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WHS REPORT FOR HAPPY STATE HIGH SCHOOL

After reviewing the workplace health and safety policies and procedure for Happy State High School the health and safety of the employees and students is taken very seriously. I have noted that the legislation that is referenced is out of date and needs to be updated to reflect the revised act – The Workplace Health and Safety Act 2011. This also includes the references to the Act in the description of the roles and responsibilities, these will need to be updated to match the current Act. In January 2012, an amendment was made that outlined the need to have a dedicated workplace health and safety office, while you have included this in your policy, the addition of the training requirements of the WHSO needs to be added. WHSO officers require refresher training every five years by Recertification / Refresher courses - established by Registered Training Organisations (RTO), or other courses or programs recognised by Workplace Health and Safety Queensland. A register and records of this training should be kept showing compliance to WHSQ. The induction process for students and employees is quite thorough, however I think that in the student’s induction process information of the process and consequences for breaches of the safety rules should be included. Including a questionnaire that they can complete during induction to show their understanding of their role and responsibilities may be beneficial also. Other documentation has been listed, the Act again needs to be updated to the revised version, please also ensure that these documents are available to staff for review at any time. It is documented that the WHS committee will meet at least four times a year, you will need to include how these meetings are being recorded and actioned.


Check List: 
· Update references of the WHS Act to reflect current version – 2011
· Update WHS Act section/division references to be accurate to current Act.
· Inclusion of training requirements of WHSO
· Creation of WHSO training register
· Update student induction process to include info regarding consequences of breaches.
· Records and database for WHS committee meeting minutes and actions taken from meetings.








HAPPY STATE HIGH SCHOOL WHS POLICY AND PROCEDURES

WORKPLACE HEALTH AND SAFETY POLICY SCHOOL POLICY 

	PREAMBLE:
	Workplace Health and Safety is an important component of a safe and caring community. In a time of rapidly changing technology all school community members are responsible for conscientiously displaying safe work practices.

	THE COMMITTEE:
	Happy State High School’s Workplace Health and Safety Committee is comprised of: 
· All Workplace Health and Safety Officers, 
· The Business Services Manager, 
· One Member of the Administration team 
· One Head of Department (preferably from a practical curriculum area) and 
· The Principal or delegate 

The committee fulfils the functions described in the Workplace Health and Safety Act 2011 with respect to increasing safety awareness, encouraging safe practices and advising the Principal of in-service and other needs. 

The committee is convened by the Workplace Health and Safety Co-ordinator who is appointed by the principal.

	STAFF and VISITORS:
	All staff within the school will implement Workplace Health and Safety policies, procedures and practices that are relevant to their facilities, activities and curriculum. All persons entering the school campus have a responsibility to report all hazards immediately to the Business Services Manager and/or the relevant Head of Department.

	STUDENTS:
	Under the Act students have a legal responsibility to follow all safety instructions. Students can be liable under the Workplace Health and Safety Act for unsafe actions. Breaches will be dealt with using the industry model that has been adapted to the processes of the school. 

	CONTACTS:
	General information and issues should be given to or may be obtained from the Business Services Manager or the Occupational Health and Safety Co-ordinator.


THE ACT
The Workplace Health and Safety Act was passed in 1989 and education became a proclaimed industry a few years later. The Act was replaced by a new plain English Act in 1995 and revised in 2011. The Act requires that from January 2012 every school to have a Workplace Health and Safety Committee which meets at least four times a year and a trained Workplace Health and Safety Officer. The WHS officer is required to do refresher training every 5 years. 

The Act also sets out the responsibilities or duties of care for people using a workplace. 


Employer’s Duties:- 
DUTY TO ENSURE HEALTH AND SAFETY AT WORK OF ALL EMPLOYEES 
Section 27 (division 3)
Including: 
· Provide and maintain safe plant and systems of work
· Healthy and safe plant and substances 
· Workplace in safe conditions
· Healthy and safe facilities for employees
· Information, training and supervision to employees 
· Personal protective equipment
· Ensure health and safety of non-employees and members of the public
· Duty of self-employed persons 
· Duty of person “in control” of workplace
· Duty of owner of specified plant (lifts, etc.) 
· Record injuries, illness and dangerous occurrences (e.g. explosions) for inspection by inspector on request 
· Notify Director of serious bodily injuries, illness and dangerous occurrences within 3 days 

Employee’s Duties:- 
DUTY TO ACT IN A MANNER THAT DOES NOT ENDANGER HEALTH AND SAFETY OF HIM/HERSELF OR OTHERS 
Section 28 (division 3)
Including:
· Duty to follow health and safety instructions of employer 
· Duty to use personal protective clothing and equipment 
· Must not misuse anything provided for health and safety 
· Must not wilfully place any other person at risk 

Manufacturers, Suppliers, Importers, Designers (etc.) Duties: 
DUTY TO UNDERTAKE ACTIVITY IN A MANNER THAT WILL NOT HARM USERS (SECTION 20-26 division 3) 
Including: 
· Duty of manufacturer, etc, of specified plant (lifts, etc (s.25)) 

Owner’s Duties: 
DUTY TO NOTIFY DIRECTOR OF PROJECT AND APPOINT A PRINCIPAL CONTRACTOR  

Principal Contractor’s Duties: 
DUTY TO COMPLY WITH THE DUTIES OF AN EMPLOYER (see above) AND TO FULFILL DUTIES IN SECTION 27
Including: 
· Duty to ensure sub-contractors and employees comply with provisions of the Act health and safety of members of the public 
· Take safety measures and safeguards as prescribed by regulation 

Duties of Member of the Public: 
DUTY OF ACT IN A MANNER THAT DOES NOT ENDANGER THE HEALTH OR SAFETY OF ANY OTHER PERSON AT A WORKPLACE  
Including: 
· Duty to follow safety instructions of employer or principal contractor 
· Duty to not wilfully or recklessly interfere with anything provided in the interest of health and safety at the workplace.

PROCESSES FOR IMPLEMENTATION OF WORKPLACE HEALTH AND SAFETY AT HAPPY STATE HIGH SCHOOL 
By Heads of Department (HODs), BUSINESS SERVICES MANAGER, AND OTHER KEY STAFF 

1) INDUCTION PROGRAM FOR STUDENTS 
Including safety rules, safe procedures, teaching instructions and record of induction. 

2) INDUCTION PROGRAMS FOR STAFF AND VISITORS 
Including safety rules, safe procedures, teaching instructions, manuals and record of induction and updates. Include information on the consequences of breaches. Questionnaire to shoe understanding of roles and responsibilities. 

3) SYSTEM FOR RECORD OF BREACHES 

4) PREPARATION OF RETAINING PROGRAMS 
Including retesting and instruction package. 

5) ARRANGE RISK ASSESSMENTS FOR ACTIVITIES 
Including all hazardous activities and substances (MSDS), possible dangerous known situations, use of facilities, and the provision of first aid kits. 

6) THE DOCUMENTING OF STANDARD OPERATING PROCEDURES


PROCEDURES FOR USE WITH STUDENTS 

Breaches of Safety 
The industry model of handling breaches is adapted to fit students. The industry model is a four step model: 

	INDUSTRY MODEL
	SCHOOL ADAPTATION

	1) Induction and instruction
	Induction and instruction

	2) Verbal warning
	Verbal warning – recorded

	3) Written warning
	Phone call followed up by written warning sent to parents. Parent interview with HOD.

	4) Dismissal or redeployment
	Withdrawn from class and review by Deputy Principal / Principal



Following each warning, re-instruction and re-testing is carried out before the employee is allowed to resume duties in that area of the workplace. 

The school follows the same procedures with respect to student breaches. 

The Heads of Department are responsible for organizing the retraining and testing. The testing also includes a written assurance by the student to act safely. It should be noted that in any case steps may be omitted in serious circumstances. Similar processes will be applied to all staff and visitors.


STEP FOUR (Repeated Serious Breaches) 

Preamble: 
The fourth step in the procedure for implementing the enforcement of WHS in the school matches the industrial model of the dismissal or redeployment step. It reflects the seriousness of the events to date. If possible, it also allows for the student to return in the future when they have demonstrated a change in behaviour. 

Stage One: The student is referred to the Head of Department for a breach of safety after having received written warning. 

	The HOD
	1) Verifies the incident/s and records details 
2) Sends home letter to parents and phones them 
3) Forwards a copy of letter to WHSO and Deputy Principal (DP)
4) Organizes supervision of student until Principal advises otherwise.

	The DP
	1) May request a meeting of OHSC to review events and make recommendations to the Principal. 
2) May ask the student or the parent to make a submission. 
3) Arranges meeting with parents, student and HOD 
4) Checks documentation of safety offences provided by HOD 
5) Considers seriousness of events and breadth of offences. 
6) Make recommendation to the Principal on: 
a. Length of time out of practical area (e.g. rest of semester, rest of year, one year) 
b. Whether the student should be withdrawn from other subjects. 
c. Any other conditions for return to normal class and 
d. The approximate date for a review meeting. 
7) Send a brief summary of the reasons for the recommendations with them to the Principal.



The HOD The DP and HOD following the meeting with student, parent and HOD sets the parameters to be used for determining whether a return to practical area/s is warranted (e.g. report from teachers on behaviour in other classes, report on behaviours in playground, report on behaviour in other practical areas). 

Stage Two: Restrictions on the Student 
1) Action under the Responsible Behaviour Policy may be taken separately. 
2) Until the student meets the criteria for the return to practical area no subject changes will be allowed. 
3) The behaviour during withdrawal period should be considered by the HOD or DP as per Responsible Behaviour Policy.

OTHER IMPORTANT DOCUMENTS
· The Act and Regulations (Workplace health and Safety Act 2011
· Codes of Practice (Now in Regulation [Miscellaneous] part 8) Some revised as Industrial Codes of Practice or Advisory Standards.
· Manual Handling
· Hazardous substances (Now in Regulations parts 9 & 13 and Regulation [Miscellaneous] part 17)
· First Aid in the Workplace
· Use and Selection of Personal Protective Equipment
· Electrical Safety Act 2002
· Dangerous Goods Management Act 2001 
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