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Policy Function Safe Practice and Environment  

Issue Date 28 February 2020 

Summary Justice Health and Forensic Mental Health Network (the Network) is 
committed to providing a safe and healthy work environment for all 
workers, contractors, visitors and patients.  

This policy provides framework to ensure a safe work environment in 

accordance with Work Health and Safety legislation. 

Responsible Officer ED Corporate Services 

Applicable Sites  Administration Centres 

 Community Sites (e.g. Court Liaison Service, Community Integration Team, etc.) 

 Health Centres (Adult Correctional Centres or Police Cells) 

 Health Centres (Youth Justice Centres) 

 Long Bay Hospital 

 Forensic Hospital 

Previous Issue(s) Policy 5.110 (September 2012, April 2009) 

Change Summary  Minor wording changes. 

 Changed term WorkCover to SafeWork NSW 

 Addition of SafeWork NSW Fact Sheet for notifiable incidents for 
occupational exposures. 

 Included information about WHS Policy Statements. 

 Included information about Objectives and Targets. 

 Addition of Asbestos Management. 

 Addition of Confined Spaces. 

 Addition of corrective actions from incident report. 

HPRM Reference POLJH/5110 
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1. Preface  

Justice Health and Forensic Mental Health Network (the Network) is committed to providing a safe 

and healthy work environment for all workers and visitors. The health and safety of all workers and 

those visiting are considered to be of the utmost importance.  

This policy is in place to assist workers in complying with the Work Health and Safety Act 2011 

(WHS Act 2011) and the Work Health and Safety Regulation 2017 (WHS Reg. 2017). This 

legislation is mandatory in all workplaces throughout NSW. This policy should be read in 

conjunction with and follows the principles set out in PD2018-103 Work Health and Safety: Better 

Practice Procedures. 

The Work Health and Safety (WHS) objectives and targets form part of the Workforce Strategic 

Plan.  The Plan is developed in conjunction with the Network Strategic Plan. The Plan outlines:  

 The resources for achieving the objectives and targets. 

 Notification of significant incidents to SafeWork NSW and other external parties, Provisional 

Improvement Notices (PIN); 

 WHS Achievements and Initiatives; 

 The responsibilities and accountabilities; and  

 The timeframe by which the objectives and targets are to be achieved. 

The plan is developed in consultation with Network senior management.  It has been developed 

and communicated in accordance with the level of risk, and is reviewed and updated on an annual 

basis. 

The plan is developed to assist the organisation in complying with its legislative requirements and 

to improve safety performance and considers the following objectives: 

 To consult, promote and inform workers on health and safety matters;  

 To identify, assess, control and review workplace hazards, and 

 To undertake a WHS Audit within the two year period.  

It is an expectation that all business units will incorporate the WHS objectives in their future 

planning documents to ensure the organisation is working towards achieving the same goals.  

2. Policy Content  

2.1. Mandatory Requirements  

The Network as the person conducting a business or undertaking (PCBU) is required to: 

 Consult workers on matters that may affect their health and safety; 

 Manage health and safety risks in the workplace; 

 Have a system in place to report incidents, injuries and near misses; 

 Resolve WHS issues; and 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+10+2011+cd+0+N
https://www.legislation.nsw.gov.au/#/view/regulation/2017/404
http://intranetjh/Pages/Strategic-Plan-2018-2022.aspx
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 Notify SafeWork NSW of any notifiable and/or serious injury or illness as per Part 2 of the 

WHS Act 2011. 

2.2. Implementation - Roles & Responsibilities 

All positions have a positive duty to demonstrate commitment to WHS in accordance with the WHS 

Act 2011 however, ultimate responsibility for providing a safe workplace rests with the PCBU. 

2.2.1 Chief Executive and Executive Directors 

 Positive duty to exercise due diligence to ensure that the organisation complies with its 

safety obligations; 

 Maintain up to date knowledge of WHS matters including serious/significant incidents and 

SafeWork NSW activity within the organisation; 

 Have an understanding of the Network’s operations including hazards and risks; 

 Ensure the Network has available resources, financial and physical, to comply with the 

WHS Act 2011; 

 Ensure WHS is incorporated into strategic plans. 

2.2.2 Senior Managers (Service Directors, Director Nursing and Midwifery Services, Nurse 

Managers, Medical Managers, Operational Managers) 

 Ensure WHS is a standing agenda item at team meetings; 

 Ensure WHS objectives outlined in the WHS policy are included in business plans; 

 Monitor and review performance in relation to WHS incidents and workers compensation; 

 Consult workers via agreed arrangements;  

 Support local health and safety committees and health and safety representatives; 

 Follow the risk management process to ensure any workplace hazards are identified, 

assessed, controlled and reviewed. This includes ensuring regular workplace inspections 

are conducted; 

 WHS responsibilities are to be included in performance agreements; 

 Consult with WHS Coordinator if an incident is a notifiable, where required; 

 Ensure the incident scene is preserved, if required. 

2.2.3 Managers (Department Managers and Nursing Unit Managers) 

 Ensure WHS is a standing agenda item at team meetings; 

 Implement and review WHS policies and procedures to ensure a safe workplace; 

 Supervise workers to ensure compliance with WHS policies and procedures; 

 Consult workers via agreed arrangements; 

 Support local health and safety committees and health and safety representatives; 

 Follow the risk management process to ensure any workplace hazards are identified, 

assessed, controlled and reviewed (includes conducting regular workplace inspections); 

https://www.legislation.gov.au/Details/C2011A00137
https://www.legislation.gov.au/Details/C2011A00137
https://www.legislation.gov.au/Details/C2011A00137
https://www.legislation.gov.au/Details/C2011A00137
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 Ensure all incidents and near misses are reported, investigated and control measures are 

implemented and monitored; 

 Ensure workers attend education and training; 

 Implement and monitor WHS systems ensuring compliance with legislation resulting in 

WHS & Injury Management Profile improvement; 

 Ensure workers know how to report faulty equipment and complete maintenance requests. 

2.2.4 Workers 

 Take reasonable care for the worker’s safety and others; 

 Comply with WHS policies, safe work practices and safety instructions; 

 Report workplace hazards and take appropriate action; 

 Notify any injuries or near misses promptly utilising the Incident Information Management 

System (IIMS); 

 Participate in consultation arrangements; 

 Participate in education and training. 

3. Procedure Content  

3.1. WHS Policy Statement 

WHS Policy/Statement must be current and authorised by the current Chief Executive (CE) and is 

dated. 

The WHS Policy/Statement of Commitment content outlines the WHS Management System and 

includes the following elements: 

 A focus on prevention based on risk management principles; 

 A statement reinforcing commitment to improving the safety culture; 

 A commitment to comply with relevant WHS legislation and with other requirements placed 

on the Network, e.g. by the Ministry of Health; 

 Clearly defined responsibilities and accountabilities for WHS at all levels; 

 A commitment to effective consultation;  

 A commitment to engage in consultation, coordination and cooperation with other duty 

holders; 

 A commitment to the implementation and continuous improvement of health & safety by 

establishing measureable objectives/targets; 

 A system of review and monitoring of WHS issues at all levels. 

 Commitment to the provision of adequate training and resources.  

The WHS Policy/Statement of Commitment is relevant and effective and is reviewed where there is 

significant change and at a minimum every two (2) years. This is to be documented in meeting 

minutes. 
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The WHS Policy/Statement of Commitment is communicated to all relevant stakeholders for the 

organisation. 

A copy of the WHS Policy/Statement is found on the intranet WHS Policy Statement and on the 

WHS Noticeboards in each workplace. 

 

3.2. WHS Consultation and Communication  

The WHS Act 2011 places a duty on the PCBU to consult as far as is reasonably practicable, with 

workers who are directly affected, or likely to be affected, by a health and safety matter.  

Consultation is required when: 

 Identifying and assessing risks to health and safety from the work carried out or to be carried 

out; 

 Making decisions about ways to eliminate or minimise those risks; 

 Making decisions about the adequacy of facilities for the welfare of workers; 

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

 Making decisions about procedures for consulting with workers, resolving health or safety 

issues, monitoring the health of workers, monitoring the conditions at the workplace and 

providing information and training for workers. 

The WHS Consultation and Communication procedure provides detailed information on how to 

achieve effective consultation and communication. 

3.3. Risk Management 

Managing risks in the workplace is an integral part of WHS management, for more details about 

the process refer to the Network’s procedure WHS Risk Management (Hazard Identification, Risk 

Assessment and Control).  

Each organisational unit must identify work health and safety risks and the actions planned to 

address these within a local safety plan, these priorities may be adjusted as the risks are 

appropriately controlled.   

Managers must apply the risk management process to manage local hazards and hazardous 

activities within their control.  Refer to procedure Work Health and Safety Risk Management 

(Hazard Identification, Risk Assessment and Control) for instruction on the risk management 

process. 

A risk management approach should be used when there are any changes that affect work 

activities, including: 

 Changing work practices, procedures or the work environment; 

 Purchasing new or used equipment or using new substance; 

 Planning to improve productivity or reduce costs; 

 New information about workplace risks that becomes available; 

 Responding to workplace incidents (even if they caused no injury); and/or 

http://intranetjh/Pages/OHS.aspx?RootFolder=%2FDocuments%2FOHS&FolderCTID=0x01200020B572B474316F44BD4CB1928B28FEB6&View=%7b245DC9F4-C590-4F7D-AE30-21A426B28E37%7d&InitialTabId=Ribbon%2EEditingTools%2ECPEditTab&VisibilityContext=WSSTabPersistence
https://www.legislation.gov.au/Details/C2011A00137
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 Responding to concerns raised by workers, health and safety representatives or others at 

the workplace. 

The process of risk management is outlined in procedure Risk Management (Hazard Identification 

and Risk Control). 

To report, maintain and monitor risk at directorate or enterprise level please refer to policy 2.155 

Enterprise Wide Risk Management. 

3.3.1 Reporting WHS Hazards 

All workers must report WHS hazards so that the hazard can be eliminated or controlled. The 

worker identifying the hazard reports the hazard to his/her immediate manager as soon as 

practicable after the hazard has been identified. 

1. If possible, short-term/interim controls are immediately put in place until the hazard can be 

properly controlled. For example, when trip hazards are observed when leaving a health 

centre due to the poor surface on the pathway, notify all workers of the potential hazard and 

post signage. 

2. The manager investigates the hazard and advises workers of any corrective action. 

If the hazard cannot be eliminated immediately, the hazard should be assessed using the WHS 

Risk Management framework. Refer to the Network’s procedure WHS Risk Management (Hazard 

Identification and Risk Control). 

3.3.2 Workplace and New Premise Inspections 

Workplace and new premise inspections are an important part of the WHS Risk Management 

framework. Conducting new premise pre-occupation inspections and routine workplace inspections 

can assist in identifying hazards including environmental hazards that have the potential to cause 

or contribute to an injury in the workplace.  Refer to the Network’s procedure WHS Risk 

Management (Hazard Identification and Risk Control). 

 

3.3.3 Legislation Updates 

The WHS Coordinator will receive updates to legal and other documents through emails from Safe 

Work NSW, Safe Work Australia, and notification from the Ministry of Health. Workers can access 

WHS information through the SafeWork NSW website.   

3.3.4 Safe work practices 

Safe work practices (SWP) are written instructions that detail how a particular task or piece of 

equipment is to be completed and/or used in a safe manner. A SWP should be developed in 

consultation with workers for tasks and equipment where there is a risk to health and safety.  Refer 

to the Network’s procedure WHS Risk Management (Hazard Identification and Risk Control). 

3.4. WHS Issue Resolution 

When any worker identifies a health and safety issue, problem, or risk in the workplace, immediate 

action must be taken. All issues must be reported immediately to his/her manager.  

Once notified the manager must take appropriate steps to investigate and resolve the issue within 

a reasonable timeframe. If the matter cannot be resolved, the manager must escalate the issue to 

http://intranetjh/pol/policylib/2.155_Policy_1019.pdf
http://intranetjh/pol/policylib/5.115_Policy_1212.pdf
http://intranetjh/pol/policylib/5.115_Policy_1212.pdf
http://intranetjh/pol/policylib/5.115_Policy_1212.pdf
http://intranetjh/pol/policylib/5.115_Policy_1212.pdf
https://www.safework.nsw.gov.au/
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the local HSC or HSR or senior manager. The resolution must be documented and the worker 

notified of any outcome. 

Refer to the WHS Consultation and Communications procedure for detail information. 

3.5. Reporting Injuries, Incidents and Near Misses 

All workers must report all injuries, incidents and near misses so that they may be analysed and 

the risks of a repeat event mitigated. Refer to the Network’s policy 2.030 Incident Management. 

3.5.1 Injury that Results in Lost Time or Medical Expenses 

If an injury results in a worker having lost time or medical expenses, PD2013_006 Injury 

Management and Return to Work including the Network’s policy 3.170 Workers Compensation and 

Injury Management must be followed. 

3.5.2 Notifiable Incidents to SafeWork NSW  

A notifiable incident which must be reported to SafeWork NSW includes: 

 The death of a person; 

 A serious injury or illness; or 

 A dangerous incident. 

A serious injury or illness will require or includes: 

 Immediate treatment in hospital as an inpatient (has been admitted to hospital and requires a 

stay); 

 Immediate treatment for: 

o the amputation of any part of a person’s body, or 

o a serious head injury, or 

o a serious eye injury, or 

o a serious burn, or 

o the separation of a person’s skin from an underlying tissue (such as de-gloving or 

scalping), or 

o a spinal injury, or 

o the loss of a bodily function, or 

o serious lacerations; 

 Medical treatment within 48 hours of exposure to a substance, (assessment and testing is 

not considered medical treatment), also referring to the Safe Work Fact Sheet for 

Occupational Exposures (available on SafeWork NSW website); 

 Any infection to which the carrying out of work is a significant contributing factor, including 

any infection that is reliably attributable to carrying out work: 

o with micro-organisms, or 

o that involves providing treatment or care to a person, or 

o that involves contact with human blood or body substances, or 

http://intranetjh/pol/policylib/2.030_Policy_1215.pdf
https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/PD2013_006.pdf
http://intranetjh/pol/policylib/3.170_Policy_0314.pdf
http://www.safework.nsw.gov.au/media/publications/health-and-safety/when-to-notify-blood,-body-fluid-and-needlestick-exposure-incidents/_nocache
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o that involves handling or contact with animals, animal hides, skins, wool or hair, animal 

carcasses or animal waste products. 

A dangerous incident is an incident in relation to a workplace that exposes a worker or any other 

person to a serious risk to a person’s health or safety emanating from an immediate or imminent 

exposure to: 

 An uncontrolled escape, spillage or leakage of a substance; 

 An uncontrolled implosion, explosion or fire; 

 An uncontrolled escape of gas or steam; 

 An uncontrolled escape of a pressurised substance; 

 Electric shock; 

 The fall or release from a height of any plant, substance or thing; 

 The collapse, overturning, failure or malfunction of, or damage to, any plant that is required 

to be authorised for use in accordance with the regulations; or 

 The collapse or partial collapse of a structure. 

Examples of these incidents are provided within Safe Work Australia's Incident Notification – 

Information Sheet.  

During business hours Monday to Friday the Senior Manager on duty is to be notified, who will 

contact the WHS Coordinator on (02) 9700 3008, the Injury Management Coordinator on (02) 9700 

3046, or the Director Workforce on (02) 9700 3044 who will notify SafeWork NSW immediately on 

13 10 50.  

If a notifiable incident occurs after hours in all other areas, the Network’s after hours appointed 

Manager must immediately be contacted on (02) 9311 2707 and then the Executive on call must 

be notified. The After Hours Nurse Manager (AHNM) for the respective workplace will then notify 

SafeWork NSW on 13 10 50 and email the WHS Coordinator. 

Information to Provide to SafeWork NSW  

When reporting the notifiable incident to the positions above, be prepared to provide the 

information below. If any of the information is unknown or unavailable at the time of reporting, do 

not delay notifications. The remainder of the ‘core’ information listed below can be provided to 

SafeWork NSW at a later time. 

 The type of notifiable incident – death, or serious injury or illness, or dangerous incident. 

 The incident address, date and time. 

 Details that describe the specific location of the incident – section of the warehouse or the 

particular piece of equipment that the incident involved – to assist instructions about site 

disturbance. 

 A description of the incident. 

 The injured person’s name, salutation, date of birth, address and contact number. 

 The injured person’s occupation. 

 The relationship of the injured person to the entity notifying. 

 A description of injury/illness – nature of injury. 

https://www.safeworkaustralia.gov.au/system/files/documents/1702/incident-notification-fact-sheet-2015.pdf
https://www.safeworkaustralia.gov.au/system/files/documents/1702/incident-notification-fact-sheet-2015.pdf


 

 Work Health and Safety 

 

 
Policy: 5.110 Issue Date: Draft  Page 9 of 15 

 The initial treatment of injury/illness – noting provisions of the WHS Act that identify that a 

serious injury or illness requires ‘immediate treatment as an in-patient in a hospital’ or 

‘immediate treatment for serious injury/illness’ or ‘medical treatment within 48 hours of 

exposure to a substance.’ 

 Where the patient has been taken for treatment (if applicable). 

 The PCBU’s legal and trading name (Justice Health and Forensic Mental Health Network). 

 The PCBU’s business address (1300 Anzac Parade Malabar 2036), ABN 70 194 595 506 

and contact details (including phone number 9700 3000 and email address JHFMHN-

JHACReception@health.nsw.gov.au. 

 Action taken/intended, if any, to prevent recurrence of incident. 

 The notifier’s name, salutation, contact phone number and position at workplace. 

 The name, phone number and position of person to contact for further information (if different 

from above).  

3.5.3 Preserve the site 

Ensure that the site has not been disturbed, until advised by a SafeWork NSW Inspector this may 

be given in person or via a telephone call. The incident scene can only be disturbed to assist an 

injured person, to remove a deceased person, make the site safe, or to assist with a police 

investigation. 

3.5.4 Keeping of Records 

Section 38 (7) of the WHS Act 2011 requires the PCBU to keep records of the notifiable incident 

for at least indefinitely from the date of notification to SafeWork NSW. This can be done by 

ensuring all records of the incident are captured in the appropriate container in the HPRM (eg 

TRIM). 

3.6. SafeWork NSW 

3.6.1  SafeWork NSW Inspections and Investigations 

All managers and workers must cooperate with any authorised Safe Work NSW Inspector when a 

workplace inspection or investigation is proposed or takes place. The WHS Act 2011 Part 8: The 

Regulator outlines the functions and powers of inspectors which includes but is not limited to: 

 Inspect, examine and make enquires at the workplace; 

 Inspect and examine anything (including a document); 

 Request documents and answers to questions; 

 Copy and retain documents;  

 Seize evidence including CCTV footage; 

 Bring to the workplace and use any equipment or materials that may be required 

 Take measurements, conduct tests and make sketches or recordings (including 

photographs, films, audio, video, digital or other recordings); 

 Take and remove for analysis a sample of any substance or thing without paying for it; 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+10+2011+cd+0+N
https://www.legislation.nsw.gov.au/#/view/act/2011/10/part8
https://www.legislation.nsw.gov.au/#/view/act/2011/10/part8


 

 Work Health and Safety 

 

 
Policy: 5.110 Issue Date: Draft  Page 10 of 15 

 Require a person at the workplace to give the inspector reasonable help to exercise the 

inspector’s powers; and 

 Exercise any compliance power or other power that is reasonably necessary to be 

exercised by the inspector for the purposes of the Act. 

When a SafeWork NSW Inspector arrives without notification the following should occur: 

 The SafeWork NSW Inspector must provide appropriate identification to the relevant 

managers; 

 If prior notice has been given of an impending visit, notify the relevant Executive Director, 

senior management and the WHS Coordinator immediately. If possible, the WHS 

Coordinator will arrange to be in attendance; 

 If no warning has been given of the visit, introduce the SafeWork NSW Inspector to the most 

senior manager available at that time; 

 The senior manager should provide a contact person (local workplace manager and/or HSR 

(if there has been one elected for the particular workgroup). This person may be required to: 

o Accompany the Inspector during the inspection, 

o Introduce the Inspector to workers, 

o Be the initial telephone contact for the Inspector, 

o Organise and coordinate any reasonable request from the Inspector, 

o Take receipt of any Improvement Notice or Prohibition Notice on behalf of the Network 

(notice is to be addressed to the Chief Executive),  

o Witness any infringement notice being served upon an individual worker, 

o Ask for copies of supplementary reports that the Inspector writes about the inspection. 

An Inspector may wish to interview and/or take a formal statement from any worker in relation to 

the incident and investigation. Workers should be made aware of the following: 

 They must comply with the Inspector’s request to give a formal statement; 

 They may have a witness or support person present at the interview; 

 They may have the interview deferred for a short period of time if the Inspector agrees. This 

would be for the purpose of obtaining a witness, interpreter or seeking advice from a 

union/association; 

 They must ask the Inspector for a copy of their statement and receive it at the conclusion of 

the interview. 

The designated contact person must advise his/her Director and the WHS Coordinator of the 

inspection and the outcome as soon as possible. 

3.6.2 SafeWork NSW Notices 

Following an inspection or investigation by a SafeWork NSW Inspector, a notice may be issued, in 

accordance with the WHS Act 2011 Part 10 Division 1 Improvement Notices. On receipt of a 

notice, the manager must inform their Executive Director and a plan of action must be arranged to 

ensure the notice is complied with within the specified timeframe. 

https://www.legislation.nsw.gov.au/#/view/act/2011/10/part10/div1
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The manager must also contact the Director Workforce and the WHS Coordinator, as soon as 

possible when a notice is issued. A copy of the notice must be forwarded to the Director Workforce 

and to the WHS Coordinator. 

3.7. Equipment 

3.7.1 Purchasing New Plant and Equipment 

The Network generally source equipment from suppliers under contract by NSW Government 

Procurement, Department of Finance and Services, or suppliers under the local contracts 

established by using the HSS Business and Procurement Services (the central point for goods and 

services tendering and contracting). Risk Management factors should be taken into account when 

obtaining external goods and services. 

Refer to Network policies 5.123 Safe Introduction of New Interventional Procedures and 

Medications into Clinical Practice, 5.070 Infection Prevention and Control and the WHS Risk 

Management – Hazard Identification, Risk Assessment and Control procedure for detailed 

information, in particular with regard to faulty equipment, the management of noise and asbestos, 

biological and infectious diseases exposure and confined spaces. 

3.8. Emergency Procedures 

An emergency is any event, which arises internally or from external sources that may adversely 

affect the safety of people in a building or the community generally and calls for an immediate 

response by the occupants. Such an emergency can arise from a number of causes, such as fire, 

leakage of gas or toxic fumes, bomb threat or natural disasters. 

Emergency procedures are designed to ensure the safety of people in buildings during 

emergencies by coordinating and controlling building evacuations until the appropriate emergency 

services arrive and will vary to suit specific needs in various workplaces. 

Workers located either in a Correctional Centre (CC) or a Youth Justice Correctional Centre 

(YJCC) must comply with CSNSW and YJ NSW emergency procedures. Managers must ensure 

workers are aware of these procedures and are conversant with their responsibilities and roles.   

Workers in the Forensic Hospital must comply with NSW Health PD2010_024 Fire Safety in Health 

Care Facilities, policy 5.017 Management of Emergencies – Forensic Hospital as well the Forensic 

Hospital procedure Fire Emergencies – Management and other local procedures. 

In all other areas, including courts or commercial buildings, managers must ensure workers are 

aware of the local procedures in place. This includes ensuring workers are orientated to exits, fire 

equipment, assembly points, participate in drills and know who to call in the event of an 

emergency. 

Staff are not to put themselves or others in danger in order to apply first aid to a patient. All 

workers must also follow directions given by the Incident Controller even from an external agency. 

3.8.1 Training 

 All new workers must attend the fire training session at orientation.  

 Workers working in health centres and the Long Bay Hospital must attend annual fire training 

conducted by a trained fire safety officer. Managers are required to discuss the provision of 

fire training with their local CSNSW/YJ General Managers and report any difficulties to their 

manager. 

http://intranetjh/pol/policylib/5.123_Policy_0915.pdf
http://intranetjh/pol/policylib/5.070_Policy_0219.pdf
https://www1.health.nsw.gov.au/PDS/pages/doc.aspx?dn=PD2010_024l
http://intranetjh/pol/policylib/5.017_Policy_0519.pdf
http://intranetjh/Procedures_Manuals/Fire%20Emergencies%20Management.pdf
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 Workers in the Forensic Hospital must have annual fire training conducted by a trained fire 

safety officer. 

 In other locations, including courts and commercial buildings, workers must attend fire and 

emergency evacuation training provided by the facility and participate in evacuation drills. If 

training is not conducted in these areas, managers must ensure workers are aware of the 

emergency procedures for the workplace on an annual basis. This includes locations of exits, 

fire equipment, evacuation procedures and assembly points. 

 Managers must maintain a record of workers attendance at annual fire training and capture 

these records in Learning Management System (LMS). 

 My Health Learning outlines the mandatory training requirements for staff. 

3.9. Documentation 

The manager of the workplace is responsible for the management of all WHS forms which must be 

retained in the workplace in accordance with General Retention and Disposal Authority 28 Section 

14 Work Health and Safety.  Some WHS documentation is required to be kept for specific time 

period’s which is specified in the WHS Legislation, Australian Standards and Codes of Practices.  

4. Performance/Audit Criteria 

The WHS Policy must be audited in accordance with the requirements of PD2016_17 Work Health 

and Safety Audits and reviewed in accordance with policy 2.135 Network Policy Framework and 

Procedures.  This procedure must be reviewed every three (3) years as a minimum. 

5. Work Health & Safety Related Procedures 

The following procedures must be read in conjunction with this policy: 

 Control of Hazardous Chemicals Procedures 

 Hazardous Manual Tasks Procedures 

 Risk Management – Hazard Identification, Risk Assessment and Control Procedures 

 Fatigue Management Procedures 

 Work Health and Safety Consultation and Communication Procedures 

6. Definitions 

Hazard  

A situation which presents the potential for an incident, accident or near miss.  A hazard can be 

considered as anything that has the potential to cause harm to people, equipment, structures 

and/or the environment.  Hazards in the workplace may include but are not limited to:  violence, 

hazardous chemicals, electricity, working at heights (ladders etc.) or manual handling (moving 

patients etc.) 

HPRM 

HP Records Manager i.e. TRIM 

https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/PD2016_017.pdf
http://intranetjh/pol/policylib/2.135_Policy_0718.pdf
http://intranetjh/Procedures_Manuals/WHS%20Control%20of%20Hazardous%20Chemicals%20Procedure.pdf
http://intranetjh/Procedures_Manuals/WHS%20Hazardous%20Manual%20Tasks%20Procedure.pdf
http://intranetjh/Procedures_Manuals/WHS%20Risk%20Management%20-%20Hazard%20Identification%20and%20Risk%20Assessment%20Control%20Procedure.pdf
http://intranetjh/Procedures_Manuals/WHS%20Fatigue%20Management%20Procedure.pdf
http://intranetjh/Procedures_Manuals/WHS%20Consultation%20and%20Communication%20Procedure.pdf
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Incident 

Any unforeseen event which results in, or could have resulted in, injury, ill health, damage or other 

loss. 

Officers (Duty of Officers – WHS Act 2011) 

An officer is a person who has significant decision making abilities and financial control over a 

Person Conducting a Business or Undertaking (PCBU) or a substantial part of a PCBU. 

Person Conducting Business or Undertaking (PCBU) 

A 'person conducting a business or undertaking' (PCBU - a term that includes employers) may be 

an individual person or an organisation conducting a business or undertaking. 

Reasonably Practicable 

Is a legal requirement for employers under health and safety legislation.  Employers and 

businesses (and other PCBUs) always need to try to eliminate, so far as is 

reasonable and practicable, any health and safety risks in the workplace. 

Risk 

The possibility that harm (death, injury or illness) might occur when exposed to a hazard. 

Risk Assessment 

The process of determining the severity of a hazard and the likelihood of it occasioning harm. 

Risk Control 

Taking action to eliminate health and safety risks so far as is reasonably practicable, and if that is 

not possible, minimising the risks so far as is reasonably practicable.  Eliminating a hazard will also 

eliminate any risks associated with that hazard. 

Risk Management  

The process of identifying hazards, assessing risks and eliminating or controlling risks in the 

workplace. 

Safe Work Practice 

A safe work practice (SWP) is a specific statement for performing a procedure or task at work. The 

complexity and detail of the SWP reflects the procedure or task and the associated degree of risk 

and the potential severity of illness/injury. 

Serious Injury or Illness 

Under the WHS Act 2011, Part 3, Section 36, a serious injury or illness requires the worker to 

have: 

 Immediate treatment as an in-patient in a hospital, or 

 Immediate treatment for: The amputation of any part of the body, serious head, eye or burn 

injury, separation of skin from an underlying tissue, spinal injury, loss of a bodily function’ or 

serious lacerations. 

 Medical treatment within 48 hours of exposure to a substance. 

Worker   

This term 'worker' includes any person who works as an: 

https://www.legislation.nsw.gov.au/#/view/act/2011/10/part3/sec36
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 Employee  

 Trainee  

 Volunteer  

 Outworker  

 Apprentice  

 Work experience student  

 Contractor or sub-contractor  

 Employees of a contractor or sub-contractor  

 Employee of a labour hire company assigned to work for a PCBU. 

Workplace 

Anywhere that people work, including land, buildings, vehicles, or other moveable structures. 

Work Health Safety Management System 

A workplace health and safety management system (WHSMS) can be thought of as a particular, 

organisational wide approach, instituted by a person conducting a business or undertaking 

(PCBU), in order to minimise the risk of injury and illness arising from the conduct of their 

undertaking. 

7. Legislation and Related Documents 

Legislations Work Health and Safety Regulation 2017  

Workers Compensation Act 1987  

Workplace Injury Management and Workers Compensation Act 1998 

Work Health and Safety Act 2011 

Health Records and Information Privacy Act 2002 

The Network Policies and 

Procedures 

2.155 Enterprise Wide Risk Management 

2.030 Incident Management 

5.017 Management of Emergencies – Forensic Hospital 

Safe Work Practices (SWP)/ Safety Rules (SR) Intranet Page Register 

WHS Procedure – Hazardous Manual Tasks 

WHS Procedure – Control of Hazardous Chemicals 

The Network Forms Emp250 Work Health and Safety Risk Register 

Emp136 WHS Workplace Inspection Checklist 

Workplace Risk Assessment Template 

NSW Health Policy 

Directives, and Guidelines 

PD2018-013 Work Health and Safety: Better Practice Procedures 

https://www.legislation.nsw.gov.au/#/view/regulation/2017/404
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+70+1987+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+86+1998+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+10+2011+cd+0+N
http://www.legislation.nsw.gov.au/viewtop/inforce/act+71+2002+cd+0+N/?autoquery=(Content%3D((%22Independent%20Commission%20Against%20Corruption%20%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Exact%20Phrase%3D%22%3Cspan%20class%3D%22dq%22%3EIndependent%20Commission%20Against%20Corruption%3C%2Fspan%3E%22,%20Search%20In%3D%22%3Cspan%20class%3D%22dq%22%3EText%3C%2Fspan%3E%22&fullquery=(((%22Independent%20Commission%20Against%20Corruption%20%22)))
http://intranetjh/pol/policylib/2.155_Policy_0416.pdf
http://intranetjh/pol/policylib/2.030_Policy_1215.pdf
http://intranetjh/pol/policylib/5.017_Policy_0519.pdf
http://intranetjh/search/Pages/results.aspx?k=safe%20patient%20handling&start1=11
http://intranetjh/forms/Emp_Srv/EMP250.docx
http://intranetjh/forms/Emp_Srv/EMP136.docx
http://intranetjh/Pages/OHS.aspx?RootFolder=%2FDocuments%2FOHS&FolderCTID=0x01200020B572B474316F44BD4CB1928B28FEB6&View=%7b245DC9F4-C590-4F7D-AE30-21A426B28E37%7d&InitialTabId=Ribbon%2EEditingTools%2ECPEditTab&VisibilityContext=WSSTabPersistence
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2018_013
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PD2010_024 Fire Safety in Health Care Facilities 

External Agencies SafeWork NSW Code of Practice: Work Health and Safety 

Consultation, Co-operation and Co-ordination 

SafeWork NSW  Code of Practice: How to manage work health and 

safety risks 

Safe Work Australia Incident Notification – Information Sheet.  

 

https://www1.health.nsw.gov.au/PDS/pages/doc.aspx?dn=PD2010_024
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0013/50071/Work-health-and-safety-consultation-cooperation-and-coodination-Code-of-Practice.pdf
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0013/50071/Work-health-and-safety-consultation-cooperation-and-coodination-Code-of-Practice.pdf
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0012/50070/How-to-manage-work-health-and-safety-risks-Code-of-Practice.pdf
https://www.safework.nsw.gov.au/__data/assets/pdf_file/0012/50070/How-to-manage-work-health-and-safety-risks-Code-of-Practice.pdf
https://www.safeworkaustralia.gov.au/system/files/documents/1702/incident-notification-fact-sheet-2015.pdf
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