		Risk/Hazard Definition

		Risk/Hazard Analysis

		Risk/Hazard Control



		#Priority

		Description

		Causes

		Consequences

		Likelihood

		Impact

		Risk Rating

		Control Strategy

		Owner

		Expected occurrence 

		Expected Retirement

		Status



		

		CO2 gas from keg/cool rooms is asphyxiant

		CO2 is undetectable, odourless and colourless

		Staff inhale gas without knowing

		Possible

		Severe

		High 

		Induction training

		All staff that use cool rooms

		Ongoing

		Ongoing

		Open



		

		Slips

		Wet floors (internal)

		Slipping on wet floor and injuring back

		Unlikely

		Minor

		Low

		Safety signage

		All staff

		Ongoing

		Ongoing

		Open









Event Manager 

Henry Fletcher (Gen X)





Event Coordinator

Sophia Brent

(Millennial)





Event Assistant

Helen Connor

(Millennial)
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CA City Hotel WHS Policy 

		Learner tip: this is a lengthy document! Click on the ‘View’ tab above then check the ‘Navigation Pane’ box. This gives you a menu to go straight to the area you need. 

Delete this box when you no longer need it. 
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CA City Hotel recognises its responsibility to provide a healthy and safe working environment for employees, contractors, clients and visitors. CA City Hotel is committed to the continued wellbeing of its employees and to ensuring that all employees are safe from injury and health risks whilst undertaking work-related duties, including home-based work.

In order to ensure a healthy and safe working environment, CA City Hotel will: 

· provide written procedures and instructions for safe working practices 

· ensure compliance with all relevant legislation 

· maintain safe systems of work including the work premises and environment 

· provide appropriate support, instruction, training and supervision to employees to ensure safe working practices. 

The CA City Hotel WHS Policy, procedures and all related documentation can be accessed in the following locations:

Soft copy – CA City Intranet or request a copy from the assigned WHS representative. 

Hard copy – all documentation is available in the WHS Committee meeting room or request a copy from the assigned WHS representative. 

Scope

This Policy applies to decision making through all levels of the Hotel and in relation to any function or activity likely to have any significant impact on the Hotel's operations, irrespective of the level of financial exposure. This policy is applicable to all areas of the Hotel.

All staff members of the Hotel and its controlled entities must comply with this policy in planning and when decisions are made including, but not limited to, the following:

· contracting (whether for goods or services) for an amount requiring executive approval

· capital procurement including strategic IT initiatives

· outsourcing, partnering or shared service arrangements of functions

· community events held on Hotel property or those sponsored by the Hotel

· major fundraising activities

· when developing new strategies, rules, policies and procedures

· when reviewing existing strategies, rules, policies and procedures

· when managing products

· when introducing significant change

· in the management of sensitive issues.

[bookmark: maj3][bookmark: maj4]Responsibilities

The Work Health and Safety Act (2011) states that while at work, a worker must cooperate with any reasonable policy or procedure of the person conducting the business or undertaking (PCBU) relating to health or safety at the workplace that has been notified to workers.

In addition, under the Work, Health and Safety Regulations (2011) there are specific work health and safety policy obligations for safety management systems of major hazard facilities.

Responsibilities of WHS roles are described below, as per requirements of health and safety legislation. 

		PCBU 

(owner, manager)

(Section 20-26 WHS Act 2011)

		· Primary duty of care to ensure health and safety of workers while at work in the business 

· Make sure work does not carry risk to health and safety of others

· Provide and maintain safe work environment, plant and structures, systems of work

· Ensure safe use handling and storage of plant, structures and substances

· Provide adequate facilities, instruction, training, information, supervision

· Monitor health of workers and conditions in the workplace



		Officers 

(person within the business, Director or secretary of a company)

(Section 27 WHS Act 2011)

		· Officers are responsible to make sure the PCBU meets their obligations They need to take reasonable steps to:

· Gain and update knowledge of WHS 

· Understand the type of business and hazards/ risks involved

· Make sure PCBU has resources to reduce/ remove risks and hazards

· Processes exist to manage incidents, hazards, risks

· Make sure PCBU is involved in consultation, providing training and instruction and reports notifiable incidents



		Workers 

(all employees)

(Section 28 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or their officers to help comply with WHS obligations

· Cooperate with policies or procedures which relate to WHS 



		Visitors (Contractors, volunteers, others)

(Section 29 WHS Act 2011)

		· Take reasonable care for your own safety

· Take care your actions do not harm others

· Comply with instructions from PCBU or officers to help comply with WHS obligations



		Health and safety committees (Work groups)

(Section 77 WHS Act 2011)

		· Group of persons in the workplace who maintain and improve WHS 

· Establishing a workgroup or committee depends on the number of employees and the size of the business 

· At least half of the members must not be nominated by the PCBU 



		Health and safety representative

(Section 68 WHS Act 2011)

		· The person elected by members of a workgroup to represent them during consultation on WHS issues

· They monitor actions taken by the PCBU to comply with WHS Act 





WHS consultation procedures

Health and safety legislation requires PCBUs must consult with all workers, including contractors, subcontractors, labour hire workers, apprentices, work experience staff and volunteers on health and safety issues. They must also consult with other PCBUs, so far as is reasonably practicable, if their duty of care overlaps with theirs.

Consultation can be encouraged through the establishment of health and safety committees (HSCs) and/or the appointment of health and safety representatives (HSRs). Active contribution from workers or their representatives should be sought and incorporated into operations. 

A PCBU must consult with workers when:

· identifying hazards and assessing risks arising from work

· proposing changes that may affect the health and safety of workers

· carrying out activities prescribed by the Work Health and Safety Regulation 2011 (PDF, 2.53 MB) (the WHS Regulation).

A PCBU must also consult with workers and take their views into account when making decisions about:

· ways to eliminate or minimise risks

· the adequacy of facilities for workers' welfare

· procedures for consulting workers

· resolving health and safety issues

· monitoring the health and safety of workers or workplace conditions

· how to provide health and safety information and training to workers.

The WHS consultation process can involve the steps below.  

1. Understand individual and organisational WHS role

2. Communicate and share WHS information with work team, via:

· CA city intranet, noticeboards or other internal communication channels

· scheduled formal meetings, e.g. strategic safety group or operational WHS committees

· scheduling informal team meetings, toolbox talks or prestart meetings

· special interest working groups, formed to address specific WHS issues

3. give workers opportunity to express issues, raise concerns and contribute to decision-making

4. Review ideas and concerns prior to decision-making and advise workers of consultation outcomes.

All WHS goals and objectives at CA City Hotel need to fit with, and support overall CA City goals. PCBUs need to ensure WHS processes are subject to regular monitoring, evaluation and review. 

Consultation on health and safety is a two-way process and this provides an opportunity to add value when making decisions. To support health and safety procedures effectively in the workplace, information must be accessible, clearly understood and shared between all Hotel staff.

Risk management program 

The Hotel will manage risks and hazards continuously using the analysis, treatment, recording, monitoring and review of risks and hazards as outlined in this Policy and the following procedures.

Risk will be assessed and managed by all employees, through supervisors and managers, appropriate to the level, and impact, of the risk.

This Policy seeks to embed a risk management philosophy as part of the Hotel's everyday working environment, by:

· implementing the Risk Management approach and general methodology specified in the Australia/New Zealand Standard for Risk Management AS/NZS ISO 31000:2009 (‘the Standard’)

· establishing a consistent approach to Risk Management in which Risks related to the objects and functions of the Hotel will be identified, evaluated, managed, reviewed and addressed in approval, review and control processes

· ensuring the Hotel's compliance with relevant legislation

· establishing authorities and accountabilities of staff in relation to Risk Management activities

· providing an agreed and structured basis for strategic planning

· requiring proactive rather than reactive Risk Management

· achieving improved Hotel outcomes and outputs based on informed decision making

· assisting in safeguarding the Hotel's assets, staff, guests, finances, property and reputation

· improving the quality of decision making throughout the Hotel

· reducing costs through better targeted and more effective controls.

[bookmark: maj1]Responsibilities

Every staff member of the Hotel is responsible for effective management of risk including the identification of potential risks. Risk management processes should be integrated with other planning processes and management activities. All staff should actively participate in identifying potential risks in their area of responsibility and operations and contribute to the implementation of appropriate treatment actions. This policy is not to relieve the hotel's responsibility to comply with other legislation and/or regulations. 

Risks might include, but not be limited to:

· failure to attract and retain guests;

· guest, staff or client dissatisfaction;

· a threat to the environment of the institution or elsewhere;

· a threat to the physical safety of persons within the Hotel;

· breaches of security;

· criminal, fraudulent or corrupt activities;

· poor management practices;

· damage to property;

· failure of essential services or business/administrative systems;

· currency fluctuations;

· market competition, trade practices implications;

· legal risk, breach of contract;

· joint ventures, partnerships;

· employment practices (e.g. tenure, casual employment etc.).

Risk and hazard management procedure  

[bookmark: s2][bookmark: s3][bookmark: maj5]CCRG Hotel has a legal obligation:

· to eliminate risks to health and safety, so far as is reasonably practicable; and

· if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable.

All individuals have an obligation to guard against or protect others from any hazards or incidents as soon as they are recognised. If the hazards or incidents cannot be rectified immediately, the person must report the hazards or incidents to the appropriate person.

		Step 1

Preliminary risk analysis 



		[bookmark: maj6]This first stage of risk management involves identifying and reporting hazards. The range of potential consequences and how likely those consequences are to occur in the absence of any treatment plans or controls must be estimated and assessed. Staff may use the Risk Register for this purpose. 

An Inherent Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood by the Risk Consequences (refer the Risk Likelihood Descriptors, Risk Consequence Descriptors and Risk Rating Matrix and compare against the criteria established at the outset of this process). At this stage, do not account for any treatment plan or controls. Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.



		Step 2 

Risk control  

		The most appropriate Risk Control will be that which balances the costs and efforts of implementation against the benefits to be derived from an activity.

Depending on the Risk Rating, treatment options may be applied individually or in combination. Risk control is documented in the Risk Register, in the Risk Control section. This documents the control strategy, the owner of the risk and the status and occurrence of the risk.  

[bookmark: _Toc444867000]The hierarchy of control is used as a benchmark for controlling identified risks. Under the WHS Regulations, Hierarchy of control measures are as follows. 

             (1)  This regulation applies if it is not reasonably practicable for a duty holder to eliminate risks to health and safety.

             (2)  A duty holder, in minimising risks to health and safety, must implement risk control measures in accordance with this regulation.

             (3)  The duty holder must minimise risks, so far as is reasonably practicable, by doing one or more of the following:

                     (a)  substituting (wholly or partly) the hazard giving rise to the risk with something that gives rise to a lesser risk;

                     (b)  isolating the hazard from any person exposed to it;

                     (c)  implementing engineering controls.

             (4)  If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by implementing administrative controls.

             (5) If a risk then remains, the duty holder must minimise the remaining risk, so far as is reasonably practicable, by ensuring the provision and use of suitable personal protective equipment.

Note:          A combination of the controls set out in this regulation may be used to minimise risks, so far as is reasonably practicable, if a single control is not sufficient for the purpose.

The hierarchy of control measures are applied in the following order. 

· Elimination – physically remove the hazard 

· Substitution – replace the hazard 

· Engineering controls – Isolate people from the hazard 

· Administrative controls – change the way people work 

· PPE – protect the worker with Personal Protective Equipment 

Each hazard should be assessed against the hierarchy of control in order of most to least effective. Refer to the hierarchy of control below. 

[image: ]



		Final risk analysis 



		The range of potential consequences and how likely those consequences are to occur when treatment plans or controls are applied must be estimated and assessed using the Risk Register.

[bookmark: maj9]Using the Risk Register, a Risk Rating must be assigned to each identified risk by multiplying the Risk Likelihood score by the Risk Consequences score (accounting for any treatment plan or controls)

· Where multiple Risk Consequences are identified, the highest Risk Consequence score must be used when determining the Risk Rating.

If the Residual Risk Rating remains unacceptably high, additional treatment or controls may be applied 



		Records management

		The Manager, Insurance and Risk Management will maintain a central Strategic Risk Register which records Hotel wide risks and treatment plans. For each risk recorded within the Risk Register, the following must be recorded:

· Risk/hazard Definition

· Risk/hazard Analysis

· Risk/hazard Control



		Monitoring and review

		Staff must continually monitor risks in the workplace. Work areas must systematically review risks contained in the Strategic Risk Register every 6 – 12 months, to assess whether risks remain current and treatment plans remain effective.

The Manager, Insurance and Risk Management must coordinate the Hotel's review of the Strategic Risk Register on an annual basis.





[bookmark: maj7][bookmark: maj8][bookmark: maj10][bookmark: maj11][bookmark: maj12][bookmark: s5][bookmark: maj13]Incident reporting policy  

As part of the requirement for ensuring health and safety in the workplace, the organisation recognises that incidents, injuries, plant damage and other dangerous events may occur throughout the course of its operations.  

The purpose of the Incident reporting policy is to:

· prevent future recurrences of the incident and other related hazards. 

· undertake thorough investigation and analysis of incidents, implement corrective actions commensurate with CCRG Policy and WHS legislation.

As per WHS Regulations, health and safety information should be recorded, available and accessible to workers at all times. Notifiable incidents are:

the death of a person

a ‘serious injury or illness’

a dangerous incident arising out of work carried out by a business, undertaking or a workplace.

Notifiable incidents relate to any person—whether an employee, contractor or member of the public. If a notifiable incident occurs, the model WHS Act sets out that:

immediate notification of a ‘notifiable incident’ to the regulator, after becoming aware of it

if the regulator asks—written notification with 48 hours of the request, and

preservation of the incident site until an inspector arrives or directs otherwise.

Although we fall under the integrated WHS Act, all states in Australia are governed by different WHS regulators, in relation to workplace incidents. Visit Safe Work Australia to see full information about reporting requirements. 

The requirement to formally undertake and document investigative responses and analysis of WHS incidents and events applies across all CA City Hotel operations as defined below.

Incident reporting procedure

		Step 1

Incident investigation



		Formal, documented investigations shall be undertaken for the following incidents:

· incidents notified to an external statutory authority;

· dangerous events which had a specific potential to cause harm on site;

· any incident that is particularly unusual or had the potential to cause a significant WHS risk; and

· any other incident deemed necessary to be investigated by CA CITY HOTEL Supervisors and Managers as part of the Reporting & Recording of WHS Incidents & Events process.

A formal investigation shall include a documented appraisal of the incident, via an Incident Report, inclusive of the following aspects where relevant:

· incident and outcome description;

· details of the personnel, plant and work environment involved;

· description of injured person or witness accounts of the incident;

· description of the likely causal factors of the incident;

· recommendations for control and prevention of a similar incident; and

· diagrams, photographs, additional data pertinent to the incident or investigation report.

Unless a specific incident warrants otherwise, Incident Investigations are to be initiated as soon as practicable following the incident or event and the report (excluding any external involvement / component) is to be completed within 7 days of the incident.



		Step 2 

Incident analysis 

		· Detailed information contained within Incident and Injury Reports for each work location are to be collated and analysed on a quarterly basis as part of the Company WHS Meeting forum.

· Information such as the following is to be listed and presented for review and discussion:

· number of incidents (by who was involved: employee, guest, contractor, visitor)

· number of incidents (by location: operations type, training centre location)

· number of incidents (by type: first aid, work injury / illness, near miss / dangerous event, property / plant, other)

· number of lost-time injuries (greater than 1 shift/working day)

· total number of days lost due to injury or illness

· number of injuries / illnesses (by mechanism or nature)

· number of hazards / Corrective Action Reports formally documented

· number of formal Incident Investigation Reports completed

· number of incidents within the Incident Register for the period (closed out / not yet closed out)

· other information as deemed relevant.

· Information collated and basic trend information extrapolated from that data shall be reported and formally discussed within the Management Meeting forum and the Company WHS Meeting forum.

· As data is collected and analysed over time Managers are to make specific recommendations with respect to what additional information would be beneficial to be sourced and what information may be removed from the analysis process.

· Where practicable Managers are to prioritise WHS efforts and initiatives around particular problem areas identified as a by-product of WHS information analysis.



		Incident reporting



		These reports must be consistent with the requirements of the Work Health and Safety Act 2011. You need to check with the state government body in your area regarding state specific legislation. Visit Safe Work Australia to see full information about reporting requirements. 



		Incident monitoring and review

		





Notes on Incident procedures  

All Incident documentation is to be tabled and discussed within CCRG WHS and management meetings.  Specific details, timeframes and responsibilities relating to corrective and preventative actions are to be discussed and recorded accordingly. 

Corrective and preventative actions are to be discussed and documented for all other incidents, injuries and plant issues not formally investigated. Due to the nature or complexity of an incident or event, external consultants may be used for investigations where deemed appropriate by CCRG Senior Managers.

Irrespective of who undertakes an Incident Investigation, specific efforts are to be made by those selecting an investigation person and the individual who investigates, to:

· not compromise the way information is gathered or reported due to their working relationship with those who may be involved in the incident;

· ensure an objective and factual process is followed;

· ensure that a blame allocation or ‘witch-hunt’ is not undertaken;

· ensure that causal factors and recommended actions are not diluted or under-reported due to their working relationship with those who may be involved, or other senior personnel within the organisation.

Emergency and evacuation procedure

		Emergency safety procedure



		Is someone seriously injured or in need of urgent medical help? 

Is your life or property being threatened? 

Have you just witnessed a serious accident or crime?	

Is anyone in immediate danger? 

Help them only if it is SAFE to do so.



		1

		Call 000 on the designated phone

If you are hearing impaired please use 106 for a text based emergency



		2

		State which emergency service you want: Ambulance, Fire, or Police



		3

		Stay calm - stay focused



		4

		Stay on the line. The emergency service operator will need to talk to you before sending assistance. They will ask you questions about the incident



		5

		Give as much information as possible about the location of the emergency. The information required depends whether you are in an urban or rural or remote area



		6

		Have your name and call back details ready for the operator



		7

		What happened – e.g. car accident?



		8

		Number and condition of the casualties, including level of consciousness, breathing and circulation



		9

		In the case of a fire, alarms will sound automatically, fire wardens and managers of your department will direct staff and guests to leave the building and proceed to the assembly point, the car park to the west of the building 



		10

		The fire wardens or managers of your department will give the direction to put out the fire if it is safe to do so
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WHS Training Policy 

The Hotel will fulfil its obligations to ensure CCRG employees are trained in WHS practices, as outlined in this Policy and in the following procedures. 

All WHS practices are to be conducted within the approved budget, as advised by the General Manager of CA City Hotel. WHS Training provided at CCRG Hotel includes (but is not limited to):

· Induction

· Fire and emergency procedures and Emergency Warden

· Use of PPE

· Manual handling 

· First aid compliance and First Aid Officer 

· Safety representative/committee  

· Risk assessments, e.g. ergonomics, hazardous chemicals

Responsibilities

Employers and PCBU’s are legally obligated to provide a safe workplace for employees, customers, and other people such as members of the public and visitors. This is a requirement under the Work Health & Safety Act 2011. CCRG has a legal duty to properly orientate, train and supervise employees to ensure safe work practices.

Approvals 

As an employer and PCBU, CCRG has allocated an annual budget of $20,000, which is allocated at $5,000 each quarter. Any WHS training that has costs above $5,000 per quarter needs approval from the Director of Finance for CCRG. 

All decisions on WHS training need to follow WHS consultation procedures, as per CCRG Policy and legislative requirements. Any issues, specific details or clarification for WHS training needs to be consulted and approved by the WHS Committee or assigned WHS Representatives. 

WHS Training procedure  

1. Conduct a training needs analysis with all stakeholders of CCRG, to identify WHS training requirements 

a. Training target or future goal 

b. Assess existing skills and knowledge

c. Identify WHS training needs gap  

2. A training development plan/program is developed for each department to address training gap. 

3. Training is conducted within approved budget, according to training needs and plans. 

4. All WHS qualifications, licences and training records are to be recorded on the employee’s personnel file, in both hard copy and online in CCRG’s HRM system.  

5. Training practices are to be reviewed and monitored twice annually and as required by individual needs upon approval. 
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[bookmark: _Toc447023006][bookmark: _Toc447023093]Consultations

		Date

		Attendees

		Items discussed

		Resolutions



		02/12/14

		All HSR

		· Fire Drills

· Staff smoking area

· Backdoor security

		· Smokers area to be designated

· Padlock on back door will be installed



		06/01/15

		All HSR and WHS Officer

		· Fire Drills

		· Planned drill every 6 months



		02/02/15

		All HSR

		· Review of Manual handling procedure

		· New version agreed upon and released



		15/03/15

		All HSR, WHS officer and managers

		· Hazard reporting

· Action within scope

		· Defined the correct process for managers to undertake in reporting hazards

· Identified what actions managers can take and which need to be referred to WHS officer



		04/05/15

		General Manager, all HSR, WHS officer

		· Review of WHS training to include risk management training

		· Agreed upon item and program to be implemented after development





[bookmark: _Toc447023008][bookmark: _Toc447023095][bookmark: _Toc447023007][bookmark: _Toc447023094]Staff records

		Mandatory (all staff)

		Mandatory (Managers)



		Staff details

		



		Staff member

		Role

		Position

		Induction

		Manual Handling

		Fire evacuation

		First Aid

		Emergency response



		Rob Bradley

		Executive

		General Manager

		

		

		

		

		



		Loretta Caro

		Housekeeping

		Executive Housekeeping Manager 

		

		

		

		

		



		Leni Banks

		Front office/concierge

		Front Office Manager

		

		

		

		

		



		Bao Chen

		Front office/concierge

		Concierge

		

		

		

		

		



		Jonny Porter

		Front office/concierge

		Porter/Valet Parking Attendant

		

		

		

		

		



		Nina Merrick

		Front office

		Receptionist

		

		

		

		

		



		Harold McCoy

		Front office/concierge

		Reservations Manager

		

		

		

		

		



		Henry Fletcher

		Events

		Event Manager

		

		

		

		

		



		Sophia Brent

		Events

		Event Coordinator

		

		

		

		

		



		Helen Connor

		Events

		Event Assistant

		

		

		

		

		



		Trish Bennett

		Venue

		Venue Manager

		

		

		

		

		



		Linda Knols

		Marketing

		Marketing Manager

		

		

		

		

		



		Amy Chang

		Marketing

		Marketing Coordinator

		

		

		

		

		



		Dilan Senturk

		Marketing

		Sponsorship Coordinator

		

		

		

		

		



		Natalie Henderson

		Food and Beverage

		Food and Beverage Manager

		

		

		

		

		



		Vincent Georgiou

		Food and Beverage

		Outlet Manager (C Bar)

		

		

		

		

		



		Priya Gupta

		Food and Beverage

		Outlet Manager (Riverview Restaurant) 

		

		

		

		

		



		Natalia Merkel

		Food and Beverage

		Food and Beverage Supervisor

		

		

		

		

		



		Sam Haden

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Daisy Lancaster

		Food and Beverage

		Food and Beverage Attendant

		

		

		

		

		



		Marcus Ray

		Kitchen

		Executive Chef

		

		

		

		

		



		Martin Black

		Finance

		Finance Controller

		

		

		

		

		



		Wendy James

		Human Resources

		Human Resources Manager

		

		

		

		

		



		Dane Jackson

		WHS

		Health and Safety Officer

		

		

		

		

		



		Tilly Jacobs

		Spa

		Spa Manager

		

		

		

		

		



		Pierre Orchard

		Purchasing

		Purchasing Officer

		

		

		

		

		







[bookmark: _Toc447023002][bookmark: _Toc447023089]Risk Registers

[bookmark: _Toc447023003][bookmark: _Toc447023090]Risk and hazard register

		Risk Definition

		Risk Analysis

		Risk Control



		Risk #Priority

		Risk Description

		Causes

		Consequences

		Likelihood

		Impact

		Risk Rating

		Risk Control Strategy

		Owner

		Expected occurrence Date / Phase

		Expected Retirement Date / Phase

		Status



		

		Burns

		General – hot objects in kitchen

		Staff in the kitchen burning themselves on hot objects

		Possible

		Moderate

		Medium

		Training

		Kitchen manager

		Ongoing

		Ongoing

		Open



		

		Slips

		Wet floors (internal)

		Slipping on wet floor and injuring back

		Unlikely

		Minor

		Low

		Safety signage

		All staff

		Ongoing

		Ongoing

		Open



		

		Burns

		Chemicals

		Chemical burns to skin

		Possible

		Moderate

		Medium 

		PPE, Training

		WHS officer

		Ongoing

		Ongoing

		Open



		

		Fire

		Chemicals

		Ignite and cause a fire

		Unlikely

		Severe

		High

		PPE

		Executive Housekeeping

		Ongoing

		Ongoing

		Open



		

		Irritation

		Chemicals

		Cause irritation to the skin, i.e. rashes

		Likely

		Minor

		Medium

		PPE

		WHS Officer

		Ongoing

		Ongoing

		Open










[bookmark: _Toc447023004][bookmark: _Toc447023091]Hazardous chemicals registers (Excerpt) 

		Name of substance

		Location of substance

		Current MSDS



		Hazardous

Yes/No

		Dangerous Goods 

Yes/No

		Max. Qty

		Risk/Safety Phrases

		Risk Assessment

Yes/No

		Uses



		Antibacterial Foaming Hand wash

		Kitchens 

		

		NO

		NO

		85

		S25 Avoid contact with eyes

		Yes

		Hand washing



		Heavy Duty Powdered Dish Wash Detergent.

		Kitchens

		

		YES

		YES

		10

		R34 Causes burns

S2 Keep out of reach of children.

S22 Do not breathe dust

S26In case of contact with eyes rinse immediately with plenty of water and seek medical advice.

S45 In case of accident or if you feel unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes.

S36/37/39 Wear suitable protective clothing, gloves and eye/face protection.

		Yes

		Dish washers



		METHYLATED SPIRITS

		Cleaning store

		

		NO

		YES

		2

		R11 Highly flammable

S7 Keep container tightly closed

S16 Keep away from sources of ignition No smoking

		YES

		Cleaning



		GLAZE CLEAN MOP

		Cleaning store, Kitchen

		

		NO

		NO

		10

		N/A

		NO

		Floor cleaning



		LAUNDRY POWDER

		Laundry

		

		YES

		NO

		6

		R36/38 Irritating to eyes and skin

S2 Keep out of reach of children

S22 Do not breathe dust

S26 In case of contact with eyes, rinse immediately with plenty of water and seek medical advice

S45 In case of accident or if you feel ​unwell seek medical advice immediately 

S24/25 Avoid contact with skin and eyes. 

		YES

		Laundry Powder





[bookmark: _Toc447023005][bookmark: _Toc447023092]Incident register 

		Date and time of the incident or accident

		Injured person’s name

		What task was the person doing at the time of the incident or accident

		Nature the accident or incident 

		Cause of the accident or incident? 

		Was this a notifiable occurrence

		Name of person filling out this report.



		15/12/14

		Natalia Merkel

		Retrieving a lobster selected by a patron to be taken to the kitchen to cook

		Crush of hand, no major damage

		Band was not around the lobsters claw and it grasped onto the hand of the staff member

		No

		Priya Gupta



		18/01/15

		Tim Burke

		Changing the fryer oil

		Severe burns to the legs and torso

		Oil dump valve broke and hot oil spilt on the staff member

		Yes

		Marcus Ray



		24/03/15

		Jane Blue (guest)

		Walking down the hallway on level 4

		Tripped and rolled ankle

		Carpet had torn and was sticking out

		No

		Dane Jackson



		09/05/15

		Marcus Ray

		Filling up powder in washing machine

		Minor chemical burn

		Spilt some of the powder on skin when loading into the washing machine 

		No

		Marcus Ray
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MILLENNIALS: HOW TO GET THIS BOOMING GENERATION PUMPED ABOUT SAFETY TRAINING!

(Sourced from Gallagher Bassett - https://www.gallagherbassett.com.au/millennials-how-to-get-this-booming-generation-pumped-about-safety-training/)
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While we regularly focus on Workplace Health and Safety (WHS) strategies for the ageing population, there is another generation streaming into the workforce that can’t be ignored – the millennials.

By 2020, millennials are expected to form 50% of the global workforce and with a fifth of all work-related injuries already experienced by Australian workers aged 25 years and under, a new approach to your WHS training for this generation needs to be considered.

Hold up, what are Millennials again?

The millennial generation typically fall between those born in the early 1980s and early 2000s and are often known as Gen Y or Gen Me.

At present millennials already have higher incidence rates of work-related injuries than baby boomers, especially in industries with high levels of shift workers; such as health care, hospitality and construction.

In this article we discuss how you can make your organisations WHS training relevant to millennials, so your organisation can keep safety hip… ok maybe just a little more accessible.

The best teacher is ME!

Millennials often don’t use paper at all outside of work, so if your WHS training program involves a ring binder and an annual half day training course in a windowless room, you may need to switch it up.

Often the best way to teach a millennial is to challenge them to teach themselves. Having grown up with the internet, millennials are used to having information literally at their fingertips.

According to a recent Millennials at Work report, “One of the defining characteristics of the millennial generation is their affinity with the digital world. They have grown up with broadband, smartphones, laptops and social media being the norm and expect instant access to information. This is the first generation to enter the workplace with a better grasp of a key business tool than more senior workers.”

Millennials are seeking flexible, mobile, on-demand solutions when it comes to training, which may see organisations changing what they have done in the past. Now technology trumps paper.

Tips to embrace this include:

· Show me the video! If you are anything like this millennial writer, reading instructions is only for when your IKEA chair leg doesn’t seem to be facing the right way around. So here at GB we love Skillshare online learning community where you can take classes, watch video lessons, create projects and even contribute a class yourself. Read our review and grab yourself a discount.

· 24/7: If your company is able to configure access from mobiles or tablets, consider learning materials that employees can use and access at anytime. Often the desire to learn or get more detailed with training material is hampered by available time during work hours.

· myGBed online training courses: available for GB clients to access 24/7 on any device. The courses have been developed by accredited trainers and cover two of GB’s most popular programs – Return to Work Responsibilities for Managers and Hazard Management in the Workplace.

· E-Learning: This online training system lets employees train when they want and depending on your IT set up and security, where they want. The training can utilise many interactive tools such as short quizzes, pop up boxes, videos, audio and delightful pops of colour.

· Get them involved: Millennials love giving feedback and making an impact, so get them involved in designing an awareness campaign about WHS for your next Health and Safety Month.

Get a little personal

While technology is an important part of WHS training, millennials also want to know why it’s important and to be able to give feedback and share experiences of their own.

The best way to do this is for both you and your employees to share personal examples of safety experiences, stories of past incidents and where controls or measures helped or hindered. Stories add a ‘real world’ touch, just ask any millennial about the hugely popular “Humans of New York” blog and see if you can keep them from telling you their favourite post.

One practical way to implement ‘the why’ and make story telling a part of your WHS education is to include it as part of your organisation’s regular team meetings. Each employee could take a turn to discuss what they or a colleague has done to promote safety recently or a situation where they could’ve done things better.

This can motivate your team to regularly keep WHS at the front of their minds, while providing tips they can use in their day-to-day work experiences.

If you would like to know more about the changing dynamics of your workforce and how to keep your WHS program relevant, contact GB to see how we can we can assist.

Accessed January 2017 

January 2017 v1.0 		
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Incident One – Loretta Caro
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Incident Two – Sam Haden
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Incident Three – Nina Merrick
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Table 1: Serious claims in accommodation and food services industry: frequency rates, percentage of
dustry’s total serious claims and percentage of industry’s total hours worked by industry
subdivision, 2010-11 to 2012-13 combined

Frequency rate Percentage of .
Industry subdivision (serious claims per industry's total  Percentage of industry’s
T total hours worked

hours worked) __serious claims

Clubs 13 13% %

Accommodation 106 2% 16%

Pubs, tavens and bars 75 16% 15%

Cafes,restaurants and takeaway food s - o

services

Total 73 100% 100%

Source: National Data Set for Compensation-Based Statistics
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