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OCCUPATIONAL HEALTH AND

 SAFETY POLICY

GENERAL POLICY
The occupational health and safety of all persons employed, volunteers and clients within the organisation and those visiting the organisation are considered to be of the utmost importance.  Resources in line with the importance attached to Occupational Health and Safety will be made available to comply with the relevant Acts and Regulations and to ensure that the workplace is safe and without risk to health.

This OHS policy and accompanying procedures pertain to all services provided by Community Transport organisations 

CONSULTATION ON OHS ISSUES
In accordance with the Occupational Health and Safety Act 2000, all personnel involved in the management of the organisation will consult with employees and volunteers to enable the employees and volunteers to contribute to the making of decisions affecting their health, safety and welfare at work.  Employees and volunteers of the organisations will be given opportunities to express their views, and contribute to the resolution of occupational health, safety and welfare issues. In this process, employees’ and volunteer’s views will be valued and taken into account by management.

MANAGEMENT BODY RESPONSIBILITY
The promotion and maintenance of occupational health and safety is primarily the responsibility of the Management Body in accordance with the OHS Act.  The Management Body is required to ensure the health and safety of all persons in the workplace.
In order to implement the general provisions of this policy, a program of activities and procedures will be set up, continually updated and effectively carried out.  The program will be related to all aspects of occupational health and safety including:

· hazard identification, assessment and control

· OHS training and education

· work design, workplace design and standard work methods

· changes to work methods and practice, including those associated with technological change

· emergency procedures

· provision of OHS equipment, services and facilities

· workplace inspections and evaluations, including OHS system audits
· reporting and recording of incidents, injuries and illnesses

· provision of information to employees, volunteers and clients

SPECIFIC RESPONSIBILITIES
(a) Management Body

The Management Body is required to ensure that this policy and the OHS procedures are effectively implemented in their areas of control.  The Management Body is to support the Manager and hold them accountable for their specific responsibilities.  To assist in achieving this, the Management Body will review health and safety in the organisation at each of its meetings..

(b) Manager

The Manager should take all practical measures to ensure that:

· the workplace under their control is safe and without risks to health

· the behaviour of all persons in the workplace is safe and without risks to health

· if they do not have the necessary authority to fix a problem, they should report the matter promptly, together with any recommendations for remedial action to the Management Body and where necessary to the owner of the premises, who do have the necessary authority
(c) Employees and Volunteers

All employees and volunteers are required to co-operate with the OHS policy and procedures to ensure their own health and safety and the health and safety of others in the workplace.

DEFINITIONS

	Management Body:
	
	Management structure responsible for overall management of organisations.



	Manager:
	
	A paid employee responsible for the day-to-day management of the organisation.



	Employees:
	
	Paid support staff that are directly responsible to the Manager.



	Volunteers:
organisation workplace
	
	Unpaid workers of the organisation who are responsible to the Manager.

Any place where work is carried out, including but not confined to:

· offices

· vehicles

· private homes of clients 

sites where organisation activities may occur


MANUAL HANDLING POLICY

Community Transport organisations are committed to providing and maintaining a safe and healthy environment for employees, volunteers, clients and visitors.
This organisation is committed to preventing and reducing injuries associated with manual handling and ensuring that this organisation complies with the Occupational Health and Safety Regulations 2001 (Chapter 4 Part 4.4).

We will achieve this by:

· promoting and supporting a consultative process between employees, volunteers, the Manager and the Management Body

· ensuring that all manual handling tasks likely to be a risk to health and safety are assessed and control measures are implemented to eliminate or reduce risk

· designing out problems with equipment, procedures and the workplace surroundings

· supporting a manual handling procedure for addressing manual handling issues 

· Provision of necessary training resources to achieve these objectives

The Management Body and the Manager are accountable for ensuring that the requirements of the Regulation is implemented within their area of responsibility and that employees and volunteers receive adequate training to safely perform their tasks.

Every employee/volunteer is encouraged to raise and discuss issues of concern so that we continuously improve our health and safety performance.

A key component of the policy is to ensure that the client classification assessment for clients takes into account the manual handling risk assessment criteria prior to a service being provided.

The organisation will provide services to clients who:

· are ambulatory, and able to bear their own weight; or

· can remain in their wheelchair during transport

Clients who do not fit into these criteria are required to undergo a full manual handling risk assessment that is conducted by the organisation staff and fully documented.

The risk assessment will be conducted to determine the most appropriate way to manually handle the client and eligibility will be dependent on the facilities and resources of the organisation.

RISK ASSESSMENT GUIDE FOR THE TRANSPORTATION OF CLIENTS REQUIRING OXYGEN

Whenever an Oxygen Cylinder is transported in a vehicle, there are several considerations:

1. Is there sufficient fresh air ventilation to prevent build up of Oxygen in the vehicle? Excessive Oxygen levels increase the risks of explosion, and can cause ill-effects on the driver.

Such gas build up can occur when Oxygen is in use by the client. But note that it can also occur when the gas cylinder is not in use if there is any leakage from the cylinder through valves, tubes and fittings.

It is therefore a requirement that adequate ventilation is maintained at all times when a client is being transported accompanied by an Oxygen cylinder. Adequate ventilation can be achieved by opening a window, or by forced ventilation (fan on “high”) of fresh air through the vents. Note that it is not acceptable to have the ventilation set on “recycle”.

2. Is the Oxygen Cylinder firmly secured? If the Oxygen Cylinder is not firmly secured, it presents a serious risk in the event of a vehicle accident, where it can become a dangerous projectile.

Before transporting any Client accompanied by an Oxygen Cylinder, it must be determined that the cylinder is firmly secured to either a transport aid (eg wheelchair), or to another attachment point in the vehicle. In all cases the securing method must prevent the cylinder from movement in the event of a vehicle accident.

3. Are there any potential ignition sources within or immediately surrounding the vehicle? If there are any ignition sources near oxygen impregnated materials then a fire could be started.

It should be ensured that there are no potential ignition sources in the vicinity of the oxygen equipment. This will include a policy of no-smoking within the vicinity of the Oxygen.  Cylinders and tubing must be regularly maintained to prevent the potential for leaks from the cylinder.

4. Has the Oxygen Cylinder recently been serviced and identified as being in good working order. 

Prior to transporting the client with Oxygen, the service date on the cylinder must be checked to ensure that it has been recently serviced. All tubing and valves should be checked for obvious leaks prior to transport.
RETURN TO WORK POLICY

The Management of the organisation is committed to ensuring that all injured workers have the opportunity to recover and return to work after suffering a work related injury. The organisation will do this by:

· ensuring that return to work as soon as possible is a normal expectation

· ensuring early access to rehabilitation services such as rehabilitation providers for workers who need them

· providing suitable duties, where practicable, for an injured worker, as an integral part of the rehabilitation process

· consulting with the worker’s nominated treating doctor about return to work

· consulting with workers, and, where applicable, unions to ensure that the rehabilitation program operates smoothly and effectively

· participating in the development of an injury management plan for a employee with a significant injury

· informing employees of their rights in relation to a workers’ compensation claim, including the right to choose their own doctor and rehabilitation provider

· providing access to interpreter services, where needed

· ensuring employees are not dismissed within six months of injury, solely or principally because of their injury

· advising employees that refusal to co-operate with their injury management plan may result in reduced or suspended weekly benefits

· to maintain the confidentiality of rehabilitation records.
Drugs and Alcohol 

· Persons are not allowed to commence work or access any work site if under the influence of drugs and alcohol.

· If a supervisor suspects that one of their workers may be under the influence of drugs or alcohol, the worker will be stood down and escorted off site. 
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In the case of a dispute and suspected worker refutes his condition, a doctors’ certificate must be produced clearing the worker to enable them to resume work 
No smoking 
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No smoking at any time whilst working  or in the work vehicles
Smoking is only permitted during breaks at designated smoking areas 
Incident Notification procedure 
· An incident is defined as any damage, injury or near miss to person, plant or property

Report all incidents and accidents to the foreman or your supervisor immediately. 
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Report any unsafe acts, incidents or conditions to your supervisor immediately and if you feel it is necessary, stop work until your concerns are properly addressed 
· Failure to immediately alert management may result in someone else being hurt, report all matters so that preventative planning can occur
· Any person found to cover up or mislead management on any incidents may face instant dismissal if it is found to be a serious O.H&S breech 

Report all injuries to your supervisor, no matter how minor
Hazardous Substances & M.S.D.S 
· CTO  will ensure the safety of all its personnel is not affected by the misuse or exposure to unknown substances and chemicals
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Copies of Material Safety Data Sheets (M.S.D.S)  for hazardous substances that will be used at the workplace are available at the place of work they are used

· Always request to read a M.S.D.S if you would like specific information about the recommended controls covered in the S.W.M.S 

· M.S.D.S give important information about what safety gear to wear, and what short and long term effects of using the product may be
· Always wash your hands after handling any substance  

Personal Protective Equipment 
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CTO  will supply clothing or equipment designed to protect parts, or all of the body. 
· This equipment may include: High visibility garments, eye protection  and sun cream
· Employees who refuse to use the supplied safety equipment and staff uniform can be dismissed for breaches of safety 

Safety Rules and other documents 
The following documents should be supplied to staff and volunteers and explained  in accompaniment to this booklet:

HKCT Safe Operating Procedures
(Serves as Section 4 of the HKCT Policy and Procedures Manual)
Vehicle Management & Safety
Section 5. of the HKCT Policy & Procedures Manual

and

Accident Reports Form

Section 7.2. of the HKCT Policy & Procedures Manual
Employee and Volunteer  OHS Induction Record

Induction Confirmation Form 
	Date _____/______/____                          

I______________________________   Have received the O.H&S induction performed 
I have attended the induction as requested and understand the procedures and safety actions that are required to be undertaken during my employment here.

I also confirm that the following specific points have been read, discussed and understood during my induction.

	Please tick the following boxes to indicate instruction received

                                                                           Please tick  to indicate training received         [image: image1.png]



Safety Induction Booklet
Safe Operating Procedures
Health & Safety Manual
found in section 4 of  HKCT Policy & Procedures Manual
Vehicle Management & Safety
found in Section 5. of the HKCT Policy & Procedures Manual
Hazard identification and control                                                                               
Hazardous material register and M.S.D.S                                                                               
Accident ,Incident and Hazard forms
Checking the work vehicles 

The use of Personal Protective Equipment
Safety instructions-

Wheel chair loading
Additional training received:



	Name of employee and signature

Name:                                                                          Signature:
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