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All organisational units are required to implement the University Safety Management System and set goals to improve work health and
safety (WHS) performance. This template is designed to assist local organisational units to meet the University’s safety planning
requirements.

How to use the WHS Action Plan template

This WHS Action Plan template refers to each of the eight management standards and prompts action to facilitate compliance and
improve WHS performance.

1. Use the check boxes to verify local implementation of the eight management standards

2. Use the notes section to record current status of implementation, set goals and planned actions

3. Use Table 2 to schedule and monitor the completion of planned actions

Work Health & Safety Goals

As a part of the safety planning process all organisational units are required to use a risk based approach to identify and prioritise their
“top 5" WHS hazards or hazardous tasks and plan actions to reduce the risk of injury or illness associated with those hazards or
hazardous tasks.

All safety planning must be developed with reference to the local WHS risk profile, the University’s Safety Health & Wellbeing Strategic
Plan and any recent WHS reports and recommendations.

MANAGEMENT STANDARDS
1. Active & visible leadership

11 |Z[ WHS is the standing first agenda item for all management and team meetings

12 |Z[ Senior managers regularly (at least monthly) engage with staff to demonstrate safety leadership, e.g.
taking 5 min to have informal safety conversations

13 Managers and supervisors are actively involved in the risk management process

Notes

e 1.3 Not uniformly. Some are better than others.

2. Safety Planning
21 |Z[ The “top 5" WHS hazards or hazardous tasks are identified and recorded (using Table 1). Consideration
must be given to all operational activities

22 |Z[ The “top 5" are assessed and prioritised using the University’s risk matrix (appendix 1), and suitable risk
controls planned to eliminate or reduce risks

23 |Z[ Resources are allocated to address the priority WHS issues
24 |Z[ Actions are assigned to individuals and reasonable timeframes set for completion

25 |Z[ Progress towards the achievement of planned activities is regularly reported to senior managers

Notes

e 2.3 Internally this is the case. External resources are more scarce (see Riskware 4440)
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Table 1 - Top 5 Hazards

WORK HEALTH AND SAFETY ACTION PLAN

3 ingt | Planned risk controls
Ref | Hazards & hazardous E | © e e Risk Rating
€l tasks P plEE Litsins Fshs el (with current (Use Table 2 to record and monitor specific actions to enable
controls only) implementation of these controls)
Re_searche_rs in Asia, Admin: - Risk Assessments, . Implement RiskTeq Fieldwork software, clarify
Remote + Overseas Africa, Pacific Islands, High O
I . . Emergency Procedures, ; approval procedures, better communication of
Fieldwork NZ, Australian outback o (High Freq.) )
Authorisation by HOS requirements to staff/students
and coastal areas.
th
Al.l 4 floc_)r Spaces Admin: -Provide advice, alternate
without air conditioning locations to work on hot days
Thermal Comfort in 4™ Floor | are abnormally and ys, High Renewed push for CIS to engage with the issue.
Il ) . . approval to work from home. . . : :
Offices in Madsen (F09) unhealthily warm ) : L (High Freq.) Continue to raise at Faculty Safety meetings.
. Eng: - Portable Air-con units, tinted
during the summer .
windows.
months.
Substitution: - Minimise use and/or
. concentration of solutions,
Concentrated mineral Admin: - Training, procedures Minimise locations where hazardous substances
Use of Hazardous acids incl. HF, HNO3, . 9.p . High/Medium .
Il Eng:- Fumehoods, serviced are used and stored. Users to attend Chemical
Substances HCI. . (Low Freq.) - . g
. - laboratories. Safety Training before using facilities.
Alkalis and oxidisers . .
PPE: - Gowns, gloves, hexafluorine
topical treatment.
Geological samples, Document procedures involving manual
Manual Handling and Core trays, heavy Eng: - Trolleys, forklifts Medium ment p . 9 .
v o . ) ) . handling/lifting. Investigate new trolleys suitable
Heavy Lifting equipment, office PPE: - Gloves (High Freq.)
) for the task.
supplies.
Field excursions to Admin: Driver authorisation, vehicle
v Long Distance Drivin remote locations, orientation, procedures Medium Review and renew driver procedures.
9 9 driving student groups, | Eng: - Well-maintained vehicles, (Low Freq.) Re-authorise drivers, purge driver list.

self driving

recovery gear.

Res:i

erve bench — Office Ergonomics, Work Siress,

orking on Boats.

" use the risk matrix provided in the Appendix I, hazards also assessed on frequency of activity.
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3. Consultation & participation

31 |Z[W0rkers, including higher degree research (HDR) students, are given opportunity to express their views
and contribute to decisions impacting their safety

32 |Z[ Managers are responsive to WHS issues raised by workers (incl. students), and provide feedback in a
timely manner

33 |Z[ Where elected, the Health & Safety Representative for the workgroup must be invited to attend
management meeting to contribute to the discussion on WHS management

Notes

e 3.1 Primary method of consultation is via group email discussion
e Post graduate representation on School Safety Committee.

4. Risk management

41 |Z[ Risk management steps are applied to identify and assess hazards and hazardous tasks

42 |Z[ Attention is given to medium and high risk activities (appendix 1) and at risk groups of people

43 |Z[ Attempts are made to eliminated hazards and hazardous tasks

44 |Z[ Where elimination is not possible, risk controls are allocated with reference to the hierarchy of controls

45 |Z[ ‘High’ risk and ‘Very High’ risk activities (refer to the University’s risk matrix, appendix I) are subject to
documented risk assessments and safe work procedures (SWP)

46 Implemented risk controls are monitored regularly (at least annually) to ensure they are effective

47 Regular (at least quarterly) walk-through workplace inspections are carried out on all work areas

Notes

e 4.6 Monitoring and reviewing risk controls is done in a fairly ad hoc manner. Document control
requirements and procedures are not clearly understood.
e 4.7 Workplace inspections occur but only intermittently.

5. WHS training and instruction
51 |Z[ New workers, including HDR students must complete the University online WHS induction within their first
week at work

52 |Z[ New workers (incl. students) receive specific local inductions prior to being given access to their
workplace

53 |Z[ Staff who manage other staff (Supervisor), or supervise HDR students, complete WHS for managers and
supervisors training course

54 Supervisors regularly (at least annually) review the training needs of workers (incl. students) and assign
other relevant WHS Training

55 |Z[ Workers (incl. students) are instructed on relevant SWPs and provided with ongoing supervision

Notes

e 5.2 Local WHS induction held monthly or as demand requires.

e 5.3 Was completed 3 years ago. Some new staff members, possibly time to encourage staff to do it if
not already completed.

e 5.4 No clear procedure, so done on ad hoc basis. First Aid training exception.
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6. Emergency management

6.1 |Z[ Local emergency responders have been appointed (e.g. emergency wardens and first aiders)
6.2 |Z[ Workers (incl. students) are provided with training and opportunities to practice emergency procedures

6.3 |Z[ Details of local emergency responders are communicated to the working group (e.g. signage, on local
web site)

6.4 |Z[ Workers (incl. students) are regularly (at least annually) reminded to review the University’'s Emergency
planning guidelines

65 |Z[ Emergency evacuation exercises are conducted regularly (at least annually)

Notes - 6.1,6.5 Are the same question still.

e 6.3 University Emergency Response Plan (UERP) distributed to all staff.

7. Incident/hazard reporting and management

71 |Z[ All workers (incl. students) know how to report an incident (including near misses) or hazard

72 |Z[ Incidents and hazards are immediately reported to supervisors and formally recorded in RiskWare within
24 hours

73 |Z[ Supervisors investigate incidents to identify root causes and plan corrective action
74 |Z[Corrective action plans are submitted in RiskWare within 7 days of the initial report

75 |Z[ Corrective actions are completed within agreed timeframes and closed off in RiskWare

Current Issues (quote RiskWare ID where relevant)
e Ref No 4440 (Longstanding thermal comfort in academic offices. Clearly these rooms are outside

the standards set down by the University.

Notes 7.1 knowledge of reporting procedures could improve, but improvements to Riskware are also

warranted. Too slow.

8. Suppliers, contractors and purchasing controls

8.1 |Z[ Hazards related to equipment and materials being purchased are considered

8.2 Attempts are made to purchase the safest products and services

8.3 Safety is a mandatory selection criterion during quote and tender evaluation processes

8.4 ® Service contract specifications include safety performance requirements and performance indicators
85 ® Service contractors are appropriately qualified

86 Service contractors undergo local inductions including hazard awareness

Notes
. 8.4,8.5,8.6 No local checks are made on technicians sent from Brookfields/CIS. Local induction on
site provided when possible.

e No clear procedures for including WHS in purchasing system, except for chemicals.
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8.2, 8.3 Pre-purchase Risk assessments to be implemented.
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Table 2 - Planned WHS Actions

WORK HEALTH AND SAFETY ACTION PLAN

Cross
reference ggits Agreed Actions owner(s) Target date of | Completed
g;ﬁ?g';%?x od Clearly and concisely, state what need to be done. Must be people notroles | completion Date
number)
Work with ICT to adapt Riskteq software to our needs. This provides the
I framework and database from which to base our fieldwork planning, WHS and TS, GC, LW Aug 2016
approvals procedures.
| Communlcate Unlv_er5|ty Fleldw_ork_ p(_)llcy and Iocql proce_dures to leaders of TS, LW, Superusers | Dec 2016
School field excursions and assist in implementation of RiskTeq
Maintain pressure on CIS to develop a strategy to minimise the harm of the
Il heat in the offices. Continue to raise at Faculty meetings and other appropriate | PM, GC, TS Ongoing
forums
Minimise number of locations where hazardous substances are used and
1 o Dec 2016
stored. Decommission large wet laboratory.
i Dispose all un-needed chemicals through hazardous waste stream LW, TS Dec 2016
v Reauthorise drivers with updated procedures. TS, NM
\% Collect information and quotes on trolleys, table top and hydraulic lifting LW Jun 2016
Vv Replace all metallic core boxes with plastic where possible, provide heavy work LW, SC Sep 2016
gloves where not possible
1353 Communicate to all managers/superwsors dates and times of WHS for PM, TS May 2016
Managers and Supervisors course through Careerpath.
54 Eze%\ﬂier\évdtrammg certificate folder, remove documentation that is no longer TS, ST Jun 2016
5.5.4.6 Rewgw all existing SOPs (rocksaws, chemical procedures and update where TS, LW May 2016
required.
6.4 Distribute University Emergency Response Plan to all staff/students/visitors. TS April 2016
8 Work with finance manager to implement pre purchase risk assessment for all TS, RG June 2016
purchases.
Comms Update School WHS web resource with valid links, information and forms TS, NM Dec 2016
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Acknowledgements

Related Documents

Version Date Completed Custodian Approved Notes

released by by
2015.1 Aug 2016 TS GC PM Next review Apr 2016.
2016.1 Apr 2016 TS TS PM Next Review Aug 2016

NB: This document must be reviewed at least quarterly.
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APPENDIX | — RISK MATRIX

probably never will

Potential Consequences
L6 L5 L4 L3 L2
Minor injuries Injuries or
or discomfort. illness requiring | Injuries or Injury or illness
No medical medical illness requiring | resulting in Eatalit
treatment or treatment. hospital permanent y
measureable Temporary admission. impairment.
physical effects. | impairment.
Not Significant Minor Moderate Major Severe
Expected to occur regularly Almost . .
under normal . Medium High
. Certain
circumstances
E.xpected to occur at some Likely Medium High High
time
©
o]
o
é May occur at some time Possible Medium High High
J
=
— . .
Not IIkeIY to oceurin Unlikely Medium Medium High
normal circumstances
Could happen, but Rare Medium
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