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OCCUPATIONAL HEALTH & SAFETY POLICY 
 
 
Silver Tree Steiner School is committed to providing a healthy and safe workplace for employees, 
contractors, parents, students and visitors.  Each employee has a duty of care as outlined in the 
Occupational Safety and Health Act, to perform their role in a safe and professional manner. 
 
The School will strive to achieve safety excellence in all its activities and enlists the support and 
cooperation of employees in developing solutions to eliminate unsafe working conditions and practices. 
 
Information regarding safety and health will be communicated openly and employees should feel 
confident that they can communicate any such information without fear of retribution. 
 
The School will have a consultative approach to hazard/incident reporting and investigation in order to 
cultivate a positive safety culture, in which a collegial approach is adopted to resolve problems and 
prevent recurrences. 
 
Silver Tree Steiner School will actively seek input from all employees and will strive to heighten 
individual awareness of safety and environmental responsibility in the work environment. 
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1. INTRODUCTION 
 

The Silver Tree Steiner School (STSS) is required to have an OH&S Management system that 

ensures that measures are taken to protect the health and safety of its employees. 

 

The nature of a school community is such that at any time employees may only comprise a small 

proportion of those on the premises and it is the responsibility of the Board of Governors 

through the Administrator to ensure that measures are taken to protect the health and safety of 

all. 

 

This includes paid employees, volunteers, children enrolled, parents, visitors and contractors. This 

also includes those undertaking school activities outside the school such as taking children on 

excursions. 

 

This manual has been established to ensure the Silver Tree Steiner School complies with relevant 

Occupational Safety and Health Legislations and Regulations in Western Australia. 

 

It has been designed to be a tool for Management and Staff to help them identify, assess and manage 

risks associated with school activities.  It is also a training tool, to educated new and existing employees 

on their responsibilities towards safety. 

 

The Risk Assessments, Safe Operating Procedures and relevant Guides, Codes and Standards currently 

available further support this manual 
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2. BACKGROUND 

 
The Occupational Safety and Health Act 1984 (the OSH Act), together with Occupational Safety and 

Health Regulations 1996 (the Regulations), are the principal legislation governing occupational 

safety and health in Western Australian workplaces. 

 

Codes of Practice provide practical advice on preventative strategies and puts responsibilities on 

employers to adopt and implement the requirements and responsibilities set out in the OSH Act and 

the Regulations. 

 

The OSH Act recognises the degree of control exercised at individual work sites by those with 

management responsibility and assigns duties and responsibilities to these persons accordingly. 

 

This policy addresses the occupational safety and health of STSS employees by assisting all employees 

to understand their responsibilities and duties with regard to safety and health, as well as identifying 

the responsibilities and duties of the School as an employer through the assignment of the 

implementation of these procedures to relevant staff. 

 

 

3. SCOPE 
 
This policy applies to all employees. 
 

4. DUTIES OF BOARD OF GOVERNORS, MANAGEMENT AND STAFF FOR ADDRESSING 

OCCUPATIONAL SAFETY AND HEALTH HAZARDS UNDER THE OSH ACT 

In accordance with the Occupational Safety and Health Act 1984, the Board and Management 
shall, as far as practicable: 

 maintain workplaces, plant and systems of work such that employees are not exposed to 
hazards; 

 provide supervision, information, instruction and training to enable employees to 
undertake their duties safely and not exposed to hazards; 

 provide personal protective equipment where required; 
 verify that instructions have been provided to employees in the use of personal protective 

equipment and verify that employees maintain the personal safety equipment in good 
working condition; 

 verify that where hazardous substances such as chemicals are present in the workplace, 
that their handling, labelling, processing, storage, transportation and disposal is carried 
out in such a manner as to avoid exposing employees, students or visitors to hazards; and 

 consult and cooperate with safety and health representatives, if any, and employees 
regarding occupational safety and health at the workplace. 
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Board Of Governors 

 The Board of Governors will: 

 oversee the occupational safety and health performance of the Administrator in their areas of 

responsibility; 

 communicate to the Administrator any hazards of which they become aware and for which 

the Administrator and line managers have responsibility; and 

 support the Administrator and line managers in implementing safety and health measures, 

and in resolving safety and health issues within their areas of responsibility. 

 

 

Administrator (And Managers) 
Administrator (and Managers) or their nominee will: 

 identify occupational safety and health hazards, and assess risks in the workplaces 
under their responsibility, and implement effective preventative measures; 

 use the Accident/Incident Investigation Report Form to record investigations of 
reports of occupational safety and health hazards, accidents/incidents and injuries 
at the workplace, and to identify and implement immediate and ongoing controls to 
manage risks to employees; 

 notify the employee reporting the occupational safety and health hazard, accident 
or incident of the outcome of the investigation and the intended action to be taken; 

 consult with employees and their safety and health representatives about safety and 
health matters; 

 maintain a record to show that regular workplace inspections are conducted; 
 confirm that all employees have been provided with occupational safety and health 

induction and relevant training to enable them to undertake their work safely; 
 keep records of all occupational safety and health issues and incidents that may 

become subject of a claim, complaint, grievance or resolution; and 

 

Faculty Of Teachers 
The Faculty of Teachers will: 

• Take reasonable care for their own health including mental health and safety and 

that of others . 

• Report all hazards to the office and where appropriate fill in a Hazard Report form. 

• Become familiar with the OH&S policy and procedures relating to school activities. 

• Ensure that children are aware of safe practices relating to their activities. 
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• Provide an example of good OH&S practice to the children. 

• Support the administrator to train and induct new teaching staff, including 

specialist teachers into safe procedures. 

 
Administration Staff 

Administration staff will: 

• Ensure visitor safety. 

• Maintain a First Aid kit and administer First Aid  (if trained to do so) 

• Report communicable illnesses. 

• Maintain an "OH&S Register". 

• Maintain a "Maintenance Book". 

• Maintain current "First Aid Inventory". 

• Arrange repairs when needed in consultation with the OH&S and Maintenance 

committees. 

• Make sure machines are maintained. 

• Know and initiate emergency and evacuation procedures. 
 
Members of the School Community 

All members of the school community will: 

• Take all reasonable care to maintain the health and safety of self and others. 

• Report injuries. 

• Report actual or potential health and safety hazards to the office. 

• Wear personal protective equipment (PPE) and clothing. 

• Evacuate when instructed. 

• Notify staff about relevant information relating to individual risk, eg asthma 
sufferers. 

 

 

For ease of administration and record keeping, an Occupational Safety and Health 
Induction Checklist is provided in Appendix A. 
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 SAFETY AND HEALTH REPRESENTATIVES AND COMMITTEES 
 
The Administrator or their nominee will: 

 facilitate requests by employees to elect safety and health representatives and/or 
form a safety and health committee; 

 provide the necessary time for safety and health representatives to attend 
introductory and ongoing relevant training; 

 provide the necessary time for safety and health representatives to discharge 
their functions under the OSH Act; and 

 consult with safety and health representatives and other employees at the 
workplace in order to resolve occupational safety and health issues, where they 
arise. 

Guidelines 

Safety and Health Representatives are not mandatory under the OSH Act.  Employees can 
request the election of representatives, as may the Administrator. 

 

 

 CONTRACTORS 
 
The Administrator or their nominee will: 

 confirm that the contractors they engage are appropriately licensed to carry 
out their functions; and 

 inform contractors and suppliers of any known hazards or other occupational 
safety and health aspects relevant to the workplace. 

 

Guidelines 

Contractors engaged on a contract for service fall within the scope of the OSH Act.  For the 
purposes of the OSH Act, they are considered to be employees of the person engaging them, 
and have the same obligations and protections assigned to employees under the OSH Act in 
relation to matters over which management have the capacity to exercise control. 

 

 

 WORKSAFE IMPROVEMENT NOTICE 
 
The Administrator or their nominee will: 

 advise the Board when an improvement notice has been issued in their area of 
work ; and 

Guidelines 

An improvement notice states the reasons for the inspector issuing the notice and must include 
a reference to a specific regulation or provision of the Act. 

 

 

 PROVISIONAL IMPROVEMENT NOTICE (PIN) 
 
The Administrator or their nominee will: 
 advise the Board when a PIN has been issued in their area of work; and 

Guidelines 

A PIN is similar to an improvement notice issued by WorkSafe WA inspectors, but is 
provisional and can be issued where a trained safety and health representative is of the 
opinion that a breach of the OSH Act or the Regulations is occurring and has not been 
remedied. 
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 EMPLOYEES 
 

Employees will: 

 take reasonable care for their own safety and health at work; 
 avoid adversely affecting the safety and health of others at work; 
 follow all instructions and safe working procedures established to protect their 

safety and that of others; 
 wear personal protective equipment as required; and 
 report all identified hazards and accidents/incidents in the workplace to the 

Administrator or their nominee. 
 

 RESOLUTION OF WORKPLACE ISSUES 
 

All employees will report any concerns to the Administrator or his/her nominee using 
the appropriate form.  If the matter is not resolved the issue should then be reported to 
the Board for action.  Should the Board not take appropriate action, only then should 
the matter be referred to WorkSafe. 

 

Refusal to work 

Under section 26 of the OSH Act, an employee is entitled to refuse to work by notifying his or 
her employer (Administrator and OHS Representative) if they consider there are reasonable 
grounds to believe that to continue work would result in exposure to a risk of imminent and 
serious injury or imminent and serious harm to health. 

 

An employee who refuses to work may be given reasonable alternative work to do until the 
employee resumes his or her usual work. 

 

 

5. RELEVANT LEGISLATION OR AUTHORITY 

 Occupational Safety and Health Act 1984 

 Occupational Safety and Health Regulations 1996 

 School Education Act 1999 

 School Education Act Employees’ (Teachers and Administrators) General 
Agreement 2011 

 Workers’ Compensations and Injury Management Act 1981 
 
 

6. RELATED POLICIES 

 Duty of Care of Students 

 Emergency and Critical Incident Management 

 Excursions, Camps and Water Activities
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7. DEFINITIONS 
 

EMPLOYEE 
 

A person who is currently employed by the Silver Tree Steiner School. 
 

HAZARD 
 

Anything that may result in injury to a person, or harm to the health of a person. 
 

IMPROVEMENT NOTICE 
 

A written direction issued by WorkSafe when an inspector has formed the opinion 
that there is a breach of or non-compliance with the provisions of the Occupational 
Safety and Health Act 1984 and/or the Occupational Safety and Health Regulations 
1996. 

 
PROVISIONAL IMPROVEMENT NOTICE 

 
A notice issued by a safety and health representative to a person requiring them to 
address an occupational safety and health concern in the workplace. 

 
RISK 

 
The chance of something happening that can cause an accident, injury or harm and 
is measured in terms of consequences and likelihood. 

 
SAFETY AND HEALTH COMMITTEE 

 
A committee comprising of management and employees that has been 
established under Part IV Division 2 of the OSH Act to monitor safety and health 
issues in a workplace. 

 
SAFETY AND HEALTH REPRESENTATIVE 

 
An employee who has been elected under Part IV Division 1 of the OSH Act to 
represent other employees in the interests of safety and health at the workplace for 
which they were elected. 

 
WORKPLACE 

 
Any place where employees are, or are likely to be, during the course of their work. 
This includes attendance at off-site locations during the course of work. 

 
WORKSAFE IMPROVEMENT NOTICE 

 
A written direction issued by WorkSafe when an inspector has formed the opinion 
that there is a breach of or non-compliance with the provisions of the Occupational 
Safety and Health Act 1984 and/or the Occupational Safety and Health Regulations 
1996. 
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8. RECORD MANAGEMENT 
 

The statutory requirement for maintaining safety and health records must be adhered to 

ensuring STSS complies with the relevant Acts, Regulations and National Standards in place. 

 

Safety and Health records include, medical records, consultant reports, Incident Reports, 

Accident Investigations, Hazard Reports and Inspections, plant maintenance records, 

minutes and other records concerning health and safety related issues. 

 

The processes for maintaining records are – 

 Records relating to the health and safety of employees and to the activities of the 

business shall be identified, collected and retained for the appropriate period of time 

and in a manner that protects confidentiality. 

 Records are periodically reviewed, revised as necessary and approved for adequacy by 

authorised personnel prior to re-issue 

 Record changes and modifications are the responsibility of the document author and 

require the authorisation of the original authorising party. 

 Record changes and modifications are clearly identifiable by dates and version numbers. 
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Records Retention Register 

 

RECORD RESPONSIBILITY ACCESSIBILITY RETENTION 
PERIOD 

OSH Manual Administrator No Restrictions Unlimited 

Employee Medical 

Records/Audiometric Test 

Administrator Confidential (accept with 

employee permission) 

30 years 

Workers Compensation 

Claims & Rehabilitation 

Records 

Administrator Confidential (accept with 

employee permission) 

25 years 

Training Records Administrator/Registrar Restricted to inspector, 

employee or Administrator 

7 years 

OSH Records including – 

Incident/Hazard reports, 

Electrical Tag & Test, 

Records, Permits &  minutes 

Administrator/Registrar Restricted to inspector, 

employee or Administrator & 

Senior Staff 

7 years 

Plant Register & Plant Design Administrator/Maintenance 

Mgr 

No Restrictions As long as plant is in 

use/10 years for 

design 

Plant & Equipment 

Maintenance Records 

Administrator/Maintenance 

Mgr 

No Restrictions As long as Plant & 

Equipment is in use 

Investigation Report Administrator Restricted to inspector, 

employee or Administrator 

Unlimited 

Risk Assessments – Plant Administrator/Maintenance 

Mgr 

No Restrictions As long as plant is in 

use/Review every 12 

months 

Risk Assessments – Manual 

Handling/Traffic 

Management 

Administrator/Registrar No Restrictions As long as procedure 

is in place/Review 

every 12 months 

Risk Assessments – Fumes & 

Hazardous Substances 

Administrator/Registrar No Restrictions As long as procedure 

is in place/Review 

every 5 years 

Material Safety Data 

Sheets/Hazardous 

Substances Register 

Administrator/Registrar No Restrictions 30 years 

MSDS are valid for 5 

years from issue 
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9. CONSULTATION & PROMOTION OF OSH 
 

STSS is committed to facilitating effective consultation and cooperation between management 

and employees in instigating, developing and carrying out measures to ensure the health and 

safety of employees, contractors and visitors. 

 

This will be done by – 

 Providing a forum for discussing and reporting occupational safety, health and 

environmental issues in a consultative and cooperative manner. 

 Formulate, review and disseminate the standards, rules and procedures relating to safety 

health and environment, which are to be carried out in the workplace. 

 Training and inducting employees and contractors into the business. 

 Ensuring all visitors to the site are registered, inducted and escorted where appropriate. 

 

Promotion of OSH will be done by – 

 Issuing of Safety Alerts and bulletins where relevant to the business 

 Safety signage 

 Toolbox/Work Meetings/Briefing sessions 

 Training and licensing 

 Induction 
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10. OSH TRAINING & COMPETENCES 
 

Silver Tree Steiner School has an obligation to ensure that all employees and employee contractors 

have the right skills for the jobs they are required to perform.  Ensuring that each employee is 

competent and has the ability to perform their job plays a key role in the control of all hazards. 

In order for STSS to identify the training needs of employees, training records need to be kept in 

employees personnel files.  As a minimum records such as – 

 Working with With Children Checks/Police Clearance 

 Licences for motor vehicles (if driving STSS owned vehicles or on behalf of STSS) 

 Forklifts and other loadshifting equipment 

 Industry approved certifications 

 Safe Operating Procedures training (SOP’s) 

 Induction Training 

 First Aid 

 Fire Warden/Fire Extinguisher training 

 

11. HAZARD MANAGEMENT PLAN 
 

A termly inspection will be made of the whole school by the Administrator or their nominee and 

the OHS Representative (if one has been elected).  The following (but not limited to) will be 

carefully inspected using checklists: 

• Fire hazards 

• Fire fighting equipment 

• Electrical hazards 

• Fixed playground equipment 

• Non-fixed playground equipment 

• Playground surfaces 

• Construction & structural hazards 

• Flammable liquid storage 

• All rooms 

• First Aid kits 

• Fencing 
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Hazards will also be identified by: 

• Consulting with staff. 

• Reviewing incident/accident reports. 

• Reviewing maintenance  requests. 

• Reviewing Hazard Report forms. 
 

 
At the completion of inspection and consultation, specific hazards or problems requiring attention 

will be recorded in the OH&S Register. 

 

All changes to the business’s structure, assets, activities, processes and procedures will be assessed 

for their potential impact on health, safety and the environment.  Changes, which are potentially 

health, safety and environmentally critical are assessed prior to decision-making and 

implementation. 

 

12. RISK ASSESSMENT 
 

Where hazards are identified a risk assessment will be completed and appropriate controls shall be 

implemented.  A number of legislative requirements mandate this process, including but not limited 

to: manual handling, plant, noise and hazardous substances. 

 

Controlling the Risk 
All risk assessments completed by STSS will involve employee participation and consultation.  

Identified control measures will be implemented as soon as practicable.  Risk assessments requiring 

further improvements are to be reviewed within a six-month period to ensure corrective measures 

have been completed and are successful. 

 

Using the ‘hierarchy of control’ the appropriate response to a hazard should consist of selecting the 

highest measure of control possible.  When reviewing the risk assessment the assessor should 

decide if the process can be eliminated, substituted, isolated, engineered or have administrative 

practices introduced or lastly PPE issued to reduce exposure to the employee. 
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The risks of the identified hazards will be assessed and priorities will be allotted for their elimination 

or control, based on their likelihood or severity.  Risk assessment is best done in consultation with 

workers.  Consultation with Faculty of Teachers will also take place at this point.  

 

Assessment means answering two questions: 

1. How likely is it that this hazard will cause injury or illness? 

Consider the level of a worker's exposure to the hazard.  For example, the more time a worker 

spends keying on a computer, the more likely that it will cause neck and shoulder pain.  A worker 

who uses strong solvent or glue during frequent craft classes may suffer side effects, such as skin 

irritation or headaches. 

 

2. How severe is the injury or illness if it does occur? 

Consider the extent of injury or degree of harm that may be caused by a hazard.  For example a 

faulty electrical connection may cause death.  An acid spill may cause permanent disability.  Lifting 

a client incorrectly may cause back strain and time off work.  Some injuries may only require First 

Aid. 

 

The following matrix is a quick way of checking out any hazards that have been identified and 

deciding what priority should be given to fixing (control) them. 

 
Risk Assessment Table 

  
How severely could it 

hurt someone or make 
them ill? 

VERY  LIKELY 
Could happen at 

any time 

LIKELY 
Could happen 

sometime 

RARELY 
Could happen but 

very rarely 

UNLIKELY 
Could happen, 
probably wont 

CRITICAL: 
Cause DEATH, 

permanent ill health or 
disability 

 
 

1 High 

 
 

1 High 

 
 

2  Medium 

 
 

3  Medium 

 SERIOUS: 
Long term illness or 

serious injury 

 
 

1 High 

 
 

2 High 

 
 

3  Medium 

 
 

4 Medium 

MAJOR: 
Medical attention and 

days off work 

 
 

2 High 

 
 

3 Medium 

 
 

4  Medium 

 
 

5  Low 

 
MINOR: 

First Aid needed 

 
 

3  Medium 

 
 

4  Medium 

 
 

5  Low 

 
 

6 Low 
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Scale 1: Severity of injury 
 

CRITICAL:  kill or cause permanent ill health or disability 

SERIOUS:  long term illness or serious injury 

MAJOR:  medical attention and days off work 

MINOR:  first aid needed 

 
Scale 2: Potential of injury 

VERY LIKELY: could happen at any time 

LIKELY:  could happen sometime 

RARELY:  could happen but rarely will 

UNLIKELY:  could happen but probably never will 
 

There may be more than one risk arising from a hazard. 
 
Take into account human differences when assessing risks.  Individuals and groups of workers 
have different skills, experience, training and physical capabilities.  Particular attention needs 
to be given to young workers, new workers and workers returning from holidays or extended 
breaks. 
 
Risks may be higher to visitors, contractors, parents or other people coming to the school.  They 
may not be as aware of the hazards unique to the School and could introduce new hazards.  All 
persons engaged to perform work on the School's premises are required, to comply with the 
occupational health and safety policies, procedures and programs of the School and to observe 
directions on health and safety from designated officers of the School.  Failure to comply or 
observe a direction will be considered a breach of their contract (if relevant) and sufficient 
grounds for termination of the contract or services. 
 
Risk Assessment Review 

Review effectiveness of the risk management process through consultation with staff and report 

to the School Council.  Was hazard reduced or eliminated? Did it create another hazard? 

 
Refer to Appendix B for a copy of the Risk Assessment Form. 

 

13. INDUCTION 
 

All new employees/contractors/volunteers must complete an induction programme to ensure they 

are familiar with OSH policies and procedures, any site-specific risks and an overview of issues 

related to their employment. 
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The programme will cover such things as – 

 Reporting Hazards and Accident/Injury 

 Awareness training on such issues as Emergency Procedures, First Aid Kit locations, Material 

Safety Data Sheets, Dangerous/Hazardous Substances 

 Manual Handling awareness 

 PPE required whilst on site 

 Tour of facilities and amenities 

The induction will be performed by a competent person, who will ensure all policies and procedures 

have been understood.  Upon completion of the induction, the new employee, contractor or 

volunteer will complete an Induction Sign Off. 

 

14. ACCIDENT PROCEDURE 
 

An accident can be defined as an event that requires or could have required (near miss) 

emergency treatment by a Doctor, treatment in hospital as a casualty without being admitted, or 

admission to hospital. 

 
 

All accidents and injuries must be reported to the Administrator as soon as practicable 

after the accident.  These include near misses and serious property damage. 

 

WorkSafe must be advised of the following types of injuries - 

 A fracture of the skull, spine or pelvis.  

 Fractures of any bone in the arm, other than in the wrists or hand, or in the leg, 
other than a bone in the ankle or foot.  

 An amputation of an arm, a hand, finger, finger joint, leg, foot, toe or toe joint.  

 The loss of sight of an eye.  

 Any injury other than those referred to above which, in the opinion of a medical 
practitioner, is likely to prevent the employee from being able to work within 10 
days of the day on which the injury occurred. 

 First Aid treatment must be recorded on the register located in the first aid cabinet. 
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 Injuries requiring medical attention should be directed to the nearest medical centre or 

hospital. 

 A Workers Compensation Claim should be completed where required, please discuss this 

with the Administrator. 

 On return to work from an injury (work related or not) the employee must present a 

certificate from the treating doctor, indicating that suitable full time or alternative duties 

can be undertaken. 

 STSS will endeavor to provide suitable duties and a return to work program to assist its 

employees return to their pre-injury role as soon as possible. 

 

Refer to Appendix C for a copy of the Accident/Injury Report Form. 
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15. CRITICAL INCIDENT MANAGEMENT 
 

This procedure outlines the action to be taken should a serious injury or death occur in the 

workplace at STSS. 

  

 In the event of a serious injury or death the Emergency Services are to be contacted – 

police, fire, ambulance, as required. If death has occurred, the police will automatically 

notify the State Coroner. 

 The Administrator/Supervisor must make sure the immediate area is safe and that 

treatment is arranged for any ‘secondary’ victims.  

 Address the cause of the accident and react accordingly i.e.: turn off gas and electricity, 

set up traffic management, remove or secure any chemicals or other materials. In some 

instances, the scene may need to be preserved for impending investigations.  

 An appropriate representative of the company should contact the immediate family of a 

deceased or injured person. 

 The School should consider offering immediate family members and other employees 

appropriate counselling. 

 Should the media become involved, the Administrator should contact AISWA for advice. 

 One person should provide information to employees and stakeholders about the 

incident.  

 A lawyer should be contacted to conduct an investigation into the incident on the School’s 

behalf. 

 The Administrator or their nominee should obtain statements from those who actually 

saw the incident, those who saw events leading up to the incident, those who came to 

the scene immediately afterwards and others that may have useful information. 
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16. REHABILITATION, RETURN TO WORK AND INJURY MANAGEMENT 

STSS is committed to early intervention and the rehabilitation of injured employees back to pre-

injury duties as quickly as possible.  An integral part of the rehabilitation process is the provision of 

short-term alternate duties to suit any restriction as advised by your doctor.  

It is a requirement for employees to participate in rehabilitation in keeping with medical guidelines 

and for the company to develop in consultation a rehabilitation program and ‘Return To Work’ plan 

where there is likely to be 10 days incapacity.  Rehabilitation is a consultative process with all parties 

involved ie employee, supervisor/Administrator, treating doctor and insurer working together to 

achieve the ultimate goal of a return to Pre-injury tasks.  

Should at any time the ‘Return to Work’ plan become unworkable or beyond the capabilities of STSS 

then all rehabilitation and return to work responsibilities may be taken over by the insurer. 

 

17. EMERGENCY PROCEDURES 
 

There are set evacuation procedures in place for STSS.  The Administrator will ensure details of the 

evacuation procedures are provided for all staff and drills will be held annually as a minimum. 

 

As a general rule the following points hold true for all site evacuation procedures. 

 Leave the area calmly and quickly 

 Proceed to the designated assembly area (sign posted) 

 Remain at the designated assembly area until told by Management or Fire Wardens it is safe 

to leave. 

 
 

Under no circumstances are employees to re-enter the worksite until the appropriate authorities 

have given the site the all clear. 

 

Refer to the full Critical Incident and Emergency Procedures for further details.  



SILVER TREE STEINER SCHOOL – Occupational Health & Safety Policy 2013 

Version 3  Page 20  

18. FIRST AID 
 

First aid is the immediate treatment or care given to someone suffering from an injury or illness.  The initial 

treatment a person receives directly after an injury, accident or when a person becomes ill at work is 

extremely important. 

STSS has trained first aid officers on site at all times and first aid kits that have the appropriate medical 

products for the types of injuries that may occur relevant to our work activities. 

For those staff travelling off site, ie excursion must take the travel first aid kit. 

 

Managing HIV/AIDS and Hepatitis 

Emergency first aid providers must be protected from the potential of contracting a disease.  

‘Standard precautions’ should be used when first aid officers are exposed to blood or body fluids. 

Universally, ‘Standard precautions’ main principles are – 

 Use a mask when performing resuscitation 

 Hand washing after any contamination of hands 

 Care of intact normal skin 

 Protection of damaged skin by covering with a waterproof dressing or by gloves 

 Proper handling and disposal of sharps 

 Good hygiene practices help prevent most infections 

 The use of personal protective equipment 

 Containment of all blood and body fluids, i.e. Confining spills, splashes and contamination of 
the environment and workers to the smallest amount/area possible 

 

First Aid kits are equipped with the appropriate equipment, such as gloves, aprons, sharp 
disposal kits, etc to help manage this risk. 

  



SILVER TREE STEINER SCHOOL – Occupational Health & Safety Policy 2013 

Version 3  Page 21  

 

19. HOUSEKEEPING & HAZARD REPORTING 
 

Good housekeeping is an essential part of a healthy and safe work place.  Each employee is 

responsible for his or her own work area. 

 

STSS will monitor its workplace standard of housekeeping by completing a ‘Workplace Hazard 

Inspection’ monthly.  The inspection is intended to ensure that the workplace is kept (by all staff) in 

an orderly and safe condition. 

 

Each day you should – 

 Keep your work area, walkways and stairways tidy, clean and free from unnecessary clutter. 

 Keep exits clear at all times 

 Ensure spills are rectified and cleaned up immediately 

 Place all waste and scrap material in the appropriate bins 

 Ensure tools and equipment are put away in their correct place after use 

 If you see any material or equipment in a dangerous place or condition, arrange for it to be 

moved or reported to your supervisor 

 

 
Note:  If you have identified a hazard that you cannot rectify immediately, then complete the 

Hazard Management Report Form and submit this form to the Administrator. 
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20. PERSONAL PROTECTIVE EQUIPMENT 
 
The School will supply appropriate PPE to employees to assist them to perform their job in a safe 

manner.  Employees must utilise PPE where it has been identified that it is a job requirement. 

 

General 

 PPE such as hearing protection, safety glasses, hard hats, gloves, aprons etc must be worn 

for all tasks/jobs as required and identified. 

 PPE, excepting foot protection, is provided by STSS must be maintained in good condition by 

the employee 

 Worn or broken equipment should be reported immediately and returned for replacement 

or service. 

 Keep long hair, watches and jewellery away from moving machinery (as they may get 

caught.) 

 Upon leaving STSS all PPE issued should be returned. 

 
Hearing Protection 

 Hearing protection in the form of earmuffs or earplugs is acceptable 

 Hearing protection must adhere to Australian Standards 

 Hearing protection must be worn in designated or sign posted high noise areas. 

 Hear protection must be worn where any risk of excessive noise exists (85dB or greater) 

 
 

Eye Protection 

The minimum eye protection to be worn in designated areas or for identified job tasks must be 

approved to Australian Standard.  If you wear prescription glasses, the lenses must be made of 

toughened glass/plastic to conform to AS. 

 
Hand Protection 

Canvas/leather gloves are acceptable for protection from dirt, grime, sharp objects, welding UV 
and sparks. 
 

 Gloves must be worn whenever your hands are exposed to possible injury 

 PVC or nit rile gloves are to be worn when handling liquid chemicals 
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Respiratory Protection 

 Respiratory protection is required for all tasks which generate airborne particles, e.g. dust, 

fumes or spray mist 

 Respiratory protection should be worn in all designated area and for tasks that have been 

identified requiring it both on and off site  

 

Types of Respiratory Protection 

 Disposable particulate respirator masks 

Suitable for non-toxic, dusty environment only 

Discard if there is any visible dirt on the inside of the mask, when it becomes damp, or 

when there is increased resistance to breather 

 

 Half-face masks with disposable cartridges 

Suitable for smoke, fumes, spray paint or toxic gases 

Cartridges must be replaced as often as is specified by the manufacturer or as soon as 

any taste or smell (other than from the mask) is detected 

 

Note:  Beards reduce the effectiveness of the masks; you must be clean-shaven in order 
to obtain a mask seal. 

 

21. NOISE & HEARING CONSERVATION 
 

The Workers’ Compensation and Injury Management Act 1981 makes it compulsory for employers to arrange 

baseline hearing tests for all workers in prescribed workplaces.  A prescribed workplace exists when workers 

receive a personal noise dose of 90dB(A) or above during an eight hour day, or its equivalent, and where such 

a day is representative of the worker’s typical work practices.  This also applies if a worker is exposed to noise 

above the peak of 140dB(lin) on one or more occasion, even if for a short time. 

The Silver Tress Steiner School is not a prescribed workplace under the Act. 
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22. WORKING AT HEIGHTS 
 

All employees, contractors or visitors to the site who are exposed to a risk of falling from height due 

to the lack of handrails, edge protection, scaffolding etc, must wear and use an approved safety belt 

or harness with lanyard attached to a secure anchorage in compliance with relevant regulations. 

 

Consideration should be given to what is the appropriate piece of equipment to be used when 

working from height. 

 

If necessary the correct lifting devices can be hired to provide the required access safely and 

securely. 

 

Fall Restraints 

Any person who is working in an area where there is a danger of falling from a height must be 

provided with an approved safety belt which meets Australian Standard. 

 

 A safety belt, with an attached lifeline anchored to a rigid structure is the minimum fall 

restraint 

 The attached lifeline must be secured to a fixed structure, do not rely on a person to 

hold onto your safety line 

 
Note:  If the fall arrest of the lifeline is greater than 600mm, a full harness is required. 
 

Ladders 

To minimise the risk of a fall from a ladder the following should be observed. 
 

 Ladders must have a non-slip safety footing 

 Place a ladder a quarter of its length away from the wall 

 Someone must hold it at its base to allow you to tie if off at the top 

 Always use both hands and face the ladder going up and down 

 One person on the ladder at any one time 

 Do not go beyond the third highest rung on a step ladder 

 Do not hang tools from ladders 
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 Ensure your footwear is clean of mud and grease before climbing 

 If both hands are required to perform the job, then use a safety belt or scaffold. 

 Ladders must be firmly lashed off or clamped at the top and bottom 

 Do not place ladder on an unstable or soft base 

 Defective ladders must be reported to enable repair or replacement. 

 

Note:  Never use a metal ladder in the vicinity of any electrical conductor or electrified 

equipment or apparatus. 

 

 
Scaffolding 

All scaffolds erected must comply with the governing safety regulations and all scaffolding work 

must be carried out in strict accordance with the applicable regulations in force in the area where 

work is taking place. 

 

 Scaffolds over 2 metres in height must have hand-rails and toe-boards 

 Incomplete or unsafe scaffolds must display warning notices 

 Mobile scaffolds must not exceed 3 metres in height 

 Housekeeping must be of a high standard on and around scaffolds 

 

23. ELECTRICAL SAFETY 

 
All electrical equipment needs to be subjected to routine inspections by a certified electrician at the 

required frequency.  The testing is done to detect damage, wear or other conditions, which may 

render it unsafe to use. 

 

All electrical equipment should have a test label which includes date tested, name of person carrying 

out the check and equipment type.  The tag and test records must be kept on file and scheduled 

every 3 months (as a minimum) as required by the Australian Standard – In-service Safety Inspection 

and Testing of Electrical Equipment (AS/NZS 3760). 
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However, if you notice any electrical equipment that appears unsafe you should remove it from 

service by ‘Tagging Out’ (see item 25) and report it immediately to your supervisor/Administrator 

to arrange repair or replacement. 

 

When working with electricity the following guidelines should be adhered to – 

 Do not allow any object which you are handling to come in contact with electrical wiring 

 Do not overload electrical switches or outlets 

 When operating electrical equipment make sure you are standing on a dry surface and that 

your hands are not wet 

 Do not allow electrical equipment to become wet or come in contact with any conducting 

liquids 

 Do not trail extension leads through water or across traffic areas of forklifts or pedestrians. 

 

Under NO circumstances should electrical repairs be carried out by unqualified staff or 

persons.  Do not attempt to repair equipment yourself. 

 

24. PLANT & EQUIPMENT 
 

STSS has a responsibility to ensure plant and equipment is maintained in good working order, to do 

this all plant has been assessed and control measures put in place to minimise risk to employees.  A 

regular maintenance program has been developed with competent persons to service and maintain 

all machinery. 

 

Only employees who have been given proper instruction on how to use the machinery may operate 

the equipment.  Do not operate equipment with which you are unfamiliar or do not have the 

appropriate license to operate, i.e. Bobcat or Forklifts. 

 

Report any damage to the Administrator or arrange repair or replacement by listing in the 

Maintenance Folder which is located in the office.  STSS encourages you to complete these forms, 

as this assists us in quickly arranging repair and will minimise the possibility of the equipment 

needing to be taken out of service.  ‘Tag Out’ immediately (see item 19), if the equipment is 

unserviceable and a danger to yourself or other staff if used. 
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As a minimum level of understanding before you commence use you should know – 

 How to stop the machine in an emergency (Emergency Stop Buttons should be easily 

locatable and in good working order) 

 How guards, mechanical lockouts, micro-switches and any other safety devices incorporated 

into the machine function. (These must not be tampered with or removed) 

 What is the appropriate PPE for the job and machine, and wear it. 

 Not to wear loose clothing, jewellery or rings, and to keep hair tied back to prevent any of 

these items becoming caught in the machine 

 

NOTE:  Risk Assessments and Safe Operating Procedures are available on all Plant & Equipment. 

 

25. ISOLATION AND TAG OUT PROCEDURE 
 

Machinery and equipment at some stage will require servicing, maintenance or repair due to 

breakdown.  Whenever this occurs the item must be isolated and ‘Tagged Out’ to ensure that no-

one can become injured whilst they are working on the equipment or by the continuing use of the 

equipment. 

The tags are to be placed where possible, on the device which isolates the energy source and only 

when those devices are set in the ‘off’ or ‘safe’ position.  Prior to attaching the tag, all required 

details on the tag must be clearly and indelibly entered in the spaces provided, with emphasis given 

to the reason for placing the tag. 

STSS has the ‘Out of Service’ Tag – this tag indicates that maintenance or repair is required.  The tag 

may be removed by a competent person who completes the repair or the work group of the person 

who has placed his/her name on the tag, as long as they are fully conversant with why the tag was 

placed. 

(All repair and maintenance must be performed by a competent person.  A competent person 

should be qualified or have relevant experience to perform the work.) 

Note:  Under the OSH Act it is an offence to remove any of these tags unless you are authorised 

to do so. 
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26. TRAFFIC MANAGEMENT 
 

Vehicles and mobile plant, i.e. Forklifts, moving in and around workplaces are a cause of injuries and 

deaths. 

Traffic and pedestrian movement at workplaces should be planned and controlled so traffic can 

circulate safely.  Some of the most obvious hazards involving vehicles and mobile plant occur during 

– 

 Pedestrian movement 

 Vehicles or plant reversing and manoeuvring 

 Loading and unloading 

 Mounting or dismounting from vehicles 

 Securing loads 

 Movement of materials 

 

Reversing, loading and unloading and pedestrian movement are the most common cause of injury 

at workplaces. 

STSS has assessed the risk and with employee consultation introduced a ‘Traffic Management’ plan 

for its site.  All staff must adhere to the 8km speed limit, road markings and signage and use the 

marked walkways.  

Any visitor to our site must be made aware of the hazard of moving vehicles and plant and be 

escorted at all times. 

27. CONFINED SPACES 
 

A confined space is defined under the OSH Regulations as “an enclosed or partially enclosed space 

which – 

(a) is not intended or designed primarily as a workplace; 

(b) is at atmospheric pressure during occupancy; and 

(c) has restricted means for entry and exit.” 
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Due to the extreme risks associated with work in a confined space, it is strictly prohibited for any 

employee to enter a TANK or other CONFINED SPACE unless authorised to do so by the 

Administrator. 

 

Under NO circumstances should employees carry out welding in a confined space unless the job 

has been assessed for risks and appropriate training conducted as provided for in the OSH 

Regulations and Australian Standard 2865 Safe Work in Confined Spaces. 

 

(Note: AS 2865 includes specific recommendations on hot work (eg. Welding) in confined spaces.) 

 

28. Asbestos 
 

There are special requirements for protection when working where asbestos dust is likely to be 

present and it is a legal requirement to observe these rules.  Accordingly, all asbestos works are to 

be undertaken by specialist contractors. 

 

Under NO circumstances should an employee interfere with or remove asbestos products. 

 

29. HAZARDOUS MATERIALS 
 

Hazardous substances are solid, liquids or gases and may generate vapours, fumes or dust that may 

harm health, in the immediate or long term.  Contamination or exposure to chemicals/hazardous 

substances occurs in a number ways such as ingestion, inhalation or absorption via either skin or 

eyes. 

 

To avoid accidental exposure, all hazardous materials are to be stored in the designated storage 

area and are labelled and appropriate warning signs displayed.  Material Safety Data Sheets (MSDS) 

are available from your Supervisor/Administrator to assist you in the correct use and treatment. 
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Before using a hazardous substances an employee should – 

 Know what the substances are 

 Know what the possible side effects are and how to identify them early 

 Know how contamination can occur 

 Use the correct PPE for the job and substance 

 Know how to transport, handle and store the substance safely 

 What is the correct first aid 

 How to correctly manage a spill with minimal environmental impact 

 What to do in case of an emergency 

 

Categories for hazardous materials 

GROUP DESCRIPTION 

Toxic Chemicals Gases, liquids or solids that can cause illness or death 

Flammable Liquids Liquids which can give off vapours that form an explosive 

mixture with air 

Dangerous Gases Corrosive, flammable, oxidising, inert, explosive or poisonous 

Explosives Mixtures/compounds that cause explosions 

Corrosives Substances that breakdown, consume or destroy human 

tissue and other substances/materials 

 

30. DANGEROUS GOODS 

Dangerous goods are articles or substances, which are capable of posing a significant risk to our 

health, safety, environment and property.   Dangerous goods pose immediate risks as they may 

cause effects such as explosion, fire, corrosion or poisoning. 

 

It is a requirement that all Dangerous Goods are classified and identified by labels and placards.  

Australia has adopted a system of classification and labeling for dangerous goods based on the 

United Nations system used in other countries. This system helps people to quickly recognize 

dangerous goods, their properties and dangers. 
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Table of Dangerous Goods Classes 

Class 1 Explosives  

Class 2 Gases (Flammable, Compressed/Non-Toxic, Poisonous)  

Class 3 Flammable Liquids  

Class 4 Flammable Solids  

Class 5 Oxidisers & Organic Peroxides  

Class 6 Toxic Substances  

Class 7 Radioactive Substances  

Class 8 Corrosive Substances  

Class 9 Miscellaneous Dangers Goods 
 

 

HAZCHEM Codes 

The HAZCHEM Code provides advisory information to people or the emergency services personnel 

to enable them to take the appropriate action to combat any incident involving a Dangerous Good 

or Hazardous substance. 

 

The HAZCHEM codes consists of either two or three characters, the first being a number from 1 to 

4 followed by either one or two letters.  The numbers indicate the type of medium to be used in the 

event of an emergency. 

 

HAZCHEM numbers 

1 Indicates the use of solid streams of water 

2 Indicates the use of a water fog or fine water spray 

3 Indicates the use of a water-based foam 

4 Indicates the use of a dry agent such as a dry chemical powder 

 

The system permits a medium of a higher numeric classification to be used than that 

indicated, however, a medium with a lower numeric classification should not be used. 

 
Placarding 

Placards are used to alert people to the presence of Dangerous Goods on a site, identify the 

types of substances and indicate the emergency actions and contacts required. 

 

By law a placard must give the correct technical name of the substance, United Nations 

number, Dangerous Goods Class Level and HAZCHEM code. 
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Hazardous Materials Labelling 

By law all hazardous materials must be labelled correctly, to identify the content.  If a 

hazardous material is being decanted into another container, this must be labelled so other 

people can identify the contents.  Labels can be provided by the suppliers of the goods, hand 

written labels are not acceptable. 

 

An employee should never – 

 Leave decanted chemicals in unlabelled containers 

 Use containers designed for foodstuffs such as drink bottles 

 Decant hazardous substances without first referring to the MSDS, especially for 

substances with positive flash points. 

 

If hazardous materials are being stored in ‘bulk’ then placards must be used to assist in the 

identification of the substance. 

 

The size of the container determines the amount of information required on the label, if the 

label does not provide you with enough information, or it is unclear or you are uncertain; 

refer to a Material Safety Data Sheet. 

 

Material Safety Data Sheets 

Material Safety Data Sheets (MSDS) must be kept for ALL hazardous substances on site. 

These MSDS contain details on risks and how to handle the hazardous substance safely.  You 

should know where they are kept for quick and easy reference.   MSDS are valid for five years 

from date of issue. 

 

If the labelling instructions are inadequate or you are uncertain how best to handle the 

substance, it is your responsibility to locate and read the data sheet before commencing use. 
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It should be noted that some substances could be classed as both hazardous and dangerous 

goods so obligations exist under the hazardous substance and Dangerous Goods legislation. 

 

Note:  You have the right to request to see a data sheet prior to using or handling a 

chemical/substance. 

 

Personal Hygiene and Hazardous Substances 

 

It is dangerous to go from having handled hazardous substances or from where chemicals 

are being used, stored or disposed of, without removing possible contamination from your 

person. 

 

Therefore, an employee should never – 

 Eat, drink or smoke while handling chemicals 

 Eat, drink or smoke without first washing hands and removing clothing that may be 

contaminated 

 Store foodstuff or eating and drinking utensils in the vicinity of hazardous substances 

 

Protective Equipment and Hazardous Substances 

 
If PPE is required with the use of a hazardous substance it will be identified in the MSDS.  

Always select and correctly use adequate PPE for the substance you are handling. 

 

Storage of Hazardous Substances 

 
By law, it is a requirement that hazardous substances be stored correctly and where required 

segregated from other substances.  Check the MSDS for the correct storage, temperature, 

light and ventilation requirements. 

 

As a minimum, acids and alkalis should be stored at ground level in a drip tray in case of 

leakages. 
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31. MANUAL HANDLING 
 

Manual handling involves the application of human force to lift, carry, hold, push or pull something.  

STSS is required to assess the risk associated with manual handling in our work environment and 

implement means in which the risk can be considerably reduced.  

 

You need to be constantly aware of how you work to ensure that you perform your work in a safe 

way. This applies whether you’re working in the office or warehouse. 

 

It is very important to pay particular attention to the prevention of manual handling injuries.  Below 

are some guidelines to assist you in minimising the risk of Manual Handling injury– 

 

1. Think. 

 Do I need to lift this? 

 Is it too heavy? – Note ‘Caution/Heavy Stickers’ provided by suppliers 

 Should I use a trolley, forklift or crane 

 Can I slide or roll the object instead of lifting 

 

 

2. Protect yourself with good habits, i.e. stretching throughout the day. Good lifting habits 

include:  

 Bend your knees – not your waist 

 Hold load as close to your body as possible 

 Avoid twisting, move your feet 

   Ask for help if the item is too heavy for just one person 

Always use a mechanical lifting device where-ever possible.  If in doubt – DON’T LIFT 
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Controlling Manual Handling Risks 
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32. ENVIRONMENT 

STSS is committed to conducting its business in an ethical, social and environmental friendly manner 

for the benefit, and health and safety of our employees, contractors, visitors and our local 

community in which we live and operate our business. 

 

Chemical or Pollutant Spillage 

Any spillages which involve chemicals or pollutants must be handled quickly and thoroughly to 

minimise any negative impact to the environment and health and safety of employees. 

 

Any incident can be reported via the Hazard Report form to the Administrator. 

 

Disposal of Waste 

Disposal of all waste generated by STSS will be performed in an environmental friendly manner. 

STSS has on site specific waste disposal for the following – 

 Paper, Cardboard and Plastic 

 General rubbish and Green Waste 

 Batteries 

 
You can participate in helping STSS minimise its impact on the environment by using the appropriate 

waste disposal bins. 

 

DO NOT dispose of liquid wastes into, sewerage, soakwells or stormwater drains. 
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33. DRUGS AND ALCOHOL 
 

Silver Tree Steiner School is committed to providing a safe working environment for all employees 

and as such the use of drugs and alcohol in the workplace is a major risk factor and must be managed 

responsibly. 

 

Therefore the consumption of alcohol anywhere in the workplace during work hours is strictly 

prohibited other than at company functions and events which must be authorised by the 

supervisor/Administrator and properly managed at all times. 

 

Illegal drugs must not be brought into or consumed in the workplace. 

 

In the event an employee reports to work under the influence of drugs/alcohol and in the opinion 

of the Administrator is deemed unfit to perform normal duties due to their effects, the employee 

will not be permitted to remain at work.  Employees taking prescribed drugs or pharmaceutical 

drugs which may impair their judgement or work performance must advise the Administrator of the 

likely effect of the medications so that appropriate work assignments can be given. 

 

Any employee who believes that another employee is affected by drugs or alcohol, must 

immediately report the matter to the Administrator. 

 

Failure to observe these rules may result in the employee being summarily dismissed. 
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34. VOILENCE, AGRESSION AND BULLYING AT WORK 
 

Workplace violence and aggression are actions or incidents that may physically or psychologically 

harm another person.  Violence and aggression are present in situations where workers and other 

people are threatened, attacked or physically assaulted at work.  Psychological aggression also falls 

under this definition. 

Bullying is defined as repeated, unreasonable or inappropriate behaviour directed towards a 

worker, or group of workers, that creates a risk to health and safety. 

People most at risk of being bullied are young or new workers or apprentices, people from different 

cultural backgrounds or religion, people with communication barriers or differing political views. 

STSS does not condone workplace violence, aggression or bullying of any kind towards, or between 

its employees including any contractor employees or from external sources such as customers or 

visitors. 

If for any reason you believe you or your work group isn’t being treated fairly and professionally, 

then - 

 Ask the offender to stop the inappropriate behaviour 

 If you haven’t been able to resolve the issue yourself, then report the problem to your 

Supervisor or the Administrator. 

 The incident will be investigated in a fair, confidential and timely manner for all parties. The 

top priority is to get the unacceptable behaviour stopped. 

Any problems brought up in good faith will be taken seriously and fully investigated. It may be 

your problem, your group’s problem, or something you have observed. 

 

Note:  Unacceptable behaviour will lead to disciplinary action, which may include instant 

dismissal. 
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35. NON-SMOKING WORKPLACE 
 

STSS has a duty of care under Occupational Safety and Health Legislation to provide a safe and 

healthy work environment for all employees and others who enter the workplace. 

 

STSS has therefore adopted a Smoke-free Workplace Policy.  The objective of this policy is to 

control/eliminate smoking in the workplace and prevent exposure of non-smokers to environmental 

tobacco smoke. 

 

Therefore  -  

 

 You must not smoke or permit smoking in any School buildings, enclosed area or on School 
grounds.  This includes all buildings, gardens, sports fields, cars and car parks. 

 

 You must not smoke whilst at any School function even if it is not on school campus.  This 
includes, amongst all other activities, camps, tours and excursions. 
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36. HEAT EXPOSURE 
 

Working in high temperatures has the potential to create a risk of heat stress and/or heat stroke.  

Heat stress can be caused by exposure to solar UV radiation via outdoor work or via heat radiated 

from certain tasks, i.e. Welding. 

You can reduce the potential of suffering from heat stress by – 

 Drinking at least 750mls of water each hour when working in very hot conditions 

 Schedule work to times that may be less affected by high temperatures – morning or 

evenings rather than during the hottest part of the day or the part of the day with the highest 

UV periods (10.00am to 2.00pm) 

 Apply sunscreens that are based on the Australian Standard.  Broad-spectrum Sunscreen 

provides protection against UV-B rays and some UV-A rays, the higher the SPF greater than 

15 the greater the protection. 

 Wear a hat to provide shade for head and face protection (8cm brims are most appropriate) 

 Wear eye protection to reduce glare – Safety glasses can be tinted 

 Wear cotton fabrics when appropriate, cotton assists with sweat evaporation and reduces 

UV radiation reaching the skin 

 If possible, work in the shade or under canopies or portable structures 

 
Refer to the Sun Protection Policy for further information. 
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37. ERGOMONICS 
 

Ergonomics is the process of designing or arranging workplaces, products and systems so that they 

fit the people who use them.  It most often applied to the office environment, but it can also apply 

to how you approach any physical work. 

 

Posture 

 Maintain proper posture, paying careful attention to positioning of head, neck/spine, 

arms/wrists, hips/thighs and feet. Basically, ensure the small of your back is supported, 

your shoulders relaxed (not slumped, not elevated) 

 Alternate between different postures on a regular basis 

 Keep a neutral position if possible, where the forearms, wrists and hands are in a straight 

line 

 Avoid awkward reaching for work tools 

 Avoid resting elbows, forearms or wrists on hard surfaces or sharp edges 

 Take frequent mini-breaks throughout the day to give muscles and joints a chance to rest 

and recover 

 Alternate between work activities which use different muscle groups to avoid overuse 

 Give eyes a break by closing them momentarily, gazing at a distant object and blinking 

frequently (especially for close work such as MPI tasks) 

 If you have a chair, adjust it so that your feet are flat on the floor and your knees are at a 

90 degree angle 

 

Lighting - Air - Noise 

 Maintain appropriate light levels for specific tasks. More illumination is usually needed for 
close work on lathes and mills. 

 Reduce or eliminate glare by using window shades, diffusers on overhead lighting and anti-
glare filters for computers 

 Adjust the contrast and brightness on your computer screen to a comfortable level 

 Get a regular eye exam and if necessary, wear corrective lenses 

 Clean the computer screen and other clear surfaces regularly.  

 If necessary, use dust extractors to reduce airborne particles. 

 Be considerate to others working in the area and conduct meetings and conversations in 
appropriate areas.  

 Position partitions to reduce noise from equipment. 
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Office Equipment 

Under Regulation 3.14 of the Occupational Safety and Health Regulations 1996 employers are 

required to provide each employee with sufficient space in which to work without risk to the 

employee’s safety and health. 

The amount of space an employee requires should be determined by conducting a risk assessment, 

taking into account factors such as: 

 the type of work the employee performs;  

 how often they need to leave and return to the workstation;  

 the type of materials they need to take to and from the workstation; and  

 how much furniture they need. 

In addition, the following should also be considered: 

 size of the desk needed;   

 space required behind the desk;   

 storage facility access; and   

 access/egress requirements.  

As a general guide - 

For mixed paper and computer-based tasks, the minimum recommended desk length is 1500 mm.  

The desk should be deep enough to enable the employee to position the screen at a comfortable 

viewing distance, usually between 400 - 550 mm from the desk’s front edge.  If a Cathode Ray Tube 

(CRT) computer screen is used, this requires a desk depth of at least 900 mm.  If a Liquid Crystal 

Display (LCD) screen is used, a shallower desk is acceptable. 

To enable the user to safely use the chair, a minimum clearance behind the desk of 860 mm is 

recommended.  The Building Code of Australia specifies for egress from behind a desk, the 

recommended minimum width (between the side of the desk and the closest object) is 600 mm. 

Sufficient space is required to enable storage facilities such as filing cabinets, cupboards and 

bookcases to be used without excessive bending or twisting.  Sufficient storage facilities should be 

provided so that heavy and frequently used items can be stored between the employee’s standing 

knee and shoulder height.  A minimum clearance of 1.2m between the storage facility and other 

objects is recommended.  (Remember, these are guidelines only.) 
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38. OFF SITE WORK/EXCURSIONS/HOME VISITS 
 

STSS has the same duty of care to its employees that may be performing work duties offsite or 
taking children for excursion, as it does when on its own premises.  STSS will take all reasonable 
steps to ensure your safety whilst you are working at any other location.  If you have any concerns 
whilst offsite, please report them immediately to the Administrator. 
 
Teachers need to evaluate curriculum relevance and educational outcomes and balance those 
against any hazard and inherent danger of engaging in the offsite activity.  If employees or children 
are going offsite to perform a job function or for excursions than the following precautions should 
be considered – 

 For any excursions where children are involved, a Risk Assessment must be completed by 

the responsible teacher any hazards should be identified and managed before 

commencement.  (For further information of Excursions and the requirements, refer to 

Excursions, Camps and Water Based Activity Policy.) 

 If the job/excursion is to be for a prolonged period or the organisation will be visited (where 

practical) and their OSH information will be requested by the Administrator or responsible 

teacher.  An induction or relevant OHS Information for STSS employees should be provided. 

 Adequate travel time to and from the site should be provided to ensure employees do not 

speed thereby increasing the risk of a motor vehicle accident. 

 If travelling in a vehicle provided by STSS, that vehicle must be maintained and serviced 

regularly.  Copies of Drivers Licence should be kept on file. 

 If transport is being provided by Parents, copies of their Drivers Licence should be obtained. 

 A means of contacting the School should be available, i.e. mobile telephone or access to a 

telephone at the site 

 The conduct of the staff at the offsite workplace towards a STSS employee must not breach 

our own Violence, Aggression and Bullying Policy or contravene any EEO and Discrimination 

legislation.  If it does, report it immediately. 

 Whilst at the offsite workplace, you must follow their OSH procedures and policies, i.e. if a 
high visibility vest is required – wear a high visibility vest, as long as it does not create a risk 
to you. 
 

Home Visits - Employees undertaking work offsite must record their anticipated movements whilst 
away from their regular work location.  The information may be recorded on an offsite register, 
diary sheet, calendar or equivalent system used in the local workplace.  The system needs to record 
the following information: 

- the address, suburb and land line number of the Home/Service being visited; 

- the anticipated visit schedule, including the expected time of arrival, visit duration, return and 
travel time; 

 
(Please refer to the Offsite and Home Visit Procedure and Safe Work Procedure for further 
information.) 
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39. PURCHASING 
 

To ensure that health, safety and environmental issues are considered when purchasing products, 

plant, equipment and services, Silver Tree Steiner School will assess the supplier of goods and 

services (rather than the goods and services themselves), to establish if they meet health and safety 

requirements and where necessary, Australian Standards. 

 

40. CONTRACTORS, VISITORS &VOLUNTEERS 

 

All contractors, volunteers and visitors, must comply, as a minimum, with the policies and 

procedures necessary to meet STSS safety standards. 

Protective equipment, clothing, tools and any other equipment required for the safety of the 

contractor must be provided by the contractor or in the case of a volunteer/visitor, by STSS.  The 

contractor is required to provide whatever equipment is necessary to protect any third party from 

any risks related with the contracted works. 

Before commencement of work, each contractor will be briefed on safety requirements by way of 

an induction (see item 13).  Visitors and volunteers may be allowed on the premises provided they 

have read, understood and signed off on the ‘Induction’ sheet, it is for a short period of time, they 

are escorted at all times and have been provided with the necessary PPE, such as – 

 Hearing protection 

 Safety Glasses 

 High visibility vest 

 
 



APPENDIX A – Occupational Safety and Health Induction Checklist 

 

 
OCCUPATIONAL SAFETY AND HEALTH INDUCTION CHECKLIST 

 
Please tick the appropriate boxes and sign at the end of the checklist to 
indicate that these topics have been discussed with the new employee.  ( The 
checklist is to be kept as a record in the employee’s personnel file.) 
 
 
 

 
GENERAL SAFETY INFORMATION 
 Occupational Safety and Health policy. 
 Work site developed policies related to safety and health (for example, evacuation, excursions, 

administration of medication, critical incident response, management of student behaviour, risk 
management plans). 

 Process for reporting hazards or incidents in the workplace and of the approved procedure for 
the resolution of issues. 

 Identity and role of the safety and health representative. 
 Injury Management and Workers’ Compensation process. 

 
SAFETY ISSUES 
 Fire and evacuation procedures (identify exits and assembly locations as part of workplace 

orientation). 
 Methods used for communication during an emergency in their workplace or whilst on duty. 

Include the methods used to advise all employees, e.g. sirens, bells etc. 
 Policies and procedures related to manual handling practices (for example, the use of ladders, 

movement of furniture). 
 Procedure for working after hours and dealing with intruders. 
 Procedures for addressing playground hazards. 
 Protective clothing requirements and provision. 
 Appropriate clothing for identified hazards of their occupation. 
 Use and maintenance of equipment in their role. 

 
HEALTH ISSUES 
 Policies and procedures related to communicable diseases. 
 Location of the chemicals’ register and material safety data sheets. 
 Chemicals held on site and their safe use, handling and disposal. 
 Sun Protection Policy. 
 Non-Smoking Workplace policy. 
 Location of first aid facilities, who is responsible for their maintenance, and the presence of any 

employees trained in first aid. 
 Procedures and actions for dealing with emergencies. 

 

ANY OTHER SAFETY AND HEALTH ISSUES RELEVANT TO THE EMPLOYEE’S WORKPLACE 

 To be discussed by the Administrator or their nominee. 
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All the appropriate tasks indicated on the checklist have been completed. 
 

 
Name of Administrator:    

 
 

Signature: 

Date: 
 
 

 

Name of inductee: 
 
 

Signature: 

Date:  

 

Comments: 
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APPENDIX B – Risk Assessment Form 
RISK ASSESSMENT: SILVER TREE STEINER SCHOOL           ACTIVITY:                                                      DATE:ASSESSMENT 

UNDERTAKEN BY:                                                       SIGNED:                                                      PAGE       _     of    _    

 

Please rate the risk according to the 2 scales overleaf and find the corresponding cell in the Risk Assessment Table. 

Hazard (including location 

and other relevant 

information) 

Cause of Hazard Rating Recommended Control Actioned 
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Scale 1: Severity of injury 

 Critical :   kill or cause permanent ill health or disability 

 Serious :   long term illness or serious injury 

 Major :    medical attention and days off work 

 Minor :   first aid needed 

 

Scale 2: Potential of injury 

 Very Likely : could happen at any time 

 Likely :   could happen sometime 

 Rarely :   could happen but rarely will 

 Unlikely :   could happen but probably never will 

 

Table : Risk Assessment  

How severely 

could it hurt 

someone or make 

them ill?   

VERY 

LIKELY 
Could happen 

at any time 

LIKELY 
Could happen 

sometime 

RARELY 
Could happen 

but very rarely 

UNLIKELY 
Could happen, 

probably wont 

CRITICAL:  
Cause DEATH, 

permanent ill 

health or 

disability 

1  High 1  High 2  Medium 3  Medium 

SERIOUS:  
Long term illness 

or serious injury 

1  High 2  High 3  Medium 4  Medium 

MAJOR:  

Medical attention 

and days off work 
2  High 3  Medium 4  Medium 5  Low 

MINOR: 

First Aid needed 
3  Medium 4  Medium 5  Low 6  Low 
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APPENDIX C – Accident/Incident Report Form 

 

Silver Tree Steiner School 

Accident/Incident Report Form 

Reporting Staff Member____________________________________________________ 

Date of Incident_________________________________________________________ 

Class 
Teacher__________________________________________________________________________ 

Student/s involved______________________________________________________________________ 

_____________________________________________________________________________________ 

Brief Description ofAccident/Incident (what happened) 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________ 

Action Taken 

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________ 

OFFICE USE: 

 Copy to Class Teacher/Person Reporting 

 Copy in Student File 

 File in Accident/Incident File held in Administrator office 
 
Does this Accident/Incident need to be reported to WorkSafe – YES/NO 
 
 
Administrator Sign: _________________________________________ Date: ______________________ 
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APPENDIX D – Hazard Report Form 
 

Silver Tree Steiner School 
Hazard Identification & Report Form 

 
DATE:  ________________________  TIME:  ________________________ 

NAME OF REPORTER:         ______________________________________________ 

LOCATION OF HAZARD:     _______________________________________________ 

DESCRIPTION OF HAZARD  -______________________________________________ 

______________________________________________________________________________________ 

INJURY CAUSED?  YES/NO   IF YES GIVE DETAILS 

_________________________________________________________________________________________

_________________________________________________________________________________________

________________________________________________________________________________ 

LEVEL OF RISK (SEE RISK ASSESSMENT CHART OVER)  __________________________________________ 

NOTE IN MAINTENANCE BOOK REQUIRED   YES/NO – IF YES, THEN DO IT 

COPY TO OH&S COMMITTEE / REP  _________________________________________ 

RECORDED IN HAZARD (H.I.R.A.C) REGISTER  YES/NO – IF NO THEN DO IT 

ACTION TAKEN 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_____________________________________________________________________________ 

OFFICE USE: 

 Copy to Person Reporting 

 Copy in H.I.R.A.C File 
 
 
ADMINISTRATOR SIGNATURE: __________________________________ DATE: ____________________ 
 
COMMENTS:  ___________________________________________________________________________ 
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Please rate the hazard according to the 2 scales below and find the corresponding cell in the 

Risk Assessment Table. 

 
Scale 1: Severity of injury 
 
CRITICAL:  kill or cause permanent ill health or disability 

SERIOUS:  long term illness or serious injury 

MAJOR:  medical attention and days off work 

MINOR:  first aid needed 

 
 Scale 2: Potential of injury 

VERY LIKELY: could happen at any time 

LIKELY:  could happen sometime 

RARELY:  could happen but rarely will 

UNLIKELY:  could happen but probably never will 
 

 
 

 
 

 How severely could it 

hurt someone or 

make them ill? 

VERY  LIKELY 

Could happen 

at any time 

LIKELY 

Could happen 

sometime 

RARELY 

Could happen but 

very rarely 

UNLIKELY 

Could happen, 

probably wont 

CRITICAL: 

Cause DEATH, 

permanent ill health 

or disability 

 
 

1 High 

 
 

1 High 

 
 

2  Medium 

 
 

3  Medium 

 SERIOUS: 

Long term illness or 

serious injury 

 
 

1 High 

 
 

2 High 

 
 

3  Medium 

 
 

4 Medium 

MAJOR: 

Medical attention and 

days off work 

 
 

2 High 

 
 

3 Medium 

 
 

4  Medium 

 
 

5  Low 

 
MINOR: 

First Aid needed 

 
 

3  Medium 

 
 

4  Medium 

 
 

5  Low 

 
 

6 Low 

 
 
 


