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POLICY
It is the policy of Body Corporate X and management to provide an environment that protects the safety and health of our residents, visitors and contractors.

Body Corporate X and management aim to ensure the safety of all residents, visitors, employees and contractors, however, all persons carrying out activities or tasks are responsible for the working conditions under their control. 
They must make every reasonable effort to ensure that:

· accidents are prevented 

· employees, residents and visitors are protected from injury 

· health is preserved and promoted 

· hazards are removed or controlled 

· persons work as a team to achieve our aim of a safe and healthy environment. 

We encourage the cooperation and involvement of all persons in the ongoing development and implementation of our health and safety program.

PROCEDURES
Approval of Work Activities
· All workers engaged to carry out work activities at the premises must have an approved work order

· Owners engaging contractors directly to carry out works must notify the body corporate and management in writing 
· Owners engaging contractors to carry out work activities on external structures such as balconies will require prior approval in accordance to the Body Corporate By-laws
Applying these basic procedures will ensure the health and safety of all persons accessing the premises.
Job Safety Analysis
· A full job analysis must be conducted by the contractor or employee before carrying out an activity. A Job Safety Analysis may be conducted using any of the following 3 methods: Direct observation, group discussion or by recall and check. Jobs that require a job safety analysis are:
· Jobs with a history of many accidents; 
· newly established jobs; 
· jobs that produce serious injuries; and 
· jobs where the potential for serious injury or death is high. 
Please refer to our templates sections for a copy of Job Safety Analysis sheet
Annual Compliance Work Health and Safety Reporting
The Body Corporate XXX engages a suitably qualified Work Health and Safety Consultant to conduct inspections of the common property and to report on any hazards requiring the attention of the Body Corporate and Management. The Body Corporate and Management endeavors to eliminate any known risks and hazards in a timely manner.
Duty of Care

A duty of care is the obligation of all participants conducting a business or undertaking to ensure the health and safety of all persons in the workplace.
Contractors and Employees Duty of Care

A contractor has a duty of care for the health and safety of people who are at their place of work and may be affected by their acts or omissions. This includes a duty of care to:

· themselves

· work colleagues
· the public

· visitors to the property
All contractors and employees must abide by the following obligations:

· comply with the instructions given by management and the committee
· use Personal Protective Equipment (PPE) when carrying tasks that may cause risk
· use equipment for its intended purpose, do not interfere with, or misuse, equipment

· do not willfully injure himself/herself

· work safely and be responsible for their own acts or omissions

· take reasonable care of the health and safety of themselves and others at their workplace
Management Duty of Care
· provide and maintain an environment that is safe and without risk to health

· make the OH&S manual available to all employees and contractors
· keep a register of all accidents

· report any serious accidents to the correct authorities
Evacuation of the Premises

In the case of a fire/gas leak or any other such emergency, the premises are to be evacuated immediately.

In a controlled and orderly fashion, you are required to evacuate to the predetermined assembly area. You are to remain there until advised otherwise by the relevant authorities.
· Walk quietly but quickly to the nearest exit and proceed to the assembly point outside the building to await further instructions. 

· Listen and follow instructions from the fire wardens.
· in order to prevent injury and possible panic during evacuation it is important to do the following: 

· do not run, push, or overtake

· use stairs - do not use lifts

· do not return to your area of work 

· do not return to the building until the fire warden or fire service gives the 'all clear'
First Aid
Body Corporate X and Management ensures:
· provision for the use of first aid equipment

· any worker on the premises will have access to first aid equipment

· persons conducting a business are adequately trained to adminster first aid
· All equipment is periodically checked and replaced as required
In particular Body Corporate X and Management has regard to

· the nature of the work being carried out at the workplace

· the nature of the hazards at the workplace

· the size and location of the workplace

· the number and composition of the workers and other persons at the workplace.

Accidents and Injuries
If an accident is sustained on the property site

If you are injured while at our facility and need assistance contact management or your Employer. If you require medical attention, you must advise the Manager before leaving the premises. If you have an accident whilst at the facility (whether you are injured or not), immediately complete an incident report form. Body Corporate X and Management are committed to maintaining the safety of any ill or injured persons as a result of carrying out work on the property site. Body Corporate X and Management will make every effort to provide a safe working environment.

Reporting Procedure
For legislative requirements and insurance purposes, all accidents and safety incidents must be reported via an incident report form. This may be required in the case of a legal issue resulting from the incident, or an insurance claim.

All incident report forms should be submitted immediately to the committee and/or management. They will be kept on file for up to five years for insurance and legal purposes. In addition to reports compiled as a result of injuries, general monthly reporting on Health and Safety issues will be included in management reports.
General House Keeping
· Work procedures to be carried out in a safe and tidy manner. 
· Ensure that work areas are kept clear of excessive rubbish. Ensure rubbish is disposed of in an appropriate manner

· Never leave tools and equipment in areas easily accessible  to young children
Personal Protective Equipment (PPE)
· Ensure that the appropriate personal protective equipment is used for the relevant task that is being carried out.
· Ensure that hard hats or helmets are used where appropriate and required.

· Ensure that protective eye, foot and ear wear are used where appropriate and required.

· Ensure that PPE is regularly checked and maintained to maintain an appropriate level of safety.

· Where there is a danger of flying particles or corrosive materials, employees must wear protective goggles and/or face shields.

· Employees and Contractors are required to wear safety glasses at all times in areas where there is a risk of eye injuries such as punctures, contusions or burns.
· Employees and Contractors who need corrective lenses are required to wear only approved safety glasses, protective goggles, or other medically approved precautionary procedures when working in areas with harmful exposures, or risk of eye injury.  
· Employees and Contractors are required to wear protective gloves, aprons, shields and other means provided in areas where they may be subject to cuts, corrosive liquids and/or harmful chemicals.  
· Hard hats must be worn in areas subject to falling objects, and at all times while at construction sites.  
· Appropriate footwear including steel toed shoes must be worn in an area where there is any risk of foot injuries from hot, corrosive, poisonous substances, falling objects, crushing or penetrating action.  
· Where necessary Employees and Contractors must use the approved respirators which are provided for regular and emergency use.  

Hedge Cutting

· Ensure that Personal Protective Equipment is worn at all times.
· Conduct all pre checks to ensure equipment is working safely and correctly.
· Demarcate or zone the areas where work is being carried out. Example: Witches Hats.

· Ensure that the operator is competent to use the equipment.

· Ensure that all safe work procedures are followed at all times.

· Regularly maintain equipment and check for faults

· Ensure safe storage of plant upon completion of activities

Equipment and Plant
· Where required under legislation, hold current registration certificates for registerable plant. E.g. lifts

· Always follow manufacturers guidelines

· Conduct routine maintenance and checks
· Follow pre start up procedures at all time

Chemicals and Hazardous substances 
· Ensure that manufacturer’s guidelines are followed.
· Ensure that all chemicals are stored and labeled appropriately. 

· Ensure that Material Safety Data Sheets are kept on the property site for chemicals that are being used.

· In any workplace which utilizes chemical substances, a training program on the handling, hazards, storage, exposure risks, symptoms of chemical exposure, and first aid for the specific substances needs to be part of any new employees training.  

· Contractors and Employees should learn acceptable levels of chemical exposure, proper storage and labeling of chemicals, and usage of protective clothing and equipment for handling chemicals.  They should also learn about potential fire and toxicity hazards, when not to have a chemical in a confined area, or to store in closed containers, usage of eye wash fountains and safety showers, and the necessary posting of open, and dangerous areas.  It is important that an employees and contractors recognize the Threshold Limit Values or Permissible Exposure Limits of airborne contaminants and physical agents in the workplace.  

· First Aid training and equipment will be routine in any facility where chemicals are used.  Employees and Contractors must know how to handle equipment in emergency situations, what equipment needs to be used and whether the equipment is adequate for the situation.  

· Respirators may be used either as protective safety equipment or for emergency usage.  Therefore, the employee should recognize that respirators need to be stored in a clean, sanitary and convenient location and inspected on a regular basis.  

· Ventilation is another major factor in the design of any facility.  Whether by natural means or mechanical, the system must be designed to control dust, fumes, solvents, gases, smoke or vapors which may be generated in the workplace.  

Chemical Spraying Operations

· In any spraying operation there should be adequate ventilation before starting any spraying job.  As to the conditions of the area where the spray job is to be done, consideration should be taken before beginning work.  If the area is enclosed, does it require mechanical ventilation?  Before working, make sure that the area is free of combustible materials.  If mechanical ventilation is provided when spraying in enclosed areas, air should not be re-circulated so as to avoid contamination.  There should be adequate space and ventilation for all drying areas.  

· Also in an enclosed area, spray operations must be at least 6.1 metres from flames sparks, operating electrical motors and other ignition sources.  The spray area should be free of any hot surfaces.  Any solvent used in the cleaning process should not have a flash point of 100 degrees or less.  If portable lamps are used to illuminate the spray areas they must be approved for the location and must be suitable for use in a hazardous area.  

· Approved respiratory equipment must be used and must be during spraying operations.  If a sprinkler system is within the confines of the spraying area operation, it should be in working order and tested in accordance to Australian standard 1851.  
Manual Handling Activities
· Good manual handling techniques will reduce injuries.

· Applying good technique when using bending or fitting actions will reduce risk.

· Maintaining a good posture during the activity will reduce risk of injury.

· When lifting awkward or heavy items, use mechanical aids to assist with the weight of the lift.
Electrical

· Ensure that all electrical portable equipment meets current Australian Standards.

· Ensure that all electrical equipment is connected Residual current devices.

· Ensure that electrical leads or cords are isolated when being used in areas of high traffic.
· Ensure that domestic products such as piggy back adapters are not used for commercial purposes

· Ensure that portable electrical equipment has been tested and tagged in accordance to Australian Standards.

· Ensure that Electrical installations are completed in accordance to relevant Australian Standards

· Ensure that electrical leads, cables or cords are kept free of wet areas such as puddles of water.

Electricians must be aware of the following:  

· Exposed wiring and cords with frayed or deteriorated insulation must be repaired or replaced.  

· Flexible cords and cables must be free of splices or taps.  

· Clamps or other securing means must be provided on flexible cords or cables at plugs, receptacles, tools, equipment.  The cord jacket must be held securely in place.  

· All cord, cable and raceway connections must be intact and secure.  
· In wet or damp locations, electrical tools and equipment must be appropriate for the use or location, or otherwise protected.  
· The location of electrical power lines and cables (overhead, underground, under floor, other side of walls) must be determined before digging, drilling or similar work is begun.  
· All metal measuring tapes, ropes, hand lines or similar devices with metallic thread woven into the fabric are prohibited for use where they could come in contact with energized parts of equipment or circuit conductors.  
· The use of metal ladders is prohibited in areas where the ladder or the person using the ladder could come in contact with energized parts of equipment, fixtures or conductors.  
· All disconnecting switches and circuit breakers must be labeled to indicate their use or equipment served.  
· A means for disconnecting equipment must always be opened before fuses are replaced.  
· All interior wiring systems must include provisions for grounding metal parts or electrical raceways, equipment and enclosures.  
· All electrical raceways and enclosures must be fastened securely in place.  
· All energized parts of electrical circuits and equipment must be guarded against accidental contact by approved cabinets or enclosures. 
·  Sufficient access and working space will be provided and maintained around all electrical equipment to permit ready and safe operations and maintenance.  
· All unused openings (including conduit knockouts) in electrical enclosures and fittings must be closed with appropriate covers, plugs or plates.  
· Electrical enclosures such as switches, receptacles, and junction boxes must be provided with tight-fitting covers or plates.  

Confined Spaces
· Before entry into a confined space, all impellers, agitators, or other moving equipment contained in the confined space must be locked-out.  Ventilation must be either natural or mechanically provided into the confined space.  All hazardous or corrosive substances that contain inert, toxic, flammable or corrosive materials must be valved off, blanked, disconnected and separated.  Atmospheric tests should be performed to check for oxygen content, toxicity and explosive concentration.  Atmospheric tests must be performed on a regular basis in a confined area where entry is required.  The area must also be checked for decaying vegetation or animal matter that could produce methane.  Adequate lighting must be provided within the space.  If the confined area is located below the ground or near where motor vehicles are operating, care must be taken that vehicle exhaust or carbon monoxide does not enter the space.  

· When contractors enter a confined area, never do so without having a standby a person. This person should be trained to assist in handling lifelines, respiratory equipment, CPR, first aid, and be able to employ rescue equipment that will remove the individual from the confined area.  Standby personnel should be in teams of two during such an operation or else within the vicinity if working separately.  There must also be an effective communication system utilized while the operation is occurring.  

· When equipment which utilizes oxygen, such as salamanders, torches or furnaces, are used in a confined space, adequate ventilation must be provided to guarantee oxygen content and combustion for the equipment.  When this equipment is used, adequate measures must be taken to assure that exhaust gases are vented outside the enclosure.  When gas welding or burning is used, hoses must be checked for leaks.  Compressed bottled gas must be outside the area and torches must be lit outside the area also.  The atmosphere must be tested each time before lighting a torch.  
Working at Heights

· Ensure that ladders used are of an industrial standard and comply with relevant standards.
· Ensure that ladders are secured to the ground or an apparatus if the works may cause the ladder to become unstable.
· At no point may domestic style ladders be used.
· Ensure that ladders used are of an industrial standard and comply with relevant
· Ensure that ladders are secured to the ground or an apparatus if the works may cause the ladder to become unstable.
· At no point may domestic style ladders be used.
· Except where a pole strap (or similar device providing the user with full body support) is used, any person using a ladder should not: face away from the ladder when going up or down or when working from it.
· Stand on a rung closer than 900mm from the top of a single or extension ladder.
· Stand higher than the second tread below the top plate of any stepladder.
· Where possible, ladders being used for access need to be set up at right angles to the working surface to allow workers to step off the ladder rather than having to step around or over the ladder. 
· Ensure that trestles are erected in accordance to the relevant Australian Standards.
· Ensure that all platforms are erected providing a flat horizontal surface and where required are stepped rather than sloped.
· Ensure that platforms are erected from a solid base.
· Ensure that platforms are in good condition and maintained regularly.
· Ensure that scaffolds are erected in accordance to the supply instructions.
Licenses

In addition to other requirements by law, Body Corporate X and management maintain a copy of all necessary licenses and public liability insurance documentation.
Driving on the property
· Drive safely.  
· If vehicles are used to gain access around the facility, seat belts must be worn at all times.  
· Vehicles must be locked when unattended to avoid criminal misconduct.  
· Do not exceed the speed limit.  
· Vehicles must be parked in legal spaces and must not obstruct traffic.  
Mowing of Lawns
Person carrying out work at the premises are responsible for using appropriate protective equipment. The following measures wil apply:

· Apply personal protective clothing
· Ensure that PPE equipment is in good working order at all times
· Ensure that plant is in good working order
· Apply recommended safe work procedures e.g start up procedures and use of fuel

· Regularly maintain and check equipment for damage

· Ensure equipment stored safely
Please refer to the Body Corporate By-Laws should you require further information.[image: image1.png]Seymour
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