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	Policy context: This policy relates to:
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1. Purpose: 

The purpose of this policy it to ensure the health, safety and welfare of staff, volunteers, students and visitors of Picabeen Community Association are protected as best possible. Picabeen Community Association is managed and operated on the premise of Safe Work Practices and in accordance to legislative guidelines that minimise the risks to people and property.

2. Scope:

This policy will apply to all activities that occur on the premises at Picabeen Community Association as well as for all activities conducted by Picabeen staff, volunteers and students in the community.

3. Policy Statement: 

The Association will provide an environment which, so far as possible, protects the health, safety and welfare of all people undertaking activities at the workplace and in the community.  This policy encourages safe working practices at all times. To achieve this, every effort will be made in the areas of accident prevention, hazard control and removal, injury protection, health preservation and promotion. These aspects of working conditions will be given priority in organisational plans, procedures, programs and job instructions. 

No task is so important as to compromise the health and safety to people.   Adequate consideration must be given to determine a safe and healthy work method for each activity undertaken.

4.  Procedures:

		Picabeen Community Association will:

· Comply with all relevant legislative and statutory requirements, codes of practice and industry standards and make adequate provision of resources to meet these requirements. 
· Promote health and safety awareness and the development of healthy and safe working procedures. 
· Provide information and where appropriate, training, instructions and adequate Personal Protective Equipment.  
· Consult with staff, students and volunteers on health and safety issues as well as identify and implement ways to reduce workplace hazard control systems to minimise any risks. Maintain effective accident analysis procedures and hazard reporting systems and encourage the rehabilitation of injured employees, volunteers and students. 
· Set and regularly review health and safety objectives.
· Seek feedback from staff, students and volunteers on matters relating to stress management techniques and self-care plans. 

Employees, volunteers, students and visitors are required to: 
· Report, and where appropriate, rectify hazards, and provide feedback for recommendations following any accidents/incidents utilising hazard and incident reports and other relevant documentation. 
· Accept responsibility for protecting themselves and others. 

All personnel are responsible for their own safety and that of other persons. The success of a health and safety program ultimately rests on the willingness of everyone to cooperate and work collectively towards the common goal. 

GUIDELINES 
· All staff and volunteers are responsible for ensuring that all plant, equipment and substances are safely stored and used without risk to the health and safety of others in accordance with standard operating procedures. 
· The Association has a no smoking policy. Staff, volunteers, students, service users and visitors are not permitted to smoke indoors. In line with legislation, smoking is not permitted within 5 metres of all building entry points. 
· If staff or volunteers have any health problems or medical conditions requiring medication or emergency procedures, they will notify the Coordinator of the medical condition and if necessary provide details to ensure correct administration of emergency procedures as required.
· Guidelines on procedures for dealing with fire, flood, bomb threats, critical incidents or handling of blood and other body fluids will be made available to all staff volunteers and students during induction. 
· All staff, volunteers and students are advised to take adequate breaks during the performance of repetitive tasks. 
· All staff and volunteers are to remain aware of the location of the First Aid Kit and relevant emergency service contact numbers. 
· In accordance with the requirements of the Building Fire Safety Management Tool and Advisory Notes, a floor plan of the premises will be displayed on the wall in the required rooms; indicating exit points, location of fire extinguishers and meeting points in the event of the building needing to be evacuated. 
· All staff, students and volunteers will undertake Fire Safety training every 12 months.
· All staff and where relevant volunteers, will have a current Senior First Aid Certificate. 
· Whenever cleaning, gardening and/or other chemical substances are kept on the premises, access should be limited to authorised personnel who have adequate knowledge and understanding of their safe application and storage. 
· Any workplace hazard, accident or incident (dangerous occurrence) which has the potential to result in injury or damage to property must be reported in the same manner as an incident or accident that results in injury or damage as per the Picabeen Critical Incident Policy. 
· At all times during operating hours there will be at least two staff and/or volunteers on the premises.  In circumstances where this is not possible the Centre will be closed to the public.
· Before commencing any maintenance or building work on the premises, workers or contractors must be informed about and refer to the Asbestos Management Plan and Asbestos Register.

4. Related Policies:

GM022 – Reporting Risks and Incidents Policy
HRM 5 -   Duty of Care Policy
GM008    Risk Management Policy
HRM15    Sexual Harassment Policy
HRM 12   Code of Conduct 
SP20        Child Protection Policy
HRM6     Grievance and Dispute Resolution Policy
HRM 1    Misconduct Policy

6.  Review Processes:

	Policy review frequency:  2 years
	Responsibility for review: 
Picabeen Policy Sub- Committee 

	Review process:  Picabeen Management Committee

	Documentation and communication: Service review decisions ratified by the Management Committee
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