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[bookmark: _Toc157441952]OCCUPATIONAL HEALTH & SAFETY (OH&S) & SAFE ENVIRONMENT POLICY AND PROCEDURE
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All participants’ safety is a priority for AmeCare to ensure the provision of high-quality supports and services.

AmeCare is committed to providing a safe and healthy environment for all staff, participants, and visitors, in compliance with the Occupational Health and Safety Act 2004 (VIC), Work Health and Safety Act 2011 (Cth), and all relevant regulations and codes of practice. 

This policy sets out standard practices, procedures, and risk control measures to ensure a safe support delivery environment for participants and to meet all OH&S obligations.
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This policy applies to all AmeCare staff, contractors, consultants, volunteers, and participants receiving NDIS services and support, including their families and support networks. 

It covers all service environments, including participant homes (inclusive of household assistance and gardening), Supported Independent Living (SIL) sites, office settings, and community locations. 

The policy also applies to all activities such as cleaning, food storage and service, vehicle use, and group or individual activities conducted by or on behalf of AmeCare. 

All procedures are designed to meet OH&S legislative requirements and organizational policy.
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	Term
	Definition

	Hazard
	Any potential source of harm, damage, or adverse effects that could compromise safety and well-being.

	Health and Safety
	Measures and practices implemented to protect the physical, mental, and emotional well-being of individuals within the organization, in accordance with OH&S legislation

	Infectious diseases
	Means any communicable diseases caused by organisms
such as bacteria, viruses, fungi and parasites.

	Personal Protective Equipment (PPE)
	Anything a staff member or participant uses or wears to keep them healthy and safe.

	Risk Assessment
	The process of identifying, evaluating, and prioritizing potential hazards and associated risks to determine appropriate mitigation strategies.

	Safety Data Sheet (SDS)
	Document providing information on the properties of chemicals, safe handling, and emergency measures.

	Supported Independent Living (SIL)
	Accommodation and support services provided to participants

	Evacuation Map
	A map showing emergency exits and procedures, required by Australian Standards and OH&S compliance codes.

	Occupational Violence
	Any incident where a person is abused, threatened, or assaulted in circumstances arising out of, or in the course of, their work

	Manual Handling
	The use of force to lift, lower, push, pull, carry, or otherwise move, hold, or restrain any person, animal, or object, subject to OH&S training and risk assessment.
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AmeCare is committed to ensuring each participant accesses supports in a safe environment that is appropriate to their needs and compliant with OH&S legislation. 

To achieve this commitment, AmeCare will ensure the following:
· Each participant can easily identify workers who provide supports to them.
· Work is undertaken with each participant, and others, in settings where supports are provided (including their home) to ensure a safe support delivery environment for them.
· Where relevant, work is undertaken with other providers (including health care and allied health providers and providers of other services) to identify and manage risks to participants and to correctly interpret their needs and preferences.
· For each participant requiring support with communication, clear arrangements are in place to assist workers who support them to understand their communication needs and the manner in which they express emerging health concerns.
· To avoid delays in treatments for participants:
· protocols are in place for each participant about how to respond to medical emergencies for them; and
· each worker providing support to them is trained to respond to such emergencies (including how to distinguish between urgent and non-urgent health situations).
· Systems for escalation are established for each participant in urgent health situations.
· Infection prevention and control standard precautions are implemented throughout all settings in which supports are provided to participants.
· Routine environmental cleaning is conducted in settings in which supports are provided to participants (other than in their homes), particularly on frequently touched surfaces.
· Each worker is trained and has refresher training in infection prevention and control standard precautions, including hand hygiene practices, respiratory hygiene and cough etiquette.
· Each worker who provides supports directly to participants is trained, and has refresher training, in the use of PPE.
· PPE is available to each worker and each participant who requires it.

Staff Responsibilities

All staff have a duty of care and legal responsibility to uphold the health, safety, and wellbeing of themselves, participants, colleagues, and visitors. 

Key responsibilities include:
· Compliance:
· Adhere to all OH&S legislation, organizational policies, procedures, and safe work practices at all times.
· Follow instructions, training, and guidance provided by supervisors and management.
· Hazard Identification and Reporting:
· Proactively identify hazards and risks in the workplace and during service delivery.
· Report hazards, incidents, injuries, near misses, and unsafe conditions immediately to a supervisor or line manager.
· Participate in investigations and corrective actions as required.
· Participation in Training:
· Attend and actively participate in all required induction, refresher, and ongoing training sessions, including emergency procedures, infection control, manual handling, and mental health support.
· Use of PPE and Equipment:
· Use personal protective equipment (PPE) and safety equipment as instructed and required for tasks.
· Maintain equipment in safe working order and report faults or damage promptly.
· Emergency Preparedness:
· Be familiar with emergency procedures, evacuation routes, assembly points, and the location of first aid kits and fire extinguishers.
· Participate in emergency drills and respond appropriately during actual emergencies.
· Promoting Psychological Safety:
· Foster a respectful, inclusive, and psychologically safe environment.
· Report and respond to occupational violence, bullying, harassment, or psychological hazards.
· Supporting Participants:
· Ensure the safety, dignity, and wellbeing of participants in all service environments and activities.
· Communicate effectively and respectfully with participants, families, and support networks.
· Vehicle and Travel Safety:
· Operate vehicles safely, maintain appropriate licenses, and follow travel risk assessments and reporting procedures.
· Continuous Improvement:
· Contribute to the ongoing review and improvement of safety practices and policies.

Failure to comply with these responsibilities may result in disciplinary action and/or legal consequences.
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The following procedures are implemented to ensure that AMECAREmeets its policy objective of ensuring a safe environment for all participants while in service provision.

SAFETY PROCEDURES

Systemic Service Site Safety Checks
· Regular safety inspections are conducted at all service sites (participant homes, SIL sites, offices, community settings) as part of OH&S risk management.
· Inspections cover physical hazards, emergency equipment, exits, and compliance with OH&S standards.
· Frequency and responsibility for inspections are documented, and records maintained.

Chemical Use, Storage, and Safety Data Sheets (SDSs)
· All chemicals are stored securely and used in accordance with manufacturer instructions and OH&S legislation.
· Safety Data Sheets (SDSs) are accessible at every site where chemicals are stored or used, including participant homes (for household assistance/gardening), SIL, and offices.
· Staff are trained in safe chemical handling and emergency procedures for spills or exposures.

Cleaning Safe Work Practices and Minimum Standards
· Cleaning in all environments (participant homes, SIL, offices) follows documented safe work practices and minimum standards, in line with OH&S and infection control requirements.
· Staff use appropriate PPE and follow infection prevention protocols.
· Special consideration is given to household help in home cleaning and cleaning in SIL sites, ensuring participant safety and dignity.

Food Storage and Service
· All food is stored, prepared, and served in accordance with food safety and OH\&S standards.
· Fridge and freezer temperatures are checked and recorded regularly in all settings where food is stored or served.
· Staff are trained in safe food handling, and risk assessments are conducted for food-related activities in community and group settings.

Risk Assessment for Community Settings and Activities
· Individual and group activities in community settings require a documented risk assessment prior to commencement, in accordance with OH&S principles.
· Risk assessments consider location, participant needs, transport, supervision, and emergency procedures.

Electrical Appliances
· All electrical appliances used in service environments are tested and tagged in accordance with OH&S legislative requirements.
· Appliances brought by participants into SIL sites are checked for safety before use.
· Faulty equipment is removed from service and reported immediately.

Emergency Planning and Evacuation Maps
· All sites have emergency plans and evacuation maps displayed, in line with the Australian Standard for emergency planning (AS 3745) and the OHS compliance code.
· Staff and participants are familiar with emergency procedures, and regular drills are conducted.

Manual Handling and Related Equipment
· Staff receive training in safe manual handling techniques and the use of related equipment, as required by OH&S law.
· Manual handling risk assessments are conducted for all relevant tasks in homes, SIL, offices, and community settings.

Occupational Violence and Psychological Safety
· The organization is committed to preventing occupational violence and promoting psychological safety, in line with OH&S obligations.
· Staff report any incidents of occupational violence or threats, and support is provided to affected individuals.
· Strategies for prevention, de-escalation, and support are included in staff training.

Vehicle Use
· All vehicles used for service provision are insured and maintained in a roadworthy condition, as part of OH&S risk management.
· Safe travel assessments are conducted for all trips involving participants with identified risk factors relative to safe travel in vehicles.
· Procedures are in place for reporting accidents or participant-caused damage.
· Staff hold appropriate licenses and follow safe driving practices.

First Aid Training and Kits
· Staff hold current first aid qualifications appropriate to their role and the setting (home, office, community, SIL), as required by OH&S law.
· First aid kits are available and maintained at all service sites and during group or individual activities.  
· First aid kits are available in all AmeCare vehicles.
· Procedures for responding to medical emergencies are followed, and incidents reported as per policy.

Staff must undertake all reasonable steps to safeguard participants, themselves and other staff members from any risk to their health and safety during service provision.

The AmeCare Manager or their delegate is responsible for communicating all standard safety procedures to all staff members and ensuring they comply with the safety procedures.


IDENTIFICATION OF WORKERS 

A badge/tag and/or lanyard will be provided to each staff member to assist participants in easily identifying them. Staff must wear the badge/tag or lanyard at all times during service provision.

At the commencement of the service delivery, staff must introduce themselves to the participant and their family/support network.

Facilitated Introduction: 

For each new participant, a supervisor or designated representative will formally introduce the staff member(s) to the participant and their family/support network, either in person or via a virtual meeting. This introduction will be documented and revisited as needed to ensure ongoing familiarity and trust.

If participants cannot identify the worker after the first introduction has happened, staff will keep introducing themselves in every service delivery opportunity.

The Senior Management Team must ensure that participants can identify their front-line staff and that a facilitated introduction process is arranged and recorded for each new participant.

If any staff member loses their badge or tag, they must report it to their supervisor or line manager immediately.


Risk Assessments

A risk assessment is undertaken by staff before delivering the supports and services to participants in their homes or any other setting.

To ensure a safe environment for participants, staff must:
· Determine if the participants’ home or setting is safe during the initial assessment and support planning interviews/meetings.
· Undertake a risk assessment by completing the appropriate risk assessment form at an appropriate frequency (daily, weekly, fortnightly, or monthly), depending on the severity of the identified risks, to inspect the service environment and take necessary actions:
· Use the Home Risk Assessment Form for home-based supports.
· Use the Individual Risk Assessment Form or other relevant formats for service or community-based supports.
· Collaborate and work with each participant, their family/support network and other people in settings where supports are provided to identify and manage risks effectively.
· Work with other providers (including health care and allied health providers and providers of other services) to collaboratively identify and manage risks to participants and to correctly interpret their needs and preferences.
· Remove or avoid any identified hazard in the setting where possible. 
· Identify any environmental risks for the participants and staff outside their homes.

INFECTION PREVENTION AND CONTROL 

All staff are inducted in infection prevention and control standard precautions when they start their employment or engagement with AmeCare, and induction records are maintained in the Staff Profile (in Brevity). 

A refresher training in infection prevention and control standard precautions, including hand hygiene practices, respiratory hygiene, cough etiquette, and the use of PPE, is undertaken annually as per the Staff Training Plan. Annual refresher training includes specific guidance on outbreak response procedures, reporting requirements, and use of PPE during infectious disease outbreaks, in line with OH&S requirements.

Outbreak Management:
In the event of an infectious disease outbreak (e.g., COVID-19, influenza), staff follow outbreak management procedures as outlined in the Emergency and Disaster Management Plan and the COVID-19 Plan. Staff are required to report suspected or confirmed outbreaks, infectious diseases, or exposure incidents immediately to their supervisor or line manager, in accordance with the Incident Management Policy and Procedure. Additional training and guidance are provided as necessary during outbreaks.

Reporting:
Staff report any suspected or confirmed infectious disease, outbreak, or exposure incident immediately to their supervisor or line manager, following protocols outlined in the Incident Management Policy and Procedure.

COVID-19 Plan:
The COVID-19 Plan is a guiding document for outbreak management and infection control and must be followed in conjunction with this policy during relevant situations.

Infection prevention and control use a risk management approach to minimise or prevent the transmission of infectious diseases.

AmeCare is committed to minimising the risk of the spread of infectious diseases in its work environments.

Standard Precautions:
To prevent the spread of infectious diseases, staff must implement standard precautions throughout all settings in which supports are provided to participants. Standard precautions include but are not limited to the following: 

· Routine environmental cleaning is conducted in settings in which supports are provided to participants (other than in their homes), particularly on frequently touched surfaces. 
· Hand hygiene before and after all participant contact and service provision.
· The use of personal protective equipment (PPE), which may include gloves, impermeable gowns, plastic aprons, masks, face shields and eye protection
· The safe use and disposal of sharps, where applicable.
· The use of an aseptic "non-touch" technique for all invasive procedures, including the appropriate use of skin disinfectants.
· Appropriate chemical use and storage.
· Reprocessing of reusable instruments and equipment.
· Waste management.
· Respiratory hygiene and cough etiquette
· Appropriate handling of linen.
· Ensuring participants are familiarised with AmeCare’s infection prevention and control standard precautions.
· Encourage participants to disclose any infectious disease or health issue or raise any concern about their health
· Report incidents related to infection control or infectious diseases in accordance with AmeCare’s Incident Management Policy and Procedure.

For each participant requiring support with communication, the following arrangements are in place to assist staff who support them to understand their communication needs and the manner in which they express emerging health concerns:

· Participant communication needs will be recorded in their support plan.
· Staff are trained on how to monitor the participant’s health or safety and the different ways they can express their health concerns.
· The participants’ emergency contacts and emergency management plans and protocols are recorded in their support plans, which include escalation processes.
· Staff are trained in how to respond to such emergencies (including how to distinguish between urgent and non-urgent health situations).
· Systems for escalation are established for each participant in urgent health situations and recorded in their support plan.

Any staff member with any infectious disease, including the flu and COVID-19, must not attend any settings in which supports are provided to participants and is required to report it to their supervisor or line manager immediately. 

The AmeCare Manager or their delegate is responsible for:
· Training staff in infection prevention and control standards precautions.
· Ensuring standard precautions are being followed by all staff.
· Ensuring PPE is available for each worker, and each participant, who requires it.
· Keeping up to date with Federal and State or Territory health authorities’ and work health and safety guidelines, SOPs and industry best practices and communicating them to front-line staff.
· Providing educational materials about infection prevention and control to staff.


EMERGENCY PROCEDURES

AmeCare is committed to ensuring all staff, participants, and visitors are prepared for emergencies in every service environment, in accordance with the Occupational Health and Safety Act 2004 (VIC), Work Health and Safety Act 2011 (Cth), and Australian Standards for emergency planning (AS 3745).

Emergency procedures must be clearly displayed and accessible in all workplaces, including offices, SIL sites, participant homes, and community service locations.

All staff must be familiar with emergency procedures and participate in regular emergency drills.

Key Emergency Procedures Include:

· Evacuation:
· Follow the displayed evacuation maps and instructions.
· Assist participants and visitors to evacuate safely.
· Assemble at the designated emergency assembly point.
· Do not re-enter the building until declared safe by emergency services or the designated emergency warden.
· Fire:
· Activate the nearest fire alarm.
· Evacuate the area following the evacuation procedure (above).
· Use fire extinguishers only if trained and safe to do so.
· Contact emergency services (000) and notify the supervisor or emergency warden.

· Medical Emergency:
· Provide first aid as required and call emergency services (000) if necessary.
· Notify the supervisor or line manager immediately.
· Complete an incident report as per the Incident Management Policy and Procedure.

· Other Emergencies (e.g., chemical spill, gas leak, electrical hazard):
· Remove people from immediate danger if safe to do so.
· Notify emergency services (000) and the supervisor or management
· Follow specific procedures for the type of emergency (refer to displayed instructions and SDSs for chemical incidents).

· Lockdown/Occupational Violence:
· Follow the organization’s lockdown procedure if there is a threat of violence or other security risk.
· Seek a safe location and notify emergency services (000) if required.
· Report the incident to management and complete an incident report.

Responsibilities:
· The designated emergency/fire warden or supervisor/staff/team leader (dependent on who is on the floor shift at the time of the emergency)  is responsible for coordinating emergency response, ensuring procedures are followed, and communicating with emergency services.
· All staff are responsible for knowing the location of emergency exits, assembly points, first aid kits, fire extinguishers, and emergency contacts.

Review and Training:
· Emergency procedures are reviewed annually and after any incident.
· All staff receive training in emergency procedures during induction and annual refresher training.
· Emergency drills are conducted regularly to ensure preparedness.

DISPLAY OF SAFETY INFORMATION IN THE WORKPLACE
· This policy, along with other key OH&S documents (such as evacuation maps, emergency contacts, procedures for reporting hazards or incidents, and mental health support resources), must be clearly displayed and accessible in all workplaces, including offices, SIL sites, and community service locations.
· All staff, participants, and visitors must be able to easily locate and access this information at any time.
· Updates to safety information, reporting procedures, or emergency contacts must be communicated and displayed without delay.

IF YOU ARE INJURED AT WORK
If you are injured at work, immediately:
· Seek first aid or medical attention as required.
· Report the injury to your supervisor or line manager as soon as possible.
· Record the incident in the workplace injury register.
· Follow the organization’s Incident Management Policy and Procedure for further action.

Victorian Contacts for Reporting Workplace Injuries
· For serious injuries, dangerous incidents, or concerns about workplace safety, contact WorkSafe Victoria:
· WorkSafe Victoria Emergency/Incident Notification: 13 23 60
· WorkSafe Victoria General Enquiries: 1800 136 089
· Website: https://www.worksafe.vic.gov.au/

Staff may also contact the Victorian WorkCover Authority for advice or to lodge a claim.

MENTAL HEALTH SUPPORT
AmeCare is committed to supporting the mental health and psychological safety of all staff and participants, in line with OH&S obligations.

Information about mental health support services, Employee Assistance Programs (EAP), and crisis contacts must be displayed in all workplaces.

Staff are encouraged to seek support for mental health concerns and report psychological hazards or occupational violence.

Confidential support is available through internal resources and external providers, including:
· Lifeline: 13 11 14
· Beyond Blue: 1300 22 4636
· Victorian Mental Health Support: https://www.betterhealth.vic.gov.au/mental-health

STAFF TRAINING 
· All staff must complete induction training covering OH&S, safe environment procedures, incident and injury reporting, emergency procedures, and mental health support.
· Annual refresher training is mandatory and includes:
· Infection prevention and control standard precautions
· PPE use
· Outbreak response procedures
· Hazard identification and risk assessment
· Manual handling and equipment safety
· Emergency planning and evacuation
· Occupational violence and psychological safety
· First aid and incident management
· Mental health awareness and support resources

Training records are maintained and reviewed regularly to ensure compliance and continuous improvement.

RELATED DOCUMENTS
· Home Risk Assessment Form
· Individual Risk Assessment Form
· Human Resource Register (Brevity)
· Staff Induction Checklist
· Staff Training Plan
· Participant Support Plan
· Emergency and Disaster Management Plan
· COVID-19 Plan
· Food Safety Guidelines
· Chemical Register and SDSs
· Evacuation Maps
· Manual Handling Procedures
· Vehicle Use Policy
· First Aid Procedures
· Participant Handbook/Portal
· Staff Handbook/Portal
· Risk Register
· Occupational Health & Safety Policy
· Australian Standards for Emergency Planning (AS 3745)
· Incident Management Policy and Procedure

REFERENCES
· Occupational Health and Safety Act 2004 (VIC)
· Work Health and Safety Act 2011 (Cth)
· National Disability Insurance Scheme Act 2013 (Cth)
· NDIS Practice Standards and Quality Indicators – November 2021
· Australian Standards for Emergency Planning (AS 3745)
· Relevant Codes of Practice and Industry Guidelines
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